How to Run/Export the Consolidated Annual
Performance & Evaluation Report (CAPER) or Annual
Performance Report (APR) in HMIS/DV ClientTrack

Running the Export

1. Login under “2020 HMIS User” and click on the file icon on the left-hand side menu as
shown below to access the “Reports”.

Q Search < Home / User Dashboard
Daniella Jordan Gonzales e
Py 2020 HMIS User La
[ Dashboard My Fake Organization

& Quick Services - Multiple Clients  Welcome Daniella Jordan Gonzaleg

3 Recent

s HMIS News
v— Files on Server

COVID-19 Vaccine Assessment is LIVE!

from your administrator, Grant Peters

> ¥ My ClientTrack

> O Project Descriptors Hello HMIS end users,

The HMIS team is very excited to announce the implementation of the
ClientTrack system. In this assessment, you can track the first and ses

2. Once in the “Reports” screen, click HMIS Exports from the white left-hand side menu as
shown below. Make sure the white left-side menu is expanded by clicking on the back arrow at
the top. A drop-down menu will appear. Select “CSV APR — FY24 v1.0” or “CSV CAPER - FY24
v1.0” as shown below.

Welcome Daniella Jordan
HEIS Moaws

COVID-19 Vaccing Asaassmer
Tin i Istr ot ot

Hello HHIS end users,
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Setting Export Parameters

1. Set up the export parameters by entering the date range with a predefined option in the
drop-down list or enter the date range in the “Begin Date” and “To” field. Your

organization will auto populate.
CSV CAPER - HMIS 2024 Standard - FY2024 v1.0

Saved Report Settings

To use previously saved report settings, select the desired settings description. To save the current report settings, select Save Settings, type a description
report. The saved settings will appear in the list the next time you access this screen.

Saved Report Settings: -- SELECT -- w

Date Range

Indicate the time period for his report. Only records that fall within the date range you select will be included.

Date Range List: Since This Date, Last Year

Begin Date:  12/08/2022 to 12/08/2023 ‘

Organization

Indicate which organizations should be included in the report by selecting each organization separately, or click the ¥ icon to select all. Note: The list only s
created by the Organizations selected here will be included in the export.

A Better Way

A Mother's Hope
Advantage Housing Inc
AIDS Ministries Elkhart

AAPLE Pl i M n e, et i sl

s

Organization: *

2. Leave the “Filter by Grant(s)” field blank as this does not work properly and will cause
issues when running the report.

3. Select the “Project Type” and “Project (Name)” for the export. Also select “Generate
Validation File” by clicking on the checkbox. A check mark should appear when this
option is selected successfully.

Project

The list displays projects that belong to the organizations you selected above. Indicate which projects should be included in the
report by selecting each project type and/or praject separately or click the 2 icon to select all.

Unchecking the HMIS Projects Only chackbox will allow the APR to be run on amy project in the systam. if running an APR for a non-

HMIS project, please be aware that thare may be missing information where information wasn't collectad.

Project Typa: u Filter by Project Type

Emergency Shelter - Entry Exit

4

Emergency Shealter - Night-by-Might
Transitional Housing
' FPH - Permanent Supportive Housing [disability required for entry)
HMIS Projects Only: B
Project(s):* @ Filter by Project(s)

" My Fake Org PSH =
My Fake Organization HOPWA[PSH-RE)
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4. Click on “Run Export” in the bottom right-hand corner to begin the data export for your
program.

Validation File

Checking this box will generate a separate task to generate a validation file once the file export task has completed. TREEWIFRGE
affect the running of or delay the main export. THIS MUST be selected to get details of numbers in the APR and tha report
revigw the export ‘ h

»
=

Generate Validation File: [

Accessing Export Files & Report Preparation

5. An “Export Encryption” window will appear where you set the “Password” to protect
the files. Enter a password and click “Done” to continue with the export.

Export Encryption

If you encrypt the export, the generated exports will be zipped and encrypted using 256 bit AES
encryption that can only be decrypted using the password you provide. Strong passwords are not
enforced here, but the password you provide must be at least 8 characters long.

If you choose to not to encrypt your export, the file exported may contain person identifying
information in plain text. All appropriate cautions should be exercised to ensure the protection of

this information.

Indicate if the exported file(s) should include a header line at the beginning of the file that indicates
what each of the values in the CSV file represent and if values in the CSV should a/ways be enclosed

in double-guotes.

