CITY OF BOSTON
ANNUAL HOMELESS CENSUS
POINT IN TIME SURVEY
INSTRUCTIONS



Before you start...

1. Log into your HMIS and change into the appropriate program

2. Be sure that all Program Touchpoints are completed!! This informatieeded
for the Housing Inventory portion of the Census.
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E TO " SO ft ware Pine Street Inn- CH - St. Peter's Welcome Kadra Adderly | Home Page | Help | Log Off

Home

New Quick Search To Do List Messages My Favorites My Dashboard Reporting Dashboard Marketplace

| Enter Search Term(s) | within [ Participant v [lin [ CH- St. Peter's v | | Search |

» Participants i

Review TouchPoints : [ oricpantmoy [

Review TouchPoints for CH - St. Peter's

» Record Efforts |

Name

» Contacts |

T

» Scheduling 7

# Bed and Unit Inventory Information Take New

+ Site Information

I » Collections

¥ TouchPoints ]

[# Project Descriptor Data Elements Record TouchPoints

View Anonymous
TouchPoints

View Collections TouchPoints

Take New TouchPoint View Entity TouchPoints
View Family TouchPoints.

View General TouchPoints ¥

Site Information — This is the physical location of the program sifstattered
site, indicate here. The Geocode for Boston is 250282

Project Descriptor Data Elements — all questions should be complateslas
are options for N/A

CoC Code for Boston is MA-500

Start and End Dates should correspond to the funding timeline for this
program. If N/A then use calendar year of January through December

For Emergency Shelters yomust complete the Tracking Method,
otherwise your data will not be accurate.

Bed and Unit Inventory Information — all questions should be completed, even
if it's zero.

Units and Beds are always an issue. On the individual side, the beds and
units should match. For families, the unit should be the number of
“rooms” available and the beds are the number of people who could be

in those rooms. Example: 1 unit has a twin bed and bunk beds and unit
2 has a double bed and crib. The units are 2 and the beds are 6, 3 in unit
1 and 3 in unit 2.

The inventory start and end dates should match the dates in the Project
Descriptor touchpoint.



Basic Information

% How to “Add New Participant(s):
ETO™software Pine Street I CH_

Home  New

dra Adderly | Home Page | Help | Log Of

Step 1: Click on Add New
Participant the enroliment

date and demographic
information. A

Add Demo. by Group

ToDolist  Messages My Favortes My Dashboard Rep

il [ Parsepant ~ [ CH S peters

Enter Search Term(s)

Enroll in Program: Duplicated Participants
Program Start Date * :] Enterprise Enroll
Participant Cases
Find Participant
GacaNumbar View Participant Info
'Add New Participant
= Add New Family
refix View/Edit Participant
e Step 2: Enter date and Envol Paricipanis
First Name = " X Dismi cipants
[ | complete demographics. i P DT
Fldebans Please note that this is jugt Enroll Participants (C)
[ | . Participant Eligibility
S—— a portion of the page. A Reaie Contacs
[ | View/Edit Reliable Contacts
Suffix View/Edit Families
Family Asaie_ssmem
Mame Data Quality (HUD) * ek baten fioesses
| FEm— ) ‘ Conflict Check
Photo Manage Groups
Participant Match
[ommeri | ¥ .
—
/7 11 H ”.
% How to “Record Touchpoint(s)”:
ETO b SOftW a re Pine Street Inn: CH - St. Peter's Welcome Kadra Adderly | Home Page | Help | Log Of

My Dashboard Reporting Dashboard Marketplace

Step 2: Select HUD
Assessment then complet
touchpoint

/

Enter Search Term(s)

:
Step 1: Clickon ~ [*

Record Touchpoints

Select — Select a TouchPoin, — m
TouchPoint: Arizona Self-Sufficiegley Matrix »
Bed and Unit Invent@ry Information m
Financial Agsista ¢ Provided (HOPWA or SSVF)
HPRP Services o
HUD Assessment (Entry/Update/Annual/Exit)
OQutreach and Services Contact v TouchPoints
Outreach and Services Engagement ) Record TouchPoints
Project Descriptor Data Elements View Anonymous
Referrals Provided (PATH or RHY) TouchPoints

Services Provided (HOPWA, PATH, RHY, or SSVF) View Collections TouchPoints
Site Information

Veteran Information (SSVF) View Entity TouchPoints
View Family TouchPaints

View General TouchPoints
View Participant TouchPoints
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Basic Information

X/

% How to add clients to the Bed Register:

™
i 0 A - B Que

Step 2: Click on “add patrticipant to 1”
to register to a bed 1. Continue these
steps for the others.

uman Services: Night Center Welcome Kadra Adderly | Home Page | Help | Log Off

My Favorites My Dashboard

Reporting Dashboard Marketplace

¥ Record Efforts

Housing Check-In -~

Self Assessment
Participant Efforis
e Attenda
Participant Take Action ROl AREnganes
Record Hours of Attendance
1 Add Participant to 1 N/A Manage Hirs of Attend Riormais
rs of Attendance Altern:
2 Add Participant to 2 N/A Manag
articipant to / anade Multiple Participant Efforts
3 Add Participant to 3 N/A Manage A neea
4 Add Participant to 4 N/A Manage Multiple Participant Referrals
5 Add Participant to 5 N/A . . Manage View/Edit Referrals
| Patiiparitn & = Step 1: Click on “Housing Check- e
in” to access the bed register T E—
F Add Participant to 7 N/A in g Manage View Multi-Attendance
8 Add Participant to 8 N/A Manage General Assessments
9 Add Participant to 9 N/A Manage General Efforts
10 Add Participant to 10 N/A Manage Housing Check-In
11 Add Participant to 11 N/A Manage Housing Check-Out
v
12 Add Participant to 12 N/A Manage Manage Rooms
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ETO Reports

