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PULLING REPORTS




USING HMLS DATA

USEFUL TIP

-
Using canned reports to — L_;@ @
showcase your data
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USEFUL TIP

Some canned reports will
give you ready made
graphs displaying your
data.
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USEFUL TIP

When running a
report convert it
to an EXCEL file
so that you can

manipulate the

data

Web based

report

Referral

Statistics Dates Between: 02/01/2017 and 02/01/2018
Referral Direction: inbound
Number of Agency refenals received 278
Pending Referrals
Number of pending referals 0
r
Oldest pending referral in days 0
r
Referral Newest pending referral in days 0
r
iati Dates Between: 02/01/2018 and 02/01/2019 Average pending referral in days 0
Statistics Referral Direction: inbound
Pending - In Process Referrals
Number of Agency referrals received 334 Number of pending referrals 0
r
Pending Referrals Oldest pending referal in days 0
= r
Number of pending referrals 26 Newest pending referral in days 0
" - v
Oldest pending referral in days 273 ‘Average pending refemal In days 0
Newest pending referral in days 21 Completed Referrals
Average pending referralin days 104 Number of referrals resulting in Program enroliment 90
Bending Jin B Beterale Longest time to connect referral in days 573
Number of pending referrals 8 . e
Shortest time to connect referral in days 25
Oldest pending referral in days 721
Average time to connect referral in days 285
Newest pending referral in days 50
Denied Referrals.
Average pending referral in days 312
Completed Referrals Number of denied referrals 188
Number of referrals resulting in Program enroliment 129 Longest fime to deny:a malemalin daye il
Longest time to connect referral in days 182 Shortest time to deny a referal in days 0
Shortest time to connect referral in days i Average time to deny a referal in days 240
Average time to connect referral in days 49 Breakdown Of Most Common Denied Referral Reasons
Denied Referrals Lack of Eligibilty (Specify in Denied Message) 37
Number of denied referrals 170 Client out of County 1
Longest time to deny a referral in days 257 Needs could not be met by program 1
Shortest time to deny a referral in days 0 Client did not show up or call 61
Average time to deny a referral in days 61 Client refused services 5
Breakdown Of Most Common Denied Referral Reasons Referrl time;expied 6
Lack of Eligibility (Specify in Denied Message) 35 Client Housed - self-resolved 19
Client out of County 1 Other 39
Client did not show up or call 45 Client could not be located 16
Client refused services 4 Client currently incarcerated 3
Referral time expired 10
Client Housed - self-resolved 22
Other 35
Client could not be located 11
Client currently incarcerated 4 E -L
Xce
Client Housed - through another program 2
Client currently in another program 1 t
repor



OUR FRIEND, EXCEL




If you pulled a report as an
excel file double click on the
report-this will open up the
file in Excel.

USEFUL TIP

Within the worksheet make a
duplicate file-one that you can
“play” with this way you can
preserve the original.



