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

Running the Export

1. From the “Reports” workspace, select the “HMIS Exports” option on the left-hand side

of the screen.
a. Click on “CSV CAPER - 2022” to run the CAPER
b. Click on “CSV APR —2022” to run the APR

Reports ; )‘( rack m Search ﬂ g Lori Wood (Training) | Help | Sign Out

@ Data Explorer

#= Files on Server { Welcome Lori Wood Z B
By Name Lists
HMIS Mews
HMIS Exports
APR / CAPER Review Welcome!
from your administrator, Grant Peters
B csvaPR-FY2020 Welcome to TRAINING!!!

s CsSv CAPER- FY2020
for issues, please reach out to the HMIS help desk at

B csvaPr-2022 HMiIShelpdesk@ihcda.in.gov
B CsvCAPER- 2022

B+ CSV Export 2020

My Case Assignments i Lori Wood's Paused Workflows
%) HUD XML Export
Hv CSV Export 2022 No records found No records found

E SSVF Export - CSV 2022 Client Name &  Begin Date # EndDate « Program & Workflow & Description & Started »  Accessed

B> RHY Export- CSV 2022

B sSVF Export - CSV 2020
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Service Reports My Fake Org Pravention (ESG- R10) 5 &
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My Fake Organization PH (CoC-R10) 206 260
Mv Fake Oraanization RHY BCP ES (R101 35 39
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Setting Export Parameters

2. 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” field. Your organization will
auto populate. 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.
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3. Click on “Run Export” in the bottom right-hand corner to begin the data export for your

program.

Accessing Export Files & Report Preparation

u H ” H d H | I
4' An Export Encryptlon WI n OW WI If you encrypt the export, the generated exports will be Zipped and encrypted using 256 bit AES encryption
P ” ::atcan nnly;‘be decrfp:‘eﬂ usmtgbthe‘pl:ss:vgrdhvou ?vaw‘de Strong passwords are not enforced here, but
h h d e password you provide must be al least 8 characters long
appear W ere you Set t e Passwor to If you choose ta ot 1o encrypt your export, the file exported may contain person identifying information in
plain text. All approp should [ o of this information.
h fI d d di If the d file hould include a header | he be f the file th: i whe
protect the files. Enter a password an e e ol el o et
H a ” H H
click “Done” to continue with the export. EnchptExort

Password:*  sesesees

Confirm Password:* |sssesss:

Always Quote CSY Values(s):

5. A pop-up will appear “Your export has been queued and will be processed at the next
available time.” Click “OK”

}.. » | Reading list :

i Apps CoC APR Guidebook )
i ’ q usw.clienttrack.net says

Reports x );f(: Your export has been queued and will be processed at the next A LoriWood (Training) | Help | Sign Out

available time.
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B csvCAPER-FY2020
B csvaPr-2022
B csvCAPER- 2022
B csv Export 2020
=) HUD XML Export
B csvExport 2022
B sSVF Export - cSV 2022
B+ RHY Expori-CcsV 2022

B SSVF Export - CSV 2020

B> RHY Export- CSV 2020

HMIS Reports
Administrative Reports
Client Reports

Enrollment Reports
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6. NOTE: It takes approximately 20 — 30 minutes for the report to load. To check the
status of your report, click “Files on Server”.

7. 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 2022 Validation file

e HMIS CAPER 2022 Export file

e HMIS APR CAPER 2022 Pre-Load file

b. For APRs:

e HMIS APR CAPER 2022 Validation file

e HMIS APR 2022 Export file

e HMIS APR CAPER 2022 Pre-Load file

Reports w, ) Searc M Lo wood (Training) | Help | Sign Cut

() Data Explorer

¥= Files on Server
may be available for a limited time they expire, and will be automatically
the file from file or rver click the delete link. The file will no

R

HMIS Exports

B APR/ CAPER Review

HMIS APR_CAPER 2022 Validation_20211105153452_TaskiD_122360 exe Lori 12/5/2021 3:34:53
x]