Manage Data Pulls

Step 1: Click on

. s
ETO™software €2 Boston HMIS Admin' 2008 HMIS Template Master ProgramWelcome Kadra Addery Manage HMIS
L Data Pulls
Home  New | QuickSearch =~ ToDolist —Messages  MyFavorites My Dashboard  Reporting Dashboard  Markstplace
Enter Search Term(s) i | Participant v | | Search |
» Participants
| } » Participant History
w’ Run Validation | | Manage HMIS Data Validati ! | Go To ing Site | » Record Efforts
S

D \@m‘iﬂl Step 2: Click on create data pulll hegmtston 1™ b Contacts
then input the required » Entities
T Y T
[ N|CN] {mation pLEASE MAKE - |
\ USE 1/27/2016 TO 1/27/2016 » Collections

aster Program ~ Welcome Kadra Adderly » TouchPoints
¥ Reporis

ETO™softwar FOR THE CENSUSDATES

Home New To Do List Messages My Favorites My Dashboard Reporting Dashboard Marketplace
Assezsment Reports
Enter Soaroh Terme) [ Search |
Azzezzment/Survey Flat File
Customn Reports
Please select the HUD version, ope, a date range, the files types you would like included and notification options. You may also .
elect to have this data pull autonfatically refreshed based off of a schedule. %) DBnglﬂphl{:-S HEDDI"tS
Effort Clualifier Reports
HUD Version: (2014%3.04 csv v _
) | Employment Retention
Scope: | This Program v
l g l Entity Reports

Grant Start Date: ETOBarcode Reports
Grant End Date: Step 3: Click “submit” to ETO Re=zults

Include Readable CSV's: [ ] run the data pu|| Housing Reports
Include XML file: [ Legal Reports
Notify upon completion: [ é*h'lanage HMIS Data Pulls
Refresh automatically: [ Manage HMIS Data
v alidations
Home  New To Do List ssages My Favorit Wy Dashboar porting Da
Enter Search Term(s) ticipant .2009 HMIS Template Master Program . Search
Step 4: Click on
i ~
Data Pull | | Run Validation l ‘ Manage HMIS Data Validations J ‘ Go To Reporting Site | Reportlng to Send
data to the B
port ID Description | Version Hash Status Included quested On reporting site e Take Action
Jimwl | [ I | il | [ Ji | [ Jiwl | Jimd | [

2009

HMIS onEn

Templee _— x Dagrioad
1345 Program, 2014 (3.04 csv) Hghashe Adderly

1/1/2014 (Standard CSV) File successfully sent for reporting. Reporting

_12/311(14 ) | Close | | Go To Reporting Site = -

e

2009 >

HMIS & Open

Template r+9

Master Download
Unhashed

1344 Program, 2014 (3.04 csv) Adderly 12/30/2015 =

(Standard CSV) 2 .

1/1/2014 Reporting

5 W

12/31/2014 L

Ll
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Agency Dash Reports

Missing Data Report

Step 1: Find the
Missing Data Report

Step 2: Enter report
parameters here

Logged in Asd 2 Addearly [LOGOUT|
[~ Applications <«| | 4% Welcome || {2 Missing Data Report %
4 <= Dashboard d-.-sn:[ln:tucport Parameters
4 =3 Applications
[ Agencies 9 telp
£
frcHoMPS Report: | Missing Data Report
4 =3 Reporting
% Daily Gensus Reports From: 01/01/2015
45 Datz Quality Reports To: |12/31/2015
1= AHAR Readinsss Repont
{= Overiapping Episades Repo Import Def: | HUD CSV Spec v3.04
{= Data Quality Scorscard Import File: | Export ID 1348 2015-12-31

{= Data Quality summary Repc

* {=IMissing Data Report
1= Chronic Audit
4 [ 5/HUD Performante Measures.

Organization:  paston Healthcare for the

1= Heusing Prigritization List Program:
1= Lo= & Residivism Report
4 ['5lHUD Reports
{= APR (annual Peformance R
{=/aHar
1= NOFA (Notice of Funding an
1= Humis aPR
4 [/5|Point in Time Reports
1= Project Level Report
1= summary Report
1= Trend Report
1= Housing Inventory Chart
4 =Z Tools
1 Data Import Tool
[E-] Report Managsr
2| Point in Time Grid
£ User Settings

Family (110) %

Py
-«

Reset Form

i

Save Seffings

i)

Generate Report

(© AgencyDash Ready

Step 3: Click hereto
generate missing data report

AgencyDash

<«
Missing Data Report SimtechSolutionsix. =
QOrganization: Boston Healthcare for the Homeless Program Family
= From 01/01/2015 Created On 12/31/2015
i) To: 12/31/2015 Created By:
N Key
- X = Don't Know / Refused
QO = Missing Element
Homelesy( 5] »
# | LastName FirstName | SSN D;;e Race | Ethnicity = Gender ‘;";’;’;‘ CDE:::)»E’;‘: Refig:me Pz’;z' Hs::ﬂF Destination
Birth Entry
o o o
X o
X o
o [
5}
X
o
X
[0 | 0 o
11 [
RER o
[13] o o
(12| o
[ | o o
] o v
17 X o) 0

/~| Download PDF [ Include Cover Page

[ Contact Simtech Support | () Products by Simtech Solutions

above

Step 4: Click hereto download
missing data report shown

Note: If any changes are needed, please make sure you go back

to ETO to fix data and re-run a new data pull.