QUR FRIEND, EXC

If you want to compare the

Referral -
Statistics | Eeteen 0210112017 and 020112018 Original repor t & °
Rafre becior Fbond Second report with same data across time s yOu can
Nurmber of Agency referals received | 278 additional fields
o ° °
s I e do this 1n Excel
Number of pending referals 0 co -L umn °
Oldest pending referal in days 0
Newest pending referral in days 0
Average pending referral in days 0
Pending - In Process Referrals
Number of pending referrals 20182019 20172018
Oldest pending refemal in days Numberf Agency hed L/S!A i m
Newest pending referral in days Reoday okl
- 5 Number of pending referals % 0
Average pending referal in days Ot pnding el e m 0
Completed Referrals Newest pendi P
pending referal in days 2A 0 R t t t t
Number of referrals resulting in Program enroliment Average pending rferal n days 104 0 u n e r e p o r s o e a a
Longest time to connect referral in days Pending - In Process Referrals
(st Shenlhins At e . ! you want to compare Remember
rIr— [ ]
Average time to connect refemral in days Oldest days m 0
Newest pending refeal in days 50 0
Denied Referrals ~
e ) t t to E 1
Number of denied referrals o e x p o r o x C e [ ]
Longest time to deny a referral in days Number o refemals fesuing in Program envolment 129 90
Shortest time to deny a referral in days Longest time to connect referaln days 182 573
Average time to deny a refemal in days Shortest time to connect referal in days 1 25
Average time to connect referalin days 4 25 ) )
Breakdown Of Most Common Denied Referral Reasons f 1
e e g bt i ) Choose which file you want to
3 Y Number of denied refenals 170 188
okt outof Courty Longesttime to deny a efemal in days 257 597 °
e o e St o o u ork with and copy the data
Client did not show up or call Average fime to deny a refenal in days 61 10
Client refused services Breakdown Of Most C 1 h k ° 1
Refra e oo Loty et e e 5 9 values to the workin g exce
Clent Housed - ssfresoled Gentoi g Caaty ! !
B Client did not show up or call 4 61
Client refused senvices 4 5
Client could not be located Referal e exped o 10 6
Client curently incarcerated Clent Housed - seffesolved 2 i
Other 3% 3
Cient could not be located 11 1
Clent cumentl incarcerated 4 3
Client Housed - through another program 2 0

Client curently in another program - 1 0




REFERRALS Year 18-19 Year 17-18

Number of Agency referrals received 278 334
26
273
21
104

Number of pending referrals
Oldest pending referral in days
Newest pending referral in days
Average pending referral in days
Number of pending referrals
Oldest pending referral in days
Newest pending referral in days
Average pending referral in days
Number of referrals resulting in
Program enrollment

Longest time to connect referral in
days

Shortest time to connect referral in
days

Average time to connect referral in
days

Number of denied referrals

Cleaned
and
combined
data

Q O OO oo oo

Longest time to deny a referral in days
Shortest time to deny a referral in days

Average time to deny a referral in days

Lack of Eligibility (Specify in Denied
Message)

Client out of County

Needs could not be met by program
Client did not show up or call

Client refused services

Referral time expired

Client Housed - self-resolved

Other

Client could not be located

Client currently incarcerated

Client Housed thourhg another program

Client currently in another program

PivotTable Recommended Table
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REFERRALS

Year 18-19
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Number of Agency referrals received
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|

Number of pending referrals
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Oldest pending referral in days
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170

Longest time to deny a referral in days
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|Shortest time to deny a referral in days

0

IAverage time to deny a referral in days
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Referral
Statistics

Dates Between:
Referral Direction:

02/01/2017 and 02/01/2018
inbound

Number of Agency referrals received

218

Pending Referrals

Number of pending referals
Oldest pending referralin days
Newest penm’né referalin &ays 7
Average pending refemalin days

Pending - In Process Referrals

Number of pending refemals
Oldest pending referralin days

N,

Newest pending refera n days

Average pending referral in day§ i

Completed Referrals

Nu;rberol m(e;v;\s re/sumné in P;ogrsm snrt;l\mnl )
Longest time to connect referralin days

Shortest time to connect referral in days

Average time to connect referral in days
Denied Referrals

Number of denied refemals

—'Nﬁmbélo{pun}ii\g'mfsims' -
Oldest pending refenaln days
 Newest pending refemal in days
A\}eraEe péndﬁg ol Mayg
P;mﬁn-Tn Process Referals
Nunberofpendng feres
"~ Oldest, panding efemalin Hy;
ﬁmﬁpﬁdwn@ nﬁmﬁﬁy{
~ A';erage p;nd\hg el iu}ays

Longest time to deny a referral in days

Shortest time to deny a eferal in days

qubgotrreie’natsrms!ﬁwg infmg@mﬁnrﬂ\mﬂt o
P

Longest i

Av;amge time to deny a referral in days

Breakdown Of Most Common Denied Referral Reasons
Lack of Eiigbilty (Specily in Denied Message)