BB+ csv APR-FY2020 = o Wood P

H.’ CSV CAPER - FY2020 HMIS CAPER 2022 Export_20211105153441_TaskiD_122359 exe L7] ::-_?::,« 'I:f 5/2027 3:34:43

H‘P CSV APR - 2022 HMIS APR_CAPER 2022 Pre-Load_20211105152428_TaskiD_122358.ex= @ Lori 12/5/2027 3:24:29
‘Wood PM

BB+ Ccsv CAPER - 2022

BB+ csv export 2020

=) HUD XML Export

B+ csv Export 2022

&+ sSSVF Export - CSV 2022

BB+ RHY Export- CSV 2022

BB+ sSSVF Export - CSV 2020

B» RHY Export- CSV 2020
HMIS Reports
Administrative Reports
Client Reports

Enrolliment Reports

Referral Reports

Reports
Service Reports

Other Reports

8. Next, click on the “Green download arrow” located to the left of the “HMIS CAPER
2022 Export” file if running a CAPER. Click on “HMIS APR 2022 Export” file if running an
APR

CAPER: You will download, compress, and upload the “HMIS CAPER 2022 Export” file to
SAGE.

APR: You will download, compress, and upload the “HMIS APR 2022 Export” file to SAGE.

November 2021 Page 4 of 10



9. After selecting the “Green download arrow” to the left of the “HMIS CAPER 2022
Export” file or “HMIS APR 2022 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”

| B | Downloading HMIS CAPER 2022 Export_2021110515344._

Yeou 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 5 seconds.
Close Window

HMIS CAPER 2022....ex2 Show all
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10. You may receive the message below. Please click on “More info”

Windows protected your PC

en pre nted an unre anized app from
ng this app might put z

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

Windows protected your PC

nted an unrn ized app from

ur PC at nsk.

; 1105153441_Tas
App:

Publisher:
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12. 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”

V¢, Extract Encrypted File(s) X

o
A ClientTrack™

Enter the password to extract the file(s)

These files have been encrypted to protect personally identifying inforrmation, Once the file(s) have been extracted and decrypted,
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 (D5I) 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 lenger 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,

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

Enter or select the directory to extract to

CAUsers\lWood\Downloads

WView files after extracting

If the file(s) already exist ‘ verwrite silentl v‘

Show Contents Cancel
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13. The files will download to your computer as seen below.

B e s vew °

- B2, BIE X-=i i i ==

emouec comy pae o T wove coov | perse rename mew PODES o 5 mt vetion
Cliphoar Organise New Open Setect
4 & > ThisPC > Windows (C) > Users > LWood > Downloads v o £ search Downloads
Name Date modified Type Size ~

 Quncke acees
~ Today (53)

B ekt .
P 7 Va Foms CaER 222 Expor 2021110515544 k.. | Appicaion IeaoKe
Y 1IMIS CAPER 2022 Cxport 2021105153441 Taskl.. 1 Applcstion 1,036 kD

ynephety 7 )i HMIS CAPER 2022 Export 2021110515241 Tackl.. 1 Applcstion 1,036 KB
tgrate Home e * djows 1 Microsoft Excel Com, 2k8
2020 Howte's 6 aze T Microsoft Ccel Corm. 1k
2021 Howte's a1 T Microzaft Excel Com e
2021 Tesining Sar ' Microsof Excel Com s
Internal How Tosfor system @) aze ' Microsof Bxcel Com. s
& v Mucrocott brcel Com sxn

@ OneDrive - State of Indliana &9 a25e 1 Microsuft Excel Com, 1K8
Synepicty & Q26 T Microzoft Excel Com ke
&3 ozzc I Microsoft Excel Com, 1 kB

= i e B az2d T Microsoft Excel Corn ko
3 30 Objects @ T Microzoft Excel Com ke
B AppleiPhone ) ozzsz I Microsof Excel Com s
B Deskeop aaue T Microsoft Ccel Corm. 1k
8 Decuments & ars T Microzaft Excel Com 212
B3 20a 1 Microsoft Excel Com, 1K