1/20/2016



Agency Dash Reports

Step 1: Find the PIT-
Project Level Report

Point In Time

‘e [rees = o Wakicsa | T Pigiedd Lewel Bopait &
a - Dasthoand 1~ Seleck Repont Paramctens L
= bppR e,
R Haln
Roport | Projeet Laowd Raoort ok
g PG =
iy i e PIT pate: i2/n2in 3
# 1y letn Craily Faparty Import Dafieinon! | MUD C2Y Soec w304 fed
|* aHan Rearnaes Repat
[ Creriappg Epivoses Reps Empait Pl | oot B 1348 201512.31 o
|™ Cumte Crspiny Socepemns Drpanatan; | Sostor: Healthcine for the Homeless. |
| Dt Sty Swweenary Repe e e 73
| = onearg Dts Hapran Gl i
|7 chrone duce ot | MA500 Boston ¥

“ U0 Performans e Wnenarem,

| Hovstiegy Poizptien Ll

| = Lo & Awcichien Fospar
T R
i Paoriatca

AR

* NOFA (Modte of Fundeg #0
MR WET
in Tima Riaparky

|
[=
|
I

= Prowet Leve Repan

Step 2: Enter report
parameters here

vy REpos

I s REpan
| Feuming imvareory Cran
&= T
L ' Satn impor Tool
Rapont Lgnager

e in v e
&L Uner Semwgn

Step 3: Generate Project
Level Report here

¢ > H o2 ik
Bave Semngs  Rowes Form Gorerote Fepo
@ Ageosatianh Feedy
=] Applications «| | 4& welcome | = Project Level Report '
|= Select Report Parameters «
&) Help
£ cHomPs Report: | Project Level Report v

4 =3 Reporting
1= Daily Census Reperis

4| ~IDsta Quality Reports
1= AHAR Readiness Report
£= Overiapping Episodes Repo
1= Dste Qusiity Scorecard
1= Dats Quality Summary Repc
1= Missing Dsta Report
1= Chronic Audit

4 [-/HUD Performance Measuras
1= Housing Prioritization List
1= LOS & Recidivism Repert

4 [5/HUD Reports
i= APR (Annusl Peformance R
1= AHAR

PIT Date: | 12/31/2015

Import Definiticn:  HUD CSV Spec v3.04 S

Import File: | Export ID 1348 2015-12-31 5
Organization: | Boston Healthcare for the Homeless | v
Program: | Family 3
CoC: | MA-500 Boston i

a =Py

4 = Tool
& | D

] Note: Check Data Quality
% here: SEE NEXT PAGE

i{ FOR DETAILED
INFORMATION

[E5] Report Manager
| Point in Time Grid
£ User Settings

Save Setfings

(& AgencyDash Ready

H < &

Reset Form  Generate Report

Reports - Project Level Report

Paint In Time Project Level Report

e LB 00 Boaten
Degangatssn Samion Hpslthears Sor e Horaleyg
Prejest Famiy

LT Date
Fan By
Drptasin

Simtech$”
123 ENE

Addedy. K
Efw'! iD 1368 0

Houzeholds with at least 1 adult and 1 child

Household Composition

Total Mumber of Households

Total Humbar of Fersons
Persang uner 29018
Persons aged 15-24
Parsans over age 24

Gender (adutts and children)
Femakt
Male
Transgencer Maks fo Femake
Transgender Femas (o M ak:

Ethnicity (adults and children)
Hon-Hispanichona-Lating
HiiSpanic L ating

Race
wWhite
B OF AfC N AMTETE 30
Asin
AmeEicin ndin of Alaska Nabve
anve HEwaian of DI Pacilt islandes

£

- Dvimbgd FOF ke Coves Sagn

Coaria:t Sevtech Seppon

R BEERE

&

w B R

i Promies vy Sevtech Sohtien

White

Black or African American

Asian

American Indian or Alaska Native

Native Hawaiian or Other Pacific Islander
Multiple Races

Chronically Homeless Individuals
Chronically Homeless Families

Persons in Chronically Homeless Families
c ically H I Veteran
c i H Veteran

Persons in Chronically Homeless Veteran Families
Adults with a Serious Mental lliness
Adults with a Substance Use Disorder
Adults with HIV/AIDS

Victims of Domestic Violence

>

o o= o m

Homeless Subpopulations

o oo oo

I~

Data Quality Checks

Persons Missing Relationship to Head of Household
Persons Missing Date of Birth

Persons Missing Chronic Homeless Status

Generated by AgencyDash.com on 01/04/2016 at 11:22 AM
<

»w ]
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N

next pagefor details of this
report.

Step 4: Click hereto download

ech Support

(49 Products by Simtech Sclutions

PIT - Project Level Report. See

7



|~ Applications «
4 - - Dashboard
4 =2 Applications A
| ] Agencies
{23 CHOMPS

4 = Reporting

}"' Daily Census Reports

4 _-__J Data Quality Reports
i AHAR Readiness Report

Overlapping Episodes Re¢
Data Quality Scorecard
Data Quality Summary R
Missing Data Report
Chronic Audit
4 _JHUD Performance Measure:

jf Housing Prioritization Lis

1= LOS & Recidivism Repor
4| HUD Reports

;'f APR (Annual Peformanc

;-_
i.,-
i_A
B
I=

1= AHAR
{= NOFA (Notice of Funding e
1= Hvis APR

< >

() AgencyDash Ready

1/20/2016

Note: Client infor mation
with missing data elements

/= Welcome i Project Level Report '

1" | Select Report Parameters

&) Help
Report: | Project Level Report b
PIT Date: | 12/31/2015 [
Import Definition: |HUD CSV Spec v3.04 N
Import File: |Export ID 1348 2015-12-31 A4
Organization: Boston Healthcare for the Homeless v
Program: | Family b
CoC: | MA-500 Boston M

.

F

Save Settings Reset Form Generate Report

Note: Click hereto
export to excel

Clients

= Back to Report

B |Export to Excel

PID LegalFir... Legalla... DateOf . Primary... Secon
1 40CD2.. 04/2211... 3
2| F031B2... 12/06/1... 5
< > |
Page| 1lof1| b bl | & Displaying 1 - 2 of 2

/~|Downioad PDF | Include Cover Page

Contact Simtech Support | | & Products by Simtech Solutions

Note: Click hereto download
client infor mation with missing
data elements




Agency Dash Reports

Point In Time Reports - Housing Inventory Chart

Step 1: Locatethe
Housing I nventory
Chart Report

] Application| <« come

- Dashbosrd
4 =3 Applications
[E) Agencies
£ CHOMPS
4 =3 Reporting
1=/ aily Census Reports
4[] Data Quality Reperts
1= AHAR Readiness Repert
ﬂ— Overlapping Episodes Repo
J- Data Quality Scorecard
1=/ Data Quality Summary Repc

