1. 	From  the hmis.housingworks.net website, locate the menu item: “Data Exports 4.1.csv” and expand it so you can see all the files. Note the purple box in that section: Download all the links and tools every time you have a report (you always need to get the newest version of the tools, which will probably have been updated since the last time you used them.)









2. 	Next, download the actual 4.1 csv files on the same day - you must download all 17 files that you see in the picture above (Affiliation is the only optional file; it is for service programs that have a built-in, automatic housing affiliation) and the  Date of Export must be the same on all 16 files. If you are downloading an entire CoC’s files, this may take you several hours so don’t start the downloads unless you can finish them.
 
3. 	Use the 4.1 converter for some of the csv files
If you are downloading data for an entir eCoC, you should first perform this an extra step.  Open the Export.csv file, copy the value in A2 and then paste this in the ExportID column of every other file:
1


 2




4. Use the official HUD testing tool to test the csv files – chance to clean up data and catch mistakes, such as missing answers, doubled assessments, etc.1
2









[bookmark: _GoBack]5.	Compress (aka, “zip”) the csv files so that you can upload them to HomelessData.com
To compress: select all the csv files and right click on one of them. In the menu that shows up, click “Send to” and in the sub-menu,  select “Send to Compressed (Zipped) Folder”. This will cause a yellow folder that has a zipper on it to show up in the same file.
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6.	Sign on to HomelessData.com and Upload your Compressed (Zipped) file
 1
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7.	If you see there is an error, highlight the file name (in this case, “CSS PAACA Step-Up”) and then, on the right, click the Validation tab. Scroll down to learn what  the error is. You will likely need to contact Housingworks  to help fix the problem. Contact us by faxing the usual Help Schedule: http://www.infoweb.org/Support/Help_Schedule_HMIS.pdf  










[image: ]Note: 	Whatever errors you find may need to be corrected in TWO places: on the website and in the csv files. But it is possible that only the csv files need to be corrected.  Once errors are corrected, upload the correct csv files after zipping (compressing them again). Then run the report . In the example above, there is an error in the Disabilities.csv file. Scrolling down shows us that there is one column that contains a problem. This suggests that the problem is not your data entry but something in the conversion that you did in Step 3.







[image: ]8. To run reports:
a. Click “Reports” in the lefh-hand menu. 


b. Click “New” in the center section.




c. Highlight the type of report you want.

d. Enter the variables into the center section of the page:  (dates of covered period, organization, and project)



e. Click “Run Report”. The report will run on the right hand side of the page.




Great news: You’ll be able to click on many of the numbers in the report Example, this report says the program had 4 male adults. To find out who they are, click on the number “4”


image13.png
cesstul | hm | E3 Administation | mis housic

R et o ncome anaert B raNiSA @ U Bt i . 2 e Ameecyust] ) W Dopad | @) W Clons &

Findonpage  vera No resuts

Name: €55 PAACA Step-Up
Definition: | HUD Csv 401

Zip File:

. upload





image14.png
B oo v R

> O | sy smmp x| =% oa -
0 svehamesty 20 5 icomenmatrs H Mecotimices @ loogth @ btong2 HI kLot B USPS AN S Vekm Gy @ OHEDWMSOHS ) FomdOns ) omdestus @ MWHoH WLt Apmauh @ W @ WNChr ~
Fodonpage | e vt | (> opons x

HomelessData

LY T——

imports

f—
e oapines ch s
.- E_

®ou
oRe0y NBED Uity POPR /052016 05:27 pm.

& sectings oReny s Francis House A S/052016 0815 pm. @ ncomegenciis
© iy Account y 8.0 projectcoc
orea0r cssporteo AL 51052016 03:28 pm. ”
© Envoiment
oRea0y 55 ANewHome. AL 510520160135 pm.

8.0 project
© Heaitnancov

oo

i 80 osaniites

© userio

© oisabiityesponse

© vialloadavaiabie

© PAHowConfmed.

© projecenty

© personaio

© oateupaated

© oisavityype

© exporn

© Receningsenvices

© rceicount
0726




image16.png
& > O @ | A werchousehomelessdatacom/dts-management ¥ |

StreetNamesbyZP ¢ Incomeand Rent HI Metropolitan Area @ LatLongNASA @ LatlLong2 Ml MSAlook-Up S USPSBulkMail 7 Virtual Gateway @ DHCDHMISData (@) HomelessData (@) HomelessDats @8 HWHoHWLSttus 9 AgengDash @ WLDuped @ HW Clients& v
Findonpage  rivera No results < > optionsv e

HomelessData

© Data Management

# Home
£ Applications
Y - Import Name Datasource Date Updated €SS PAACA Step-Up
= pata Basic Info Validation
© READY NBED Unity PDPR HW_AIl 5/05/2016 05:27 pm © Viralload
£ settings § §
© READY S5 Francis House HW_AIl 5/05/2016 04:15 pm © IndefiniteAndimpairs
£ My Account
© READY Css Portico HW_AIl 5/05/2016 03:28 pm
© READY CSS ANew Home HW_AIl 5/05/2016 01:35 pm O Duplicate ID. D already encounted
@ Duplicate ID. ID already encounted
@ Duplicate ID. ID already encounted
@ Duplicate ID. ID already encounted
) @ Duplicate ID. ID already encounted

@ Duplicate ID. ID already encounted
@ Duplicate ID. ID already encounted
@ Duplicate ID. ID already encounted
© Duplicate ID. ID already encounted
@ Duplicate ID. ID already encounted
@ Duplicate ID. ID already encounted
@ Duplicate ID. ID already encounted
© Duplicate ID. ID already encounted
@ Duplicate ID. ID already encounted

@ Duplicate ID. ID already encounted

~ @ Duplicate ID. ID already encounted





image17.png