¥ Downloads & qrza T Microzoft Excel Com ke
D MyMusic &) naa v Micrnsoft bxcel Com. kK
B My Videos & Qizel 1 Microsuft Excel Com, 1K8
=) Pictures & Qize1 T Microzoft Excel Com ke
2, Windows () @010 1 Microsoft Excel Com I
rored (NtatemuichHoDA) Fy BT ' Miciosot Excel Comn ke

ublic (Watate.in.u2\ T\ HCDA\shared) Sg‘éb ) o e

= Rightfax (\atoteinuaIEIVHCOA) @) g9 o | [V o
& Network 6 q10a 1 Microsoft Excel Com. 1%
- B3 Q1o 1 Microsoft Excel Com, 1K
&7 a10e T Microzoft Excel Com ke

) v Mucrocott brcel Com i

0% 1 Microsuft Excel Com, 1K8

& a5t T Microzoft Excel Com ke

& am v Mucrocott brcel Com i

&lan 1 Microsuft Excel Com, 1K8

a8 T Microzoft Excel Com ke

oo =0

14. 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

Mame Date modifiecT Twpe Size
LEEIR AN PIFDF2Ue |1 1254 SV IWMIICFOSOTT EXCEl O, 1R
Q23c 11/5/2021 11:34 AM Microsoft Excel Com. 3 KB
a3 gz24 11/5/2027 11:34 AM Microsoft Excel Com... 2 KB
Q25a 11/5/2021 11:34 AM Microsoft Excel Corm... 1 KB
B3 a26b 11/5/2027 11:34 AN Microsoft Excel Com... 1 KB
Q22c 11/5/2021 11:34 AM Microsoft Excel Corm... 1 KB
3 gz22d 11/5/2027 11:34 AN Microsoft Excel Com... 1 KB
Q21 11/5/2021 11:34 AM Microsoft Excel Com. 1 KB
3 g22a2 11/5/2027 11:34 AN Microsoft Excel Com. 1 KB
B3] Q14b 11/5/2021 11:34 AM Microsoft Excel Com... 1 KB
a3 ais 11/5/2027 11:34 AN Microsoft Excel Com... 2 KB
5] 020a 11/5/2021 11:34 AM Microsoft Excel Com... 1 KB
B33 Q13cl 11/5/2021 11:34 AM Microsoft Excel Com... 1 KB
B3] Q14a 11/5/2021 11:34 AM Microsoft Excel Com... 1 KB
7 Ql13al 11/5/2021 11:34 AM Microsoft Excel Com... 1 KB
B3] 013b1 5 234 AN Microsoft Excel Com. 1 KB
E35] Q10d e 134 AN Microsoft Excel Com... 1 KB
a3 a1 ] Conwvert to Adobe PDF 234 AM Microsoft Excel Com... 1 KB
B35 Q12a AP —— 134 AN Microsoft Excel Com... 1 KB
£’ Q12b 134 AN Microsoft Bxcel Com... 1 KB
B3 a9b Give access to > k32 am Microsoft Excel Com... 1KB
£33 Q10a Send to > €3 Bluetooth device
@ Q106 Cut Compressed (zipped) folder
E3] Q10c Copy B Desktop (create shortcut)
a7 asb N
[£] Documents
£33 Q9a Create shortcut = - - S -
=) Fax Destination via RightFax Services
&F Delet
a3 3? Re = o5l Fax recipient
a ename

- “1 Mail recipient
a7k -
&3 Qs Properties B AppleiPhone

a

fat- 11/5/2021 == shared Q\\state.in.ushfile TNIHCDA) (F:)
@ Qbd 11,/5/2021 == public M\state.in.usi\fileT\IHCDANshared) (G:])
Qbe 11/5,2021 = RightFax (\\state.in.us\file1\IHCDA]) (Z2)
£33 a6b 11/5/2027 11:34 AR Microsoft Excel Com... 1 KB
Q5a 11/5/2021 11:34 AM Microsoft Excel Com... 1 KB
£33 Qba 11/5/2027 11:34 AN Microsoft Excel Com... 1 KB
5] O4a 11/5/2021 11:34 AM Microsoft Excel Com... 1 KB
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15. The “zipped” folder will appear on your screen. Enter the name of your report for the “zipped”

folder.