@ Help

1=/ Missing Data Report
1=/ chronic Audit
4 [I5IHUD Performance Messures
J- Housing Prioritization List
1=/L03 & Recidivism Report
4 [I5/HUD Reports
1=/APR (annusl Peformance R
1= aHaR
ﬂ = NOFA (Motice of Funding an.
1=/HMis APR
4=l paint in Time Reports
{=|Project Level Report
1= Summary Report
1=/ Trend Report
1=|Housing inventory Ghart
4 =3 Tools
& Data Import Tool
[ Report Manager
Point in Time Grid
B User Ssttings

rd

Save Setiings

1=| Housing Inventory Ci

Report:

PIT Date:

Import Definition:
Import File:

CoC:

Step 2: Select report
parameters here

{=| Select Report Parameters

Housing Inventory Chart
12/31/2015

HUD CSV Spec v3.04
Export ID 1350 2016-01-04
MA-500 Boston

: s

Reset Form

Step 3: Click here
to generate your
Housing Inventory
Report

1/20/2016

<«
Housing Inventory Chart
CoC Name Import File Nar
Ran By Data Uploaded
=il PSH Permanent Supportive Housing (PSH) Housing Inventory Available on or befor
= Target .
rovder N Population Year-Round Beds See
rovider Rame A 5 |Famiy All Beds Beds in HMIS N
Units [Family| Ind | Total [ Ind |Family| Total

Pine Street Inn CH - St. Peter's - - 0 0 31 31 31 0 31 (
Subtotals 0 0 3 3 31 0 3 (

< >

- | Dawnlosd PDE

[7] Include Cover Pags

Step 4: Click hereto
download your Housing
Inventory Chart Report




ETO Reports

Instructions on Retrieving CSV Files

Home'  New | ToDolist = Mosssges  MyFavorites | My Des

wilhin | Pervcipare v [ CA - 5t Peiers v |8 Search |

Enter Search Term(s)

Step 1: Click here
to download your Eugeos

‘ Creats Data Pull | | Run Validation | ‘ Manage HMIS Data Validations | | Ga To Reporting Site ‘ CSsVv f||es fent/Survey Flat File
Reports
EvocoETry . e : . o ’ e . Refresh P __ . Demographics Reports
Export ID Description | Version Hash Status u quested On ! By automaticaliy? | Date Completed Take Action Effort Cuaifier Reports
Employment Retention
x B x X b ] b o [ = ;
| ol | o[ i || i i | i | L] i , i
e & opa ETOBarcods Reporis
Peter's & Y, ETO Results
37 Downl8a X
1350 T?;;Té 2014 (3.04 csv) usr‘:;he:; - NopHeadabla ooy | VYOI L3T29 | o sy 1/4/2016 o b it
/1 = (Standa ) ~ Reporting Legal Reports
12/31/2015 =l v S Dk Pl
& T - W Delete st 2
Please wait while your file is prepared. Manage HMIS Data.
PSI MI WI Validations
Program You can close this window once the download is E= Open Manage Report Universes
lete.
1343 f;:;g}zms 2014 (4.1 csv) Unhahied o ifer F 12/30/2015 | PR ke
2 Ll (Standard CSV) - il it Hepaiting Program Group Reports
12/20/2015 & Delete Standard Reports.
v Survey Reports
Query Wizard Plus
Mens Inn = Open = -
Brogram; ‘ ‘ " VFI Retention Report
ownloa \iew Reports
1339 1H0/2015 | s (304 ) U"h“dh': Non-Rd i . 12/29/2015 el i
o fstapded 534 Step 2: Click here to Reporting View Reports (EW)
12/20/2015 -
. Reporting Dashboard
v save your CSV files B; Deleke b ETO Reports
Womens Inn B o » Wizards
~ Emergency
Program, & Download » ETO Insight
1331 12/20/2015 2014 (3.04 csv) Unhetied Non-Readable CSW 18/22/2015 Jennifer Flynn 12/22/2015 =
7 (Standard CSV) 4:06:03 PM Reporting
12/20/2015 & Delete
v
Do you want to open or save archive-2016-Jan-04-161522-1350.zip (1.4 KB) from secure.etosoftware.com? ey Save |v| Cancel | x e
-
-
L
LA . R v
goa |1 « ContentIES » SNKJQORI » archive-2016-Jan-04-161522-1350 « | 43 ||| Search archive-2016-Jan-04-161522
Organize -c Extract all files > - [
B Favorites Name Type Compressed size Password ..  Size
B Desktop |Ek] AgencyProgram Microsaft Excel Comma S... 1KB Mo
. Google Drive i%} ArizonaMatrix Micrasoft Excel Comma S... 1KE Nao
% Recent Places | ] Bedlnventory Microsoft Excel Comma S... 1KB No
18 Downloads | B Client Microsaft Excel Comma S IKE Na
i%} ClientHistorical Microsoft Excel Comma S... 3KB Mo
= Libraries | B Export Micresoft Excel Comma S... 1KB Mo
i%} IncomeBenefits Microsoft Excel Comma 5... 3KE No
Step 3: ngh“ght all usic | ] ProgramParticipation Microsoft Excel Comma Si. 2KB Mo
. = _ P
. . Pictures '@ ServiceEvent Microsoft Excel Comma 5., LKE HNo
CSV fllesv C“Ck Videos ‘%} SiteInformation Microsoft Excel Comma 5... LKE No
extract all files then
. . 8 Computer _
final click on extract. — ==
(;—) 1) Extract Compressed (Zipped) Folders
Select a Destination and Extract Files
Files will be extracted to this folder
<\ ksdderly\Documents\archive-2016-Jan-04-161522-13
[¥] Show extracted files when complete I
mn I i
Ratio: {multiple values) Type: Microsoft Excel Comma Separated Valu...
— Date modified: 1/4/2016 1:37 PM
- — — —_——

