How to Export the Consolidated Annual Performance &
Evaluation Report (CAPER)

Running the Export

From the “Reports” workspace, select the “HMIS Exports” option on the left-hand side of the screen.
Click on “CSV CAPER - FY2020”
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Setting Export Parameters

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 “Grant
Program,” “Grant Component,” “Grant(s),” “Project Type” and “Program” for the export. Also select
“Generate Validation File” by clicking on the empty box beside it. A check mark should appear when
this option is selected successfully.
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Use the Grant Program and Grant Component drop down selections to narrow down the list of Grants.
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Validation File

Checking this box wil generate a separate task to generate a validation file once the file export task has completed. This will ot affect the running of or delay the main export.

Generale ValdationFle: ¥,

B RunExport (YNNG

Click on “Run Export” in the bottom right-hand corner to begin the data export for your program.
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Accessing Export Files & Report Preparation

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.

To access the files associated with the CAEPR, click on
the “Files on Server” link in the list of Menu Items to

the left of the “Reports” screen.

To access the CAPER files, click on the icon with the

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 al least 8 characters long
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If you choose to ot 1o enc nmm e pol the file ex |)o |ed may contai \persm identifying information in
of this information.
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File(s):
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[Mm.{

v

green arrow in the first row to begin downloading the
files labeled “CSV CAPER 2020...” There will be several files to download (66 files total) so we

recommend creating a new folder to save all the APR associated files together. This will also make it
easier for you to access these files from your computer.
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As seen below, a download window will appear after clicking on the icon with the green arrow.
Momentarily after that, another window will appear, where you enter the password you created to

protect the data.

After entering the password, search for the location on your computer where you wish to save the files.
You can also select to “View files after extracting” by clicking on the empty box beside this option. If

you wish to deselect this option, simply click on the check mark again to remove it.

You should have received a Gownload prompt, Rowever if you see an information
clicking herg

bar, you may need to click t 1o allow the download of you can try

‘This window will automatically close in 5 seconds
Close Window
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Click “Extract” to continue downloading the files.
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An Extract window will appear to show you the status of the transfer.

Once all the files have been downloaded and extracted, you will see a list of Excel files on your computer
as seen below. This concludes the CAPER export portion of the CAPER.

If you are uploading your report into Sage (and not all programs are required to do this), you can use the
sandbox version of Sage to review your report (https://demo.sagehmis.info/us/csvtest.aspx).

4 & 5 ThisPC » Windows(C) > Users » andrew > Downloads To upload your report to SGQE, you must
O Neme - ate modified ype ize A " . .
# Quicksccess - priemodnet | o o compress the CAPER files into a zipped
9 Deskiop '_""_.‘ HMIS CAPER 6.3 Export_20190311170143 3, ;pphcat;c: - 1_93? :i: §
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e — & Documents e here. The new compressed zipped folder
& OneDrive et 42 Fax recipient 1KB
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2 30 Obiects E— - DVD RW Drive (E) . 1 :ig i
[ Desktop —TTHEETaE Microsoft Excel C... 1KB Sage tO review yOUr report'
[Z Documents M85 Q106 Microsoft Excel C... 1KE
3 Downloads 8] 1o Microsoft Excel C... 1K8
B Music d: ad Microsoft Excel C... 1KE
= Pictures Masan Microsoft Bxcel C.. 1KB
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I Videos 85 Q12 Microsoft Excel C... KB
= TS () M85 @i3a1 Microsoft Excel C.. 1kB
= RECOVERY (D:) 8] Q1361 Microsoft Excel C.. 1KE
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w==e = | How to Identify
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After uploading the compressed folder of CAPER files into Sage and reviewing the project’s CAPER, there
may be missing data or data errors indicated. To identify missing data or data errors on the report,
follow these steps.

First, go to the “Files on Server” link again to access your project’s CAPER files. This link is found in the
list of Menu Items to the left of the “Reports” screen as seen below outlined in red.

Reporls ).{CHPWTF{\["( msearch n ‘LnnWond{Trammg) Help  SignOut

@ Data Explorer

¥= Files on Server Files on Server

Displayed below s aist of the iles available for you to download. Files may be avalabl for a imited time they expire, and will be automatically removed, on the date specified. To download the file click the download link, to remove the file from fle on senver clck the delete ink. The file will no
longer be available for download by any user or be available for processing if used in an import once deleted

Click to view the status of export or import tasks

e Name Creator Created Expires
B csv apr-Fraom ’ X HMIS APR_CAPER 2020 PreLoad 201912051853 151 @) Lo Wood 12/5/201965316PM 14202065316 M
B covegat ’ X HAIS APR CAPER 2020 Velidaton 2019120518335 ex¢ @ Lo Weod 125201963351 P 14200 63351 P
B 1snExport
’ X HAIS APR CAPER 2020 PreLoad 2019120182320 et LoriWoof 12/5/201962320PM 42062320 P

ﬁ Preview LSA Runs

Then, access the more detailed CAPER files by clicking on the icon with the green arrow to the left of the
second file in the list of three outlined in red above labeled “HMIS APR_CAPER 2020 VALIDATION...” to
begin downloading the files (11 files total). Again, we recommend creating a new folder to save all the
associated files together. This will make it easier for you to access these files from your computer.