Client out of Oo;nn(y o )

Needs could not be met by program

Cllent did notshow up or cll

Client refused services

Referal time expired
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Client Housed - seff-resolved
Other
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188
597

20

Client currently inanother program
Client Housed thourhg another program
Client currently incarcerated

Client could not be located

Other

Client Housed - self-resolved

Referral time expired

Client refused services

Client did not show up or call

Needs could not be met by program
Client out of County

Lack of Eligibility (Specify in Denied Message)
Average time to deny a referral in days
Shortest time to deny a referral in days
Longest time to deny a referral in days
Number of denied referrals

Average time to connect referral in days
Shortest time to connect referral indays
Longest time to connect referral indays

Number of referrals resulting in Program enrollment

Average pending referral in days
Newest pending referral in days
Oldest pending referral in days
Number of pending referrals
Average pending referral in days
Newest pending referral in days
Oldest pending referral in days
Number of pending referrals

Number of Agency referrals received

Referrals Statistics
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PIVOT TABLES
&

PIVOT CHARTS




USING PIVOT TABLES

A pivot table is a special type of summary table that’s
unique to Excel

Pivot tables are great for summarizing values in a table
because they do their magic without making you create
formulas to perform the calculations

Pivot tables also 1let you play around with the
arrangement of the summarized data

You can change the arrangement of the summarized data on
the fly simply by rotating row and column
headings-that’s what gives the pivot table its name



USING PIVOT TABLES

Broccoli
Carrots
Mango

10 |Orange

11 /Grand Total

191257
340295

57281
142439
136945

57079
104438




¢ This area
contains the fields that
enable you to page through
the data summaries shown 1in
the actual pivot table by
filtering out sets of data
— they act as the filters
for the report. So, for
example, if you designate
the Year Field from a table
as a Report Filter, you can
display data summaries 1in
the pivot table for
individual years or for all
years represented in the
table.

Y Filters

Il Columns

¢ This

area contains the
fields that determine
the arrangement of data
shown 1in the columns of
the pivot table.



¢ This area
contains the fields
that determine the
arrangement of data
shown in the rows of
the pivot table

¢ This area

contains the fields
that determine which
data are presented 1in
the cells of the pivot
table — they are the
values that are
summarized in its last
column (totaled by
default)



¥

Pivot Table

Pivot Chart

How to Make ?



USING PTVOT TABLES-PIVOT CHARTS

=>» A pivot chart 1is especially useful when dealing
with tremendous amounts of data

=>» A pivot chart 1is the visual representation of a
pivot table in Excel

=» Pivot charts and pivot tables are connected
with each other



HOW TO GUIDES FOR EXCEL AND PIVOT TABLES

10W T0 MAKE A HOW 10 QUICKLY

ART OR GRAPH [N LREATE A PTVOT
EACEL IABLE



https://exceljet.net/tips/how-to-quickly-create-a-pivot-table
https://exceljet.net/tips/how-to-quickly-create-a-pivot-table
https://exceljet.net/tips/how-to-quickly-create-a-pivot-table
https://blog.hubspot.com/marketing/how-to-build-excel-graph
https://blog.hubspot.com/marketing/how-to-build-excel-graph
https://blog.hubspot.com/marketing/how-to-build-excel-graph




Vo bl

Log 1nto HMIS

Pull a canned report [OUTS-107] Households

Served Report

Export the report in an Excel format

+ Remember to make a copy

Begin creating a chart from the data you have

exported

+ Have fun with this and do not worry if 1t
doesn’t look perfect

+ This 1s when you want to mess up

+ Practice makes perfect



Vb

Pull up the excel spreadsheet you received

Decide what data you would like to explore

Create the Pivot table

Explore what happens when you rearrange the

Drop Zones

+ Have fun with this and do not worry if 1t
doesn’t look perfect

+ This 1s when you want to mess up

+ Practice makes perfect
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