1/20/2016 ' 10



- el e AP

@CJ‘L » Computer » hmis (\zdndfile2\xdrive) (Q:) » CSV Test PSISt Peters

Organize

(%] Open ~

W Favorites
B Desktop
L Google Drive
2l Recent Places

8 Downloads m

4 Libraries
[H Documents
&' Music
(=] Pictures

B# videos

/% Computer
&, Your Hard Drive (C:)
(a Vour Personal Storage (D)
5 Your Network Storage (H:)
3 N Drive (N:)
& hmis (\\zdndfile2\xdrive) (Q
. Abt, Family Options Study
Agency DB

| APRs from Agency Dash
CHOMPS.
CSV Test PSI St Peters.

| CSV3.04 Test Pine Street Ir

Google Drive Downloaded

I

Step 4: Click here to

<% || Seorch csv st
Pint  Bum  Newfolder
Name ’ Date modified Type Size
) AgencyProgram TAR0IE42PM  Micrasoft Excel G 1¢8
@ ArizonaMatrix 1/4/2016 4:22 PM Microsoft Excel C... 1KB
) Bedinventory 142016 422PM  Microsoft Excel 1K8
[ Cent 1472016506 PM Micrasoft Excel 3 K*
L] ClientHistorical 142016 522PM  Microsoft Excel 17KB
) xport 142016 422PM Micrasoft Excel 1K8
\Z_L] IncomeBenefits 1/4/2016 4:22 PM Microsoft Excel C... 22KB
) ProgramParticipation 1AQ0IE422PM  Micrasoft Excel C. 5KB
@ ServiceEvent 1/4/2016 4:22 PM Microsoft Excel C... 1KB
=) Sitelnformation 14206 422PM  Microsoft Excel G 1Ke

i HMIS_DataWarehouse -

open Client files

RTETT = ol 3 e o I R - R i e o (o
Home Insert Page Layout Formulas Data Review View o @ o @ =
= ¥ cut e E AutoSum =
B3 copy - | Fill
. . 5 = Format |
; ® £ 11 Step 5: Highlight - , 2 aer-
Clipboard i th I Number Styles Celis Editing
o - these columns A
A B € i : E H 1 i K L M N 0 p a R B T

1 |Organizati PersonaliflstName DateAddet DateUpdai UpdateOrl IdentityVe ReleaseOf ExportiDS{ |

P! 19 8D309BO. 1 5 0 1 3/4/2009 HiHH#E 135

3 19 DBD5CD#! 1 1 0 O #EuEH2EE S 135

4 19 AF425CCA % 3 0 1 HEBHASER SHusBRsE 135

5 19 D5073386) 2 0 1 ##EHAHER SHEGFEET 135

6 19 E2350620) 53 Copy 3 0 1 HEEHMEEE BhaEbEsY 135

7 19 4FOD1AGE [, Paste Options: il 0 1 HEpHAEEY ShusmpEg 135

8 19 2E13A75(] ) 3 0 O HEBHABER SRS 135

9 19 81DASBEH @ E 5 0 1 HEEEAHHR FHEGHHE 135
10 19 DE325729 3 0 1 HuEHaEEE 6/2/2015 135
11 19 7060109 Paste Special... L it 135
12 19 8551154 Step 6: Delete highlighted s 135

Insert

13 19 1641AEBT] 2 15 135
13 | columns
14| 18 F7BCFGF7. Delete ( bitst 135
A5 19 DF486CCQ - 3 0 1 HABHAHHE SHEAHEHT 135
16 19 C1D59C3( Clear Coptents 3 0 [T —— 135
17 19 5D4A909] 3 0 O #EBHABEE SRS 135
18 19 221E8F584 ' Eormat Cells... 5 1] 1 #a##HERE 7/8/2015 135
19 19 ADCE092(] Column Width... 5 0 1 HEEHMEEE SRasbEEY 135
20 19 B5211707] 3 0 1 HBEHASER SHEHRREE 135
21 19 F17BD33A 5 0 1 #A#BHASER SHEAHERT 135
22 19 08A76371 3 0 1 HEEHMEEE SRasbEEY 135
23 19 CO68BCC - 5 0 0 #2ua4sEs shgamuy 135C
24 19 755A1048 1 5 0 1 HEEHASER SHEHRREE 135C
25 19 C64D1EEQY 1 3 0 1 HEEEAHER FHEAHEHE 135C
26 19 086C7116 1 5 1 1 4/4/2012 #uusssss 135C
27 19 49825919 1 5 0 O #HEBHABEE BEHERE 135C
28 19 C3934EF4 1 5 0 1 HEEEAHER FHEAHEHE 135C+
W 4 » M| Client /2 4] [ ] » [
Edit \ Average: 133934778.6 Count: 122  Sum: 45537582471 |@|§IE 110% (————

1/20/2016
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Eal= R REATE N = e it R