As seen below, a download window will appear after clicking on the icon with the green arrow.
Momentarily after that, another window will appear, where you enter the same password you created
earlier to protect the data.
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)
=

(& Duplicate Enrollments Report

Once the 11 files are extracted and downloaded to your computer, you can click through each Excel file
to review any missing or data error issues. To review the file, double-click on it to open and review the
data in an Excel spreadsheet.
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(2]
« « 4 & s ThisPC » Downlosds Search Downloads o
[1 Name - Date modified Type Size
# Quick access :
1 et 05 APR_6_3_Detai 1721 Microsoft Excel C...
05 APR_6_3_DO_2_Detail 1721 Microsoft Exc
&l Documents @5 APR_6_3_DO_3 _Detail 11/21 Microsoft Bxc
¥ Downloads 5] APR_6_3_DQ_4 Detail 11721 Microsoft Bxc
=] Pictures ) APR_6_3_DO_S_Detail 1721 Microsoft Exc
2018 ) APR_6_3_DO_6_Detail 1721 Microsoft Exc
PIT &L HIC 5] APR_6_3_DO_7_Detail 1721 Microsoft Exc
Quick Guides 5] APR_6_3_Q13_Detail 1721 Microsoft Exc
! 5] APR_6_3_Q14 Detail 1721 Microsoft Exc
Timesheet
051 APR_6_3_019_Detail 1721 Microsoft Bxc
@ OneDrive 01 APR_6_3_021_Detail 172 Microsoft Excel C...
e Jis HMIS APR_CAPER 6.3 Validation 2018... 1172 Application
& Network Select  file to preview.
“« P . . . . . -
APR_6_3_Detail” will have all the detailed client data associated with your project. Though this is the
most detailed spreadsheet, we recommend reviewing the other 10 files available to drill down more
specifically to the missing data or data errors. Below is an example of one of the files open as an Excel
spreadsheet:
HOME  INSERT  PAGELAYOUT  FORMULAS  DATA  REVEW  VIEW i, andrew gale -
o ¥ Cut _— . o= = ] = Bx G > AutoSum - A,
o Calibri G s E=E ® BwepTet General r By B == = u 4
pae 2O S c d' I F '; et \EEIrt EE\; Fomnat B SZrt&Flidi]&
aste B I U- T- f.A- === =3= Elmegesicenter - $§ - % » <3 9 Conditionsl Formatas Cell Insert Delete Forma ot & Fin
~ ¥ Format Painter sl= 4 BlMegetacenter = $ - 9% ®* Formatting~ Table Stylesr -+ v v LClear™  Fijter~ Select~
Clipboard 7 Font [ Alignment o Number o Styles Cells Editing ~
c2 - fe N
A B c b E F G H I ’ K L M N o [«
1 |Data Element ClientiD Name
2 |Destination (3.12) 982932 )
3 | Income and Sources (4.2) at Start 813666
4 |Income and Sources (4.2) at Annual Assessment 104469
5 |Income and Sources (4.2) at Annual Assessment 822550
& Income and Sources (4.2) at Annual Assessment 929862
7 |Income and Sources (4.2) at Annual Assessment 963407
8 |Income and Sources (4.2) at Exit 982932
g

=

You may need to widen columns or sort the data to best review any data quality issues. Feel free to
manipulate the spreadsheet as a regular Excel file to best review your client information.

Once the missing data element or data error is identified, go to the client record to complete the data
using the blue action wheel beside your project enroliment. Clicking on the blue action wheel will allow
you to select “Review Entry Assessments” or “Review Exit Assessments” to address data issues at entry
and/or exit. Be sure to save any changes you make.

Once you have had a chance to review data issues and fix them, you can run your CAPER again and
upload it to Sage to review and ensure your updates resolved the data quality issues on your report.

Please do not hesitate to contact the help desk if you have any trouble with these steps or with
identifying data errors on your report. Email hmishelpdesk@ihcdoanline.com for assistance.
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