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HMIS - How to Generate the
Service Transactions Report

1. From the HMIS Home Page Dashboard, click on the Reports module.

NOTE: If you do not see the Reports module on your screen, submit a Help Desk Request so the HMIS team may research your
user access and modify if necessary.
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2. The screen displays the Report Dashboard. Click the Service Transaction section.

Report Dashboard
Provider Reports
) ® ) ) )
9 9 9 9 9
)
HMIS — How to Generate the Service Transactions Report 1

Updated 12-1-2020



M-CH

Connect. Advocate. Empower.

The Report Options tab displays. Click the Provider drop-down and select the program that
the services were provided through.

Report Options

Provider *

The selected provider AND its subordinates v

Select the program that
the services were
provided through

Provider Search Type*

[JMeeds Entered by my provider
[ services provided by my provider (Non-shelter stays)
[ shelter Stays provided by my provider

[ Meeds Referred to my provider

[ Referrals Made by my provider

Services *

Service Code Choose Service Code ‘ Clear |
NeedDaterange [ V[V @ al /I 89 a
oo | [ Y[ 1598 VL1894

Ranage

4. Click the Provider Search Type drop-down and select The Provider AND its subordinates.

Report Options

Provider* -Select- hd
I Provider Search Type* |The selected provider ONLY -
Services * [Tneeds Entered by my provider

[ services Provided by my provider (Mon-shelter stays}
[ helter Stays provided by my provider

[JMeeds Referred to my _provider

[CJreferrals Made by my provider

Service Code Choose Service Code | Clear ‘
Need Date Range LV adal VLV 189 %
oot N P S 2 — S 1)

Range

Need Outcome -All- hd

5. Beside the Services field, place a checkmark next to the appropriate service type(s). Select all that apply.

Report Options

Provider* |-Se|ect— V|

Provider Search Type* |The selected provider ONLY V\

Services * [JMeeds Entered by my provider
[ services provided by my provider (Non-shelter stays)
[ shelter Stays provided by my provider Flace a checkmark nest the
[Oneeds Referred to my provider appropriate service type(s)
[CJReferrals Made by my provider

Service Code Choose Service Code | Clear |
nessoamerange [ V[ U IS al I a9
o rovseaote () g VT a0 &

Range

MNeed Outcome -All- hd

6. Optional: Click the Choose Service Code button to select a service code.
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7. Enter dates in the Need Date Range and Service Provided Date Range fields.

NOTES:
e To view all service transactions, do not enter dates.
e Toview all service transactions starting on a specific date, enter information in the first date range field.

8. Optional: Confirm that the Need Outcome drop-down displays as ALL.

9. Click the Build Report button. The report displays.

Service Transaction

Need Date Name

09/05/2020

09/05/2020

09/05/2020

09/05/2020

09/24/2020

10/01/2020

11/03/2020

11/09/2020

11/10/2020

Need Type

Electric Service Payment
Assistance

Water Service Payment
Assistance

Electric Service Payment
Assistance

Gas Service Payment
Assistance

Emergency Food

Job Finding Assistance
Electric Service Payment
Assistance

Electric Service Payment
Assistance

Gas Service Payment
Assistance

Created By

Fort Lawn Community
Center

Fort Lawn Community
Center

Fort Lawn Community
Center

Fort Lawn Community
Center

MACH-Fort Lawn-ESG-
HP

MACH-Fort Lawn-ESG-
HP

Fort Lawn Community
Center

Fort Lawn Community
Center

MACH-Fort Lawn
COVID-ESG-HP

Referred To Service

Electric Service
Payment Assistance

Water Service
Payment Assistance

Electric Service
Payment Assistance

Gas Service Payment
Assistance

Emergency Food

Job Finding Assistance
Electric Service
Payment Assistance

Electric Service
Payment Assistance

Gas Service Payment
Assistance

Service Provider

Fort Lawn
Community Center

Fort Lawn
Community Center

Fort Lawn
Community Center

Fort Lawn
Community Center

MACH-Fort Lawn-
ESG-HP

MACH-Fort Lawn-
ESG-HP

Fort Lawn
Community Center

Fort Lawn
Community Center

MACH-Fort Lawn
COVID-ESG-HP

10. To export the report into an Excel document, click the Download Report button at the bottom of the Report Options tab.

Service Code

Choose Service Code

| Clear |

(00 ]r[o1 ]r[2020 | 2§y Z4[12][01 ]r[2020 | 5
[os Jr[o1 Js Ay &1z )/[or ]y b,
-All- -

Build Report

Meed Date Range

Service Provided Date
Range

MNeed Outcome

Download Results |

11. The Download Service Transaction Report pop-up displays. Click the Download button.

F 7
Referrals

Downloading a report may take some time depending on the
complexity of the report and size of the result.

I Download I‘ Cancel
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12. A zip drive folder displays at the bottom of the screen. Click the Open file hyperlink.

report_service_transa....zip
Cpen file

13. File explorer opens. Double-click the Excel document.

+ |
3 Quick access
I Desktop

4+ Downloads

Share View Compressed Folder Tools

> ThisPC » Downloads » report_service_transaction_1606858861765

Marne Type

E:' report_service_transaction_1606338861765 Microsoft Excel Comrma Separate...

P
P

14. The Excel document displays.

}3 Search
File Hi Insert Page Layout Formulas Data Review View Help Acrobat
ﬁ bt Calibi Jn A A | =E=2 9 BwepTe General - [EH
Paste [B Copy ~ ) A 0 .00 Conditio
oMo S A = =@ «
~  <¥ Format Painter - - - Merge & Center $ % 3 920 Eormattin
Clipboard 1 Font 1] Alignment N Number 1]
B28 M I
A B C D E F G H
1 |Need Date Name Need Type Created B Referred ~ Service Service Provider
2 9/5/2020 | = - Electric Service Paymr Fort Lawn Electric Service Payr Fort Lawn Community Center
a 9/5/2020 | n u mosm g Water Service Payme Fort Lawn Water Service Paym Fort Lawn Community Center
4 9/5/2020 | & = = W@ Electric Service Paym Fort Lawn Electric Service Payr Fort Lawn Community Center
5 9/5/2020 | = u Gas Service Payment Fort Lawn Gas Service Paymen Fort Lawn Community Center
6 | 9/24/2020 — Emergency Food MACH-For Emergency Food MACH-Fort Lawn-ESG-HP
7 | 10/1/2020) = Job Finding Assistanc MACH-For Job Finding Assistan MACH-Fort Lawn-ESG-HP
8 | 11/3/2020 - = Electric Service Payrr Fort Lawn Electric Service Payr Fort Lawn Community Center
9 | 11/9/2020 | & - = Electric Service Paymr Fort Lawn Electric Service Payr Fort Lawn Community Center
10 | 11/10/2020 @ === = Gas Service Payment MACH-For Gas Service Paymen MACH-Fort Lawn COVID-ESG-HP
11| 11/17/2020 ) = Case/Care Managem MACH-For Case/Care Managen MACH-Fort Lawn-ESG-HP
12 | 11/17/2020 ) o m Fresh Food Fort Lawn Fresh Food Fort Lawn Community Center
13 | 11/19/2020 | = gy ¥ Fresh Food Fort Lawn Fresh Food Fort Lawn Community Center
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