Home | Insert  Pagelayout  Formulas  Data

Paste BT U |

% cut
G Copy -

Calibri -1

7 Format Painter

Review  View

Client - Microsoft Excel

e

. . . Ah?‘ W Tm = ZAulaSum-A? }a
Step 7: Highlight this |, 4 & =~ 7 = o0 o7 &

g~ as Table - Styles & Cears  Fier~ select~

cupnoara S Font column, right click styses cens £aiting
EL - - . A
: - then click on insert :
(4] & B € D i G H | 1 K L M N 0 P a R s ¥ B
_ 1 |Organizati Personalld SocialSech DateOfBirth <teOfBir PrimaryRa Secondary Ethnicity Gender  DateAddet DateUpdat UpdateOrl IdentityVe ReleaseOf ExportlDStr 1
2 19 8D309802 1 g 1 s n 1 3/4/2009 #aussung 1350
= 19 DBDS5CDAS 1 s # &£ cut O SIS S 1350
4 19 AF425CCA 1 4/2/1956 1 N 1 gasspuss suptang 1350
5| 19 D5073386 1 s 1 53 Lopy 1 phsspas sapseng 1350
76| 19 E2350620: 1 EEHEEE 1 [ Paste Options: 1 BHESHARE HHERSEIE 1350
7 19 4FOD1AGE 1 s 1 : = U sHEsaEE S 1350
T 19 2E13A75C 1 s 1 O HEsHERER SHREEEEE 1350
T 19 81DASBEE 1 Hi#HHEE] X P . 1 HESHEHES SHEBHERE 1350
10 19 DE325729 1 pasaaaE 1 aste Special... 1 #EsEEEESE 6/2/2015 1350
E 19 7D60109C 1 9/5/1976 1 1 HESHEHER SEREHEEE 1350 Il
£ 19 CB55115A 1 Hi#H#EE] X O #usHb#ES SHEEHEE 1350 i
13 19 1641AEB7 1 sssa 1 Delete 0 #asspaEs 3/4/2015 1350
_1T 19 F7BCF6F7/ 1 s 1 O #ugsbtss Shibiahs 1350
== Clear Contents
15 19 DF486CCC 1 #EsaE 1 1 HHEERHEE SHEHEERE 1350
16 19 C1D59€3C 1 s 1 & Format Cells.) 1 phsspas sapseng 1350
71777 19 5D4A09C 1 Hi#H#HHE] 1 O sasHbHds SHisiEEg 1350
18 19 221E8F58¢ 1 aesEEEE 1 Column Width... 1 gassEEsE 7/8/2015 1350
E 19 ADCE0920 1 s 1 Hide HESHERER SHEESHEE 1350
ﬂ 19 B52117D7 1 HE#HHEE] X - HHHEEE HHIEEE 1350
21 19 F17BD33A 1 5/7/1955 1 Unhide 1350
ZZ- 19 08A76371 1 s 1 T U 1350 |y
2| 19 CO68BCCE 1 #EsaE 1 5 0 1350
24 19 755A1048 1 7/3/1962) 1 5 0 1350
E 19 C64D1EED 1 7/4/1970] 1 3 0 1350
26 19 086C71161 1 sssHE 1 5 1 1 4/4/2012 1350
E 19 49825919, 1 s 1 5 0 O BAEBHEEER BHEESHHE 1350
E 19 C3934EF4: 1 HE#HHEE] X 0 0 1 HHSHEHES SHEBHEEE 1350 -
T 4% 4| Client /% i I N ul 1
ety N\ [EoE v v
T E TSI G e R \
Home Insert Page Layout Formulas Data Review

Y=t NOTE: CHECK COLUMN TO MAKE SURE IT IS IN

) ocut "
B Copy < ki) b NUMERIC FIELD. TO DO THIS, HIGHLIGHT COLUMN
Paste . B 7 U-~
- Format Painter . THEN RIGHT CLICK. AN OPTION BOX, FIND FORMAT
Clipboard 5 Font Alignme}
0 — = CELLS THEN SELECT NUMBER. i
Step 8: Title the |/ :
. Y p [ E | ¥ G H | i K L Mm_ | N 0 P a
new C0|umn age ig DateOfBiri PrimaryRa Secondary Ethnicity Gender  DateAdde: DateUpdai UpdateOrl IdentityVe ReleaseOf ExportiD5tr
i 1 saswssad] 63] 1 5 . 1350
]Ehen elnter this e : Step 9: Click on the botton] e
ormuia 1 4/2/1956 1 right corner of this cell then] 1350
e TITIOTIIEY 1 #iEE 1 2 1350
6 19 E2350620; 1 1 3 drag the cursor to the 1350
7 19 4FOD1AGE 1 st 1 3 bottom of this table. 1350
8 | 19 2E13A75C 1 asan 1 3 1350
5 | 19 81DASBEE 1 R 1 5 i 1 HEHERERE RESHAEE 1350
10 19 DE325729. 1 R 1 3 0 1 #ERBEBRE 6/2/2015 1350
11 19 7D60109C 1 9/5/1976 1 3 0 1 aEEBHERE AHEREHAE 1350
12 19 CBS5115A 1 1 5 0 O HEHEEAEE SRR 1350
13 19 1641AEB7 1 s 1 3 0 0 HBHERAES 3/4/2015 1350
14 19 F7BCF6F7! 1 s 1 3 0 O HEHEEAE SHAHENH 1350
15 19 DF486CCC 1 1 3 0 1 HERBHERE SR 1350
16 19 C1D59C3C 1 asn 1 3 0 1 aERBHERE SHREEHAE 1350
17 19 5D4A909C 1 1 3 0 O HEHEEAEE SRR 1350
18 19 221E8F58: 1 s 1 5 0 1 #ERBHBRE 7/8/2015 1350
19 19 ADCE0920 1 asn 1 5 0 1 aEEBHERE AHEREHAE 1350
20 19 BS2117D7 1 1 3 0 1 HERBHERE BHERHAE 1350
21 19 F17BD33A 1 5/7/1955 1 5 0 1 HERBHERE AHAREHAY 1350
2 19 08A763711 1 asn 1 3 0 1 aEEBHERE AHEREHAE 1350
23 19 CO68BCCL 1 1 5 0 O HEHERB HHAHH 1350
24 19 755A10481 1 7/3/1962 1 5 0 1 HERBHRRE AR 1350
25 19 CE4D1EED 1 7/4/1970 1 3 0 1 HERBHERE RHERHAE 1350
26 19 086C71161 1 s 1 5 1 1 4/4/2012 #HRusHE 1350
27 19 49825919, 1 asn 1 5 0 O HEHERRES HHAHREH 1350
28 19 C3934EF4: 1 1 5 0 1 HERBHERE SRR 1350
M 4 » M| Client /%2 N4l il
Ready | IE=E
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HEE ey e g e — Client - Microsoft Excel o] (50
File Home | Insert  Page Layout Formulas Data Review  View a@o® =
ﬂz & cut Calibri -l =) S wrap Text General - e e [g:l At e A? 1?3
= 23 copy ~ i = . [ Fin - Z
Paste F Eomai i I u- B MergesCenterv | § + % v | %8 5% Fc;rr\"dawtttw::ﬂnga\_ a:?;r;‘aetv Sl;ﬂ' Insert Delete Format pr— gﬁtr:rﬁf :;T:Icrsi