Encrypt Export:

Password: *

Confirm Password: *

Include Healer Row in CSV File(s):

Always Quote CSV Values(s): [}
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6. A pop-up will appear “Your export has been queued and will be processed at the next
available time.” Click “OK”

clienttrack.eccovia.com says

Your export has been queued and will be processed at the next

available time.

ra
ea

7. NOTE: It takes approximately 20 — 30 minutes for the report to load. To check the
status of your report, click “Files on Server” as shown in the image below

L=
&

Q Search < Reports @

@ Data Explorer

Files on Server

> By N; List:
03 By Name Lists Displayed below is a list of the files available for you to download. Files with an expiration date will be automatically

» [3 HMIS Exports removed on the date specified. Click a file to download it. To remove the file, click the delete link. Once deleted, the
file will no longer be available for download by any user and will not be available for processing if used in an import.
» 3 HMIS Reports
View the status of export or import tasks.
» 3 Administrative Reports

» [3 Client Reports Created Expires

+ £ Enrollment Reports HMIS APR_CAPER 2024 Validation_20240124182746_TasklD_184308.zip DavidBoiz
1/24/2024 6:27 PM 1/24/2025 6:27 PM

» 3 Referral Reports

’ HMIS CAPER 2024 Export_20240124182638_TasklD_184307.zip David Boltz ¥

> O Service Reports 1/24/2024 6:26 PM 1/24/2025 6:26 PM

> [3 Other Reports
HMIS APR_CAPER 2024 Pre-Load 2_20240124181735_TasklD_184306.zip David Boltz 5
1/24/2024 617 PM 1/24/2025 6:17 PM
HMIS APR_CAPER 2024 Pre-Load _20240124181723_TaskiD_184305.zip David Boltz ¥
1/24/2024 6:17 PM 1/24/2025 6:17 PM
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8. The report is ready once three separate files are displayed as indicated in the screenshot
below. The following files will appear on the “Files on Server” screen once your report is
ready.

a. For CAPERs:

e HMIS APR CAPER 2024 Validation file

e HMIS CAPER 2024 Export file

e HMIS APR CAPER 2024 Pre-Load file

e HMIS APR CAPER 2024 Pre-Load 2 file

b. For APRs:

e HMIS APR CAPER 2024 Validation file

e HMIS APR 2024 Export file

e HMIS APR CAPER 2024 Pre-Load file

e HMIS APR CAPER 2024 Pre-Load 2 file

);f Q, Search < Reports

gg ra
@ Data Explorer o

- ¢= Files on Server Files on Server

B

» By N List
3 By gt Displayed below is a list of the files available for you to download. Files with an expirat

o > [ HMIS Exports the file will no longer be available for download by any user and will not be available fc
» [ HMIS Reports View the status of export or import tasks.
» (3 Administrative Reports
> 3 Client Reports
HMIS APR_CAPER 2024 Validation _20231208164808 _TasklD_164306.zip
» (3 Enrollment Reports
> 3 Referral Reports HMIS CAPER 2024 Export_20231208164701_TasklD_164305.zip
» (3 Service Reports

HMIS APR_CAPER 2024 Pre-Load 2_20231208163552_TasklD_164304.zip
> 3 Other Reports

HMIS APR_CAPER 2024 Pre-Load_20231208162552 _TasklD_164303.zip

Hil
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Q Search <) e

Fa
La

@ Data Explorer
¥= Files on Server Files on Server
» By N List
B3 By L Displayed below is a list of the files available for you to download. Files with an expii
5> [3J HMIS Exports the file will no longer be available for download by any user and will not be available
» [ HMIS Reports View the status of export or import tasks.
» [ Administrative Reports
» 3 Client Reports
HMIS APR_CAPER 2024 Validation _20231208164808 _TasklD _164304.zip
> 3 Enroliment Reports
> (3 Referral Reports HMIS CAPER 2024 Export_20231208164701_TasklD_164305.zip
> 3 Service Reports
HMIS APR_CAPER 2024 Pre-Load 2_20231208163552 _Task|D_164304.zip
> (3 Other Reports

HMIS APR_CAPER 2024 Pre-Load_20231208162552_TasklD_164303.zip
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CAPER: You will download, compress, and upload the “HMIS CAPER 2024 Export” file to SAGE.
APR: You will download, compress, and upload the “HMIS APR 2024 Export” file to SAGE.

10. After clicking on “HMIS APR 2024 Export” file, your screen will display the window
shown below. The downloaded file is now visible in the lower left corner of the screen.
Right click on the file and select “Open or Open when done” as shown below.

