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How To Guide: Running a CSV Export in HMIS or DVCT 

What is a CSV? 
A CSV (Comma-Separated Values) file is a plain text file used to store tabular data. 
Each line represents a row, and commas separate the values. CSVs can be easily 
imported into tools like Excel, databases, or HUD reporting tools 

What is an HMIS CSV Export? 
An HMIS CSV Export is a formatted file designed for uploading HUD tools such as 
Stella P, EVA, APR, and CAPER for data quality and performance analysis. 

Running the CSV Export in HMIS or DVCT 
Running this export is no different than running a CAPER or APR. However, there are a 
few things to keep in mind.  

1. Log in 
Log into your HMIS or DVCT account.  

2. Navigate to the Export 

• Open the Reports workspace (left blue ribbon). 
• Select HMIS Exports. 
• Choose CSV Export 2026.  
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3. (Optional) Save Your Settings 
If you want to reuse the same setup: 

• Click Saved Report Settings. 
• Enter a name under Save As*. 
• Choose IHCDA under Source End Point* 

 

4. Select Required Parameters 

• Source Type*: Continuum-Operated HMIS 
• Enrollments active between: Choose your date range  

o Export Date = the start date of your selected range 
• Continuum(s) of Care: Select Indiana Balance of State 
• Select the organization(s) to include in your report.  

 

1. Select the date range for the “Enrollments active between:” fields. The “Export Date” 
should be the start date of your date range as shown below. 
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5. Optional Filters 
You may filter by project type, program name, or grant—but these are not required. 
Additional filters can remain unchecked unless needed.  
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6. Hash PII 
Ensure Hash PII is checked. 
This encrypts personally identifiable information within the export. 
 
7. Run the Export 
Click Run Export. The export will begin running in the background. 
 
 

 

8. An Export Encryption window will appear. Uncheck Encrypt Export to run the 
report without encryption. This prevents the need to create a password to open the 
export later. 
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9. Select the checkbox confirming that you accept responsibility for protecting the 
unencrypted file. Files generated through this process should not be shared or 
emailed, as they may contain personally identifiable information (PII). A pop-up will then 
appear stating, “Your export has been queued and will be processed at the next 
available time.” 
 
10. The export may take 20–60 minutes or more to complete. To check its status, 
open the Files on Server tab. When the export is ready, it will appear similar to the 
example shown in the guide. Click the link to download the file to your computer. 

 

 

11. After clicking the link, a pop-up window will appear indicating that a ZIP file is being 
downloaded. Once the download is complete, you will see a notification in the upper-
right corner of your screen. Double-click the notification to open the ZIP folder, which 
contains 24 CSV files. Each file contains different data points such as enrollment, 
clients, income, and more. 
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At this point, you have successfully run and downloaded a CSV Export. There are many 
ways to analyze these datasets. If you are unsure where to begin, refer to the EVA – 
Quick Start Guide Upload HMIS Data to explore and understand your data without 
needing advanced expertise. 
You can also access more resources to take full advantage of the EVA tool HERE. 

 

chrome-extension://efaidnbmnnnibpcajpcglclefindmkaj/https:/files.hudexchange.info/resources/documents/HMIS-Eva-Quick-Start-Guide-Upload-HMIS-Data.pdf
chrome-extension://efaidnbmnnnibpcajpcglclefindmkaj/https:/files.hudexchange.info/resources/documents/HMIS-Eva-Quick-Start-Guide-Upload-HMIS-Data.pdf
https://www.hudexchange.info/programs/hmis/eva/
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