Clipboard Alignment 13 Number S Styles Cells Editing
E1 - A -
Step 10: Highlight age

L4 i e S A : i1k k v ] column, click copy then =

1 |Organizati Personalld SocialSech pateOfBi DateOfBiri PrimaryRa Secondary Ethnicity Gender  DateAddet DateUpdaiU, . . .
=] 19 8D309802 T % cut 1 3/4/2009 E#EH hlgh“ght again to paste
| st ol o bt numbers without formula

4 19 AF425CCA 53 copy 1 saaanean snfaanss
5 19 DS073386 @ PastgQptions: 1 sansRERE 1350

3 19 £2350620; 70 1 saansa ghuaunss 1350

Ei 19 AFOD1AGE 60 (e 1350

8| 19 2E13A75C 50 B B 1350

T9| 19 81DASBEE 53 Paste Spedial... 1 BHARBBRE BRRAAEE 1350

10| 19 DE325729. 47 Insert 1 HEHARERR 6/2/2015 1350

1 19 7D60109C 39 : 1 AR SRR 1350 1

12| 19 CB55115A 46 Delete O B B 1350 1

13| 19 1641AEB7 60 Clear Contents 0 #assEERE 3/4/2015 1350

14 19 F7BCF6F7, 61 O HEHRBEHE BRIHHEES 1350

15| 19 DFAB6CH 36 % Format Cells... 1 HEHHHEEE BRBRRRRE 1350

16 19 C1D59¢] 70 ) 1 HEEABEEE BREEARER 1350

= Column Width...

17 19 5D4A9GPC 41 O HEHRBERE BRRAHEES 1350

18 19 221E8)58¢ 56 Hide 1 #iaapest 7/8/2015 1350

P don 63 Unhide 1 BHAAUEEE BHEEHBEE 1350

. 66 i . 1 sHaAREEE BREHARES 1350

Step 11: Delete dat 60 1 5 0 1 HHHAREEE BREHAIEE 1350
Of birth C0|umn 59 1 3 a 1 HEHREHE EHEHE 1350 L

55 1 5 0 O HERRREHE BRIHHEES 1350

24| 19 755A1048! 1 53 1 5 0 1 AR SRR 1350

25| 19 C64D1EED 1 45 1 3 0 1 HEHAREEE BREEARER 1350

26| 19 086C71161 1 38 1 5 1 1 4/4/2012 sHusssEs 1350

27| 19 49825919, 1 59 1 5 0 O HEHRBEHE BRIHHEES 1350

28| 19 C3934EF4: 1 60 1 5 0 1 BHAAHEHE BHEHBEE 1350 v

44 v W] Client “Sheeti %3 41 O _1 ML

Ready | Average: 5494117647 Count:35  Sum: 1868 @ 0% (- U+

HEiE ey e g e — Client - Microsoft Excel e 0

Home Insert Page Layout Formulas Data Review View af@ =& R
= M Cut e A — = ] ;, W ?u ; 3 AutaSum + @

o ot | g g e Sl 3 Note: This is what the |, ot oy 2 o 3\ Fomat | B ™" %? ‘ﬁ'
- <3 Format Painter = = . e Formatting - as Table = Styles~ | - ~ - 20T Fiter Select+
Cposr Fort client table should look . Sites cens Edting
S - - like once you are done E
A B c D E F G H 1 i K I M N [5} [3 a s s
1 Organizati Personalid SocialSech Age 'DateOfBir PrimaryRa Secondary Ethnicity Gender  DateAddet DateUpdai UpdateOrl IdentityVe ReleaseOf ExportiDStr | =
2 19 8D309B02 1 63 1 5 0 1 3/8/2009 #EHEHHHE 1350
3 19 DBD5CD4¢ 1 36 1 1 0 O #HBHER BHEERIH 1350
4 19 AF425CCA 1 59 1 3 0 1 HHEEBRAH SHBEREES 1350
5 19 D5073386 1 56 1 2 0 1 HHBHBRAH BHEBRAAS 1350
6 19 E2350620; 1 70 1 3 0 1 HEERBRA BREBREEE 1350
7 19 4FOD1AGE 1 60 1 3 0 1 HHBHBRAS SRBERAAS 1350
8 19 2E13A75C 1 50 1 3 0 O ##EEEES BHEERESH 1350
9 19 81DASBEE 1 53 1 5 0 1 HHBRBRAS BRRERAAE 1350
10 19 DE325729 1 47 1 3 0 1 asEEEREE 6/2/2015 1350
1 19 7D60109C 1 39 1 3 0 1 HEBRBREH SHEEREEY 1350 1
12 19 CBS5115A 1 46 1 5 0 O H#HBHERH BHEBRIHT 1350 | _|
13 19 1641AEB7 1 60 1 3 0 0 #assEs# 3/0/2015 1350
14 19 F7BCFGF7) 1 61 1 3 0 O #4EEEEH SHEERIHH 1350
15 19 DF486CCC 1 36 1 3 0 1 HEBRRRHE BREEREEY 1350
16 19 C1D59C3C 1 70 1 3 0 1 HEERBRAH SHEEREES 1350
17 19 5D4A909C 1 41 1 3 0 O #UBHERHH BHEERIHH 1350
18 19 221E8F58: 1 56 1 5 0 1 HEERRREE 7/8/2015 1350
19 19 ADCE0920 1 63 1 5 0 1 HEERBRAH SHEEREES 1350
20 19 B52117D7 1 66 1 3 0 1 HHERERAE BRERREY 1350
21 19 F17BD33A 1 60 1 5 0 1 HEBRRRHE BREEREEY 1350
22 19 D8AT6371( 1 59 1 3 0 1 HEERBRAH SHEEREES 1350 L
23 19 C068BCCT 1 55 1 5 0 O #HBHHRH BHEERIHH 1350
24 19 755A1048 1 53 1 5 0 1 HEBRRRHE BREERERY 1350
25 19 C64D1EED 1 45 1 3 0 1 HEBRBRAH SHEEREEY 1350
26 19 086C71161 1 38 1 5 1 1 4/4/2012 #EEEHARE 1350
27 19 49825919, 1 59 1 5 0 O #HBHHRH BHEBRIHT 1350
28 19 C3934EF4" 1 60 1 5 0 1 HEBRBRAH SHEEREEY 1350 -
4 4 v v Client ~‘Sheetl %] 4] il ] 0|
Ready | ||E| [ 110% (= T
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Instructions on How to Zip Files