Downloading HMIS CAPER 2024

Export_20231208164701_TasklD_164305.zip

‘You should have received a download prompt, however if you see an
information bar, you may need to click it to allow the download or you

can try

This window will automatically close in 2 seconds. Cancel
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11. You may receive the message below. Please click on “More info”

< Reports

-

Windows protected your PC

Files on Serv

Microsoft Defender artScreen prevented an un ognized app from
starting. Running this app might put your PC at ri
Displayed belo More info be autc

download it. To e for da

used in an impd

View the statu

HMIS APR__
WValidation_

HMIS APR 20

HMIS APR__
Load_20221

12. Next, click the “Run anyway” option as seen below.

Reports

Files on Serv

Displayed belo

download it. To B fc
d i i |

ESRES  Publisher: Unknown publis

View the statu
HMIS APR_G es
Validation_
HMIS APR 2 es
HMIS APR_Q es

Load_20221
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13. Enter the password you created during Step 4 of this guide, click the check box “I
assume responsibility for the security of the extracted file(s)”, then select “Extract”

f | ¥-1 ST 1 = P P Y - % 1 L

1 Extract Encrypted File(s)

5
A ClientTrack"

Enter the password to extract the file(s)

they may contain personally identifying information in plain text. All appropriate cautions should be exercised to ensure the
continued protection of this information. Data Systems International (DSI) is not responsible for the protection, use, or misuse of
the information contained within the file(s). By checking the following box, you acknowledge that you will assume the full
responsibility of ensuring the security of the file(s) and any data contained within, including the responsibility of properly deleting
this data once it is no longer needed. Users of this extraction tool should consult their employer's policies, procedures, and
applicable local, state, and federal laws governing the protection of personally identifying information for additional guidance.

I M 1 assume responsibility for the security of the extracted file(s) I

Enter or select the directory to extract to
| C:\Users\DJordan\Downloads

b4 View files after extracting

If the file(s) already exist ‘ VI

| AL R e s

gos

VBREBLOeBEeBEEe0Y
20cp00pERp

e
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15. Click on the first “Q” file and hold down the shift key while using your “arrow down” key to
highlight all the “Q” labeled report files. Next, right click and select the “Send to” “Compressed
(zipped) folder.”

» Users » LWood » Downloads

Marme Date modified Type Size
EA WLE S LI W= T=L W PSR I I = o SV | WICTOSOTE EXCEl W OMa. 1 R
33 O23c 11/5/2021 11:34 AM Microsoft Excel Com... 3 KB
37 24 11/5/2021 11:34 AM Microsoft Excel Com... 2 KB
E37] OQ25a 11/5/2021 11:34 AM Microsoft Excel Com... 1 KB
B3] Q26b 11/5/2021 11:34 AP Microsoft Excel Com... 1KEB
E33] Q22c 11452021 11:34 AM Microsoft Excel Com... 1 KB
27 Q22d 11/5/2021 11:34 AN Microsoft Excel Com... 1 KB
233 21 11/5/2021 11:34 AM Microsoft Excel Com... 1 KB
E37] O22a2 11/5/2021 11:34 AP Microsoft Excel Com... 1 KB
37 Q14b 11/5/2021 11:34 AR Microsoft Excel Com... 1KEB
B35 Q15 11/5/2021 11:34 AR Microsoft Excel Com... 2 KB
33 O20a 11/5/2021 11:34 AM Microsoft Excel Com... 1 KB
35 13cl 11/5/2021 11:34 AM Microsoft Excel Com... 1 KB
37 O14a 11/5/2021 11:34 A Microsoft Excel Com... 1 KB
E37] O13al 11/5/2021 11:34 AM Microsoft Excel Com... 1 KB
E37] Q13b1 N i34 AP Microsoft Excel Com... 1KB
3 Qlod e s i .34 AN Microsoft Excel Corm... 1KB
B33 all Y Conwert to Adobe PDF 234 AR Microsoft Excel Com... 1KEB
B3 Ql12a R — .34 AR Microsoft Excel Com... 1KE
£33 Q12b 234 AR Microsoft Excel Com... 1 KB
3] agb Give access to > fzaam Microsoft Excel Com... 1 KB
£ ioa Send to > | 3 Bluetooth device
@Q“]b Curk ; Compressed (zipped) folder
E17) 10c Copy Il Desktop (create shortcut)
@@ b = - Documents
O9a reate shortcut
@ P o =) Fax Destination via RightFax Services
elete
E=a Fax recipient
E3 OQ7a Rename . .
@ arb 7 Mail recipient
£33 Q8a Properties H AppleiPhone
@ Q6c 117572021 == shared (\W\state.in.us\file1\IHCDA) (F:)
@ Q6d 117572021 ==  public (Wstatein.us\file1WIHCDANshared) (G
@ Qe 117572021 == RightFax (\\state.in.us\file1\IHCDA]) (Z:)
35 a6b 11/5/2021 11:34 AM Microsoft Excel Corm... 1 KB
E37) Q5a 11/5/2021 11:34 AM Microsoft Excel Com... 1 KB
E33] Q6a 11452021 11:34 AM Microsoft Excel Com... 1 KB
B7 Q4a 11/5/2021 11:34 AN Microsoft Excel Com... 1 KB