7 Quick access

[ Desktop

‘ Downloads

Documents
syncplicity
Migrated_Home_Drive

LRI G

2020 How to's
2021 How to's
2021 Training
Internal How To's for system
@ OneDrive - State of Indiana
Syncplicity
& This PC
_J 3D Objects
B AppleiPhone
[ Desktop
Documents
‘ Downloads
J5 My Music
B My Videos
[&] Pictures
i Windows (C:)
== shared (\\state.in.us\file\IHCDA) (F:)
== public (\\state.in.us\fileT\IHCDA\shared)
== RightFax (\\state.in.us\file1\IHCDA) (Z:)
=

etwork

S6items  1item selected 13.1 KB

November 2021

MName

e

)’.’j HMIS CAPER 2022 Export_20211105153441 _Taskl...
)’.’j HMIS CAPER 2022 Export_20211105153441 _Taskl...
)’.’j HMIS CAPER 2022 Export_20211105153441 _Taskl...
)’.’j HMIS CAPER 2022 Export_20211105153441 _Taskl...

037 Q19b
@ Q22e
B3 Q16
B3 Q17
@ Q23c
B39 Q24
837 Q25a
37 Q26b
3 Q22c
£37) Q22d
34 Q21
B3 Q2242
3 Q14b
B3 Q15
£3 Q20a
B Q13cl
£3 Q14a
67 Q13at
B Q13b1
£ Q10d
B3 011
3 Q12a
3 Q12b
£39 Q9b
£34 Q10a
£3 Q10b
£3 Q10c
£3 Qsb
£3 Q93
£33 Qsf
B3 Q7a
B3 a7b
£3) Q8a

M NR-

Date mot:lh‘iel:lv

11/5/2021 11:58 AM
11/5/2021 11:35 AM
11/5/2021 11:35 AM
11/5/2021 11:54 AM
11/5/2021 11:33 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
11/5/2021 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

11/5/2071 11.24 ARA

Type

Compressed (zipped)...

Application
Application
Application
Application

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...

Mirracaft Fvral T am

Size
14 KB
1,836 KB
1,836 KB
1,836 KB
1,836 KB
2KB
1KB
1KB
1KB
3KB
2KB
1KB
1KB
1KB
1KB
1KB
1KB
1KB
2KB
TKB
1KB
1KB
1KB
1KB
1KB
1KB
1KB
1KB
1KB
1KB
1KB
1KB
1KB
TKB
1KB
1KB
1KB
1KB
1KR
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16. 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| LIS
B3 023c
£33 Q24
£33 025a
£33 Q26b

£ Q22c

& Move to OneDrive

ﬁ Convert to Adobe PDF

& Share

Give access to

Send to

Cut
Copy

Create shodtout

Delete

Rename

Properties

7 010a
£33 Q10b
£33 Q10c
£33 Q8b
£33 Q9a
£33 Q6f
@ Q7a
87 O7b
£33 Qfa
£3°] Qe
£33 Q6d
£3] Qe
£33 Q6b
£33 Q5a
(7 O6a
£33 Qda

-
Date modified
LI D20l 11359 A

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
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

Type

IWVIICTOSOTT EXCEl A 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
1KB
1TKB
TKB
TKB
TKB
TKB
1KB
2 KB
TKB
TKB
TKB
TKB
1KB
1KB
TKB
TKB
TKB
TKB
TKB
TKB
1TKB
TKB
TKB
TKB
TKB
1KB
1TKB
TKB
TKB
TKB
TKB
1KB
1KB
TKB

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

further assistance.
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