‘V 1 v Computer » hmis (\\zdndfile2\xdrive) (Q:) » €5V 3.04 Test PSI CH 5t. Peters
e ——— e e =

v [ #2 || Search C5V 3,04 Test PSI CH St. Peters P |

Organize « - Open with Adobe Acrobat Reader DC Print Burn Mew folder = » [ @
Name g Date modified Type Size |
‘ Step 1 COpy and @ AgencyProgram 1/4/2016 4:22 PM Microsoft Excel C... 1KB W
Paste HIC and PIT =) ArizonaMatrix 1/4/2016 4:22 PM Microsoft Excel C... 1KB |
PDF files into this | & eedinventory 1/4/2016 422PM  Microsoft Excel C.. 1KB
folder Client 1/4/2016 506 PM  Microsoft Excel C... 3KB
@ ClientHistorical 1/4/2016 4:22 PM Microsoft Excel C.., 17 KB
-l Libraries @ Export 1/4/2016 4:22 PM Microsoft Excel C... 1KB
EI Documents ™. HIC-PSI-CH St. Peters 2016 1/7/201611:58 AM  Adobe Acrobat D... 33 KB |
o Music ] IncomeBenefits 1/4/2016422PM  Microsoft Excel C.. 22 KB i
|| Pictures > PIT-PSI-CH St. Peters 2016 1/7/201612:02 PM Adobe Acrobat D... 51 KB | [
B2 videos @ ProgramParticipation 1/4/2016 4:22 PM Microsoft Excel C... 6 KB i
%\] ServiceEvent 1/4/2016 4:22 PM Microsoft Excel C... 1KB |
% Computer SiteInfoermation 1/4/2016 4:22 PM Microsoft Excel C... 1KB
i

a Your Hard Drive (C:)
= Your Personal Storage (D:)

-

. W e R e e m— L
— : —5_ S W W g -—q — —
@U'| o v Computer » hmis (\\zdmfﬁleZ\x;im:} (Q:) » Cg}gﬂfs_ﬁ%'ﬁ Peters '—_—;__—v—_""’;,_._i?—_rt'” LéL’ 3.04 Ti W|
Organize |z| Open Burn MNew folder + [ @
W Favonta _Name 3 Date modified Type Size
B Desktop ! AgencyProgram 14090165 4.33 DAY Microsaft Excel C... 1KkB/
. Google Drive |%] ArizonaMatrix Aicrosoft Excel C... 1KB
"Zl Recent Places |@ BedInventory Restofe prEviolNesions Aicrosoft Excel C... 1KB
i . ' Client Send To ) Compressed (zipped) Folder
Step 2: Select all files in B ClientHistorica = Desktop (et sk
folder then right click then ) [E export Copy Fax Recipient
send to the compressed | ™ HIC-PSI-CH St Peters 2016 T Mail Recipient
(Zi pped) folder | IncomeBenefits e DVD RW Drive (E:) GB1CULXFRE_EN_DVD
|1 PIT-PSI-CH St. Peters 2016 \dobe Acrobat D... 51 KB
Videos |@ ProgramParticipation flicrosoft Excel C... 6 KB
|@ ServiceEvent Upen folderlocation Aicrosoft Excel C... 1KB
18 Computer | B Sitelnformation Properties ficrosoft Excel C... 1KB

a Your Hard Drive (C:)

i

’E—

VI| L v Computer » hmis (\\zdndfile2\xdrive) (Q:) » CSV 3.04 Test PSI CH 5t. Peters »
e — E =

v |4 | Search CSV 3,04 Test PSICH 5t. Peters }JJ
. —— — — =—  aaaaa

Organize = Burn New folder - [ @

Y Favaritas Mame : Date modified Type Size I
B Desktop LEE AgencyProgram 1/4/2016 4:22 PM Microsoft Excel C... 1KE
& Google Drive EL) ArizonaMatrix 1/4/2016 4:22 PM Microsoft Excel C... 1KB
. . El_'a\] BedInventory 1/4/2016 4:22 PM Microsoft Excel C... 1KB
Step 3: Rename zip file. The Client 1/4/2016 506 PM Microsoft Excel C... 3B
zip file will have a folder B ClientHistorical 1/4/2016 22 PM  Microsoft Excel C., 17KB
with zipper next to it. Export 1/4/2016 4:22PM  Microsoft Excel C.. 1K8
= =L HIC-PSI-CH St. Peters 2016 1/7/2016 11:58 AM  Adobe Acrobat D... 33KE
o' Music &) IncomeBenefits 1/4/20064:22PM  Microsoft Bxcel Co. 22KB
[&5] Pictures =1 PIT-PSI-CH St. Peters 2016 1/7/200612:02 PM  Adobe Acrobat D... SLEKBE
B videos @ ProgramParticipation 1/4/2016 4:22 PM Microsoft Excel C... 6 KB
1) PSI - CH St. Peters 2016 1/7/2016 2:55 PM Compressed (zipp... 85 KB
- Computer ServiceEvent 17472016 4:22 PM Microsoft Excel C... 1KB
a Your Hard Drive (C:) @ Sitelnformation 1/4/2016 4:22 PM Microsoft Excel C.., 1KB
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Before you go...

If you do not have Zip installed, you may check out a free versiomvatwinzip.comor
WWW.7-zip.org

Please be sure to Only Zip files together for one program. Eaclapraould be its own
package. Please Name your Zip Files “Agency Name — Progeane 016"

Once all your files have been zipped, please send via emadrtoifer.flynn@boston.gov
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