16. The “zipped” folder will appear on your screen. Enter the name of your report for the “zipped”
folder.

Marme Date modified Type Size
i i ks e 1 Compressed (zipped)... 14 KB
B Desktop of o4 HMIS CAPER 2022 Export_20211105153441_Taski...
B Downloads - HRIS CAPER 2022 Export_20211105153441_Taskl
4] Pocuments - HIMIS CAPER 2022 Export_20211105153441_Taskl...
syneplicity - ¥ HMIS CAPER 2022 Export_20211105153441_Taskl...
Migrated_Home Drive -

B o196
2020 How ta's =3

2021 How ta's

2021 Training

Internal How To's for system

. OneDrive - State of Indiana

Syncplicity

E This PC

3D Objects D

Excel ©

--
B Apple iPhone
-] Excel

Desktop
Decuments Exceel
Excel
Excel ©

Downloads
My Music

Excel
My Videos 5

Exc

| Pictures

. Windows (i)

== shared (Ostatein.us\fileTNHCDA) (Fi)
== public Ohstate.in.us\file 1\ HCDA s hared)
== RightFax f\state.in.usifile\HCDAY (29

Excel
Excel
Excel ©

Excel ¢

Exce
Excel
PMicrasaft Excel
Microzoft Excel Co
Excel
Excel ©
Excel C
Excel C

Excel

Excel

56 itermns 1 item selected 13.1 KB
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17. Next, delete the individual “Q” files still showing in the “download” files on your

computer. You only need to keep the “zipped” folder for upload to SAGE.

Mame
B3 LELF

B3 023c
B33 024

£33 Q25a
£33 Q26b

£33 Q22c

& Move to OneDrive

ﬁ Convert to Adobe PDF

& Share

Give access to

Send to

Cut
Copy

Create chortcyt

Delete

Renarme

Properties

£33 Q10a
£33 Q10b
£33 Q10c
7 Q8b

Date modified
1IF30EUET 11354 AV

11/5/2021 11:34 AM
11/5/2021 11:34 AM
11/5/2021 11:34 AM
11/3/2021 11:34 AM
11/5/2021 11:34 AM
11/5/2021 11:34 AM
11/5/2021 11:34 AM
11/5/2021 11:34 AM
11/5/2021 11:34 AM
11/5/2021 11:34 AM
11/5/2021 11:34 AM
11/5/2021 11:34 AM
11/5/2021 11:34 AM
11/5/2021 11:34 AM
11/5/2021 11:34 AM
11/5/2021 11:34 AM
11/5/2021 11:34 AM
11/5/2021 11:34 AM
11/5/2021 11:34 AM
11/5/2021 11:34 AM
11/5/2021 11:34 AM
11/5/2021 11:34 AM
11/3/2021 11:34 AM
11/5/2021 11:34 AM
11/5/2021 11:34 AM
11/5/2021 11:34 AM
11/5/2021 11:34 AM
11/5/2021 11:34 AM
11/3/2021 11:34 AM
11/5/2021 11:34 AM
11/5/2021 11:34 AM
11/5/2021 11:34 AM
11/5/2021 11:34 AM
11/5/2021 11:34 AM
11/5/2021 11:34 AM
11/5/2021 11:34 AM

Type

IVIICTOSOTT EXCEl _OM...
Microsoft Excel Com...
Microsoft Excel Com...
Microsoft Excel Com...
Microsoft Excel Com...
Microsoft Excel Com...
Microsoft Excel Com...
Microsoft Excel Com...
Microsoft Excel Com...
Microsoft Excel Com...
Microsoft Excel Com...
Microsoft Excel Com...
Microsoft Excel Com...
Microsoft Excel Com...
Microsoft Excel Com...
Microsoft Excel Com...
Microsoft Excel Com...
Microsoft Excel Com...
Microsoft Excel Com...
Microsoft Excel Com...
Microsoft Excel Com...
Microsoft Excel Com...
Microsoft Excel Com...
Microsoft Excel Com...
Microsoft Excel Com...
Microsoft Excel Com...
Microsoft Excel Com...
Microsoft Excel Com...
Microsoft Excel Com...
Microsoft Excel Com...
Microsoft Excel Com...
Microsoft Excel Com...
Microsoft Excel Com...
Microsoft Excel Com...
Microsoft Excel Com...
Microsoft Excel Com...
Microsoft Excel Com...

Size
I Kb

3 KB
2 KB
TKB
TKB
TKB
1KB
1KB
TKB
TKB
2 KB
TKB
1KB
1KB
TKB
TKB
TKB
TKB
TKB
TKB
TKB
TKB
TKB
TKB
TKB
1KB
1TKB
TKB
TKB
TKB
TKB
1KB
1KB
TKB
TKB
TKB
TKB

Please email your respective helpdesk at hmishelpdesk@ihcda.in.gov or dvhelpdesk@ihcda.in.gov for

further assistance.
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