PATH Annual Report / CSV Export Guide

The following guide overviews the PATH Annual Report / CSV Export that is available within the PA
HMIS to be used for annual reporting for PATH funded grants and projects. This is the report and CSV
export that is needed to produce data on clients contacted and served for PATH projects used for
submitting annual data to SAMHSA’s PDX system.

Please note that the PATH Annual Report / CSV Export has both a report and an export option
available. The report can be used to view an instant version of your annual submission data. For your
official annual report submission to SAMHSA, the CSV export option should be used to generate the
required file to be uploaded to the PDX reporting system.

All users with access to the PA HMIS will have access to PATH Annual Report / CSV Export and is
located under the Home -> Case Manager Report area. There are four folders in this area, and
this report is located within the HUD / HMIS Reports -> PATH Reporting section within the PATH
Annual Report / CSV Export option.
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After selecting the Case Manager Reports folder, hover over the HUD / HMIS Reports folder, which
allows for the individual reports to appear. Hover over the PATH Reporting folder and you will

see all reports / exports related to PATH Reporting. Select the PATH Annual Report / CSV Export to
begin the report / export process.

Once loading the PATH Annual Report / CSV Export, the options to generate the report will be same as
in the past (and is the same for all PATH reports) and include the following filters.

Date Range: the report allows you to enter in a date range for the report, which will determine which

served or contacted clients to include on the report. The system provides predefined date ranges to
select from or you can manually enter the Begin and End Dates.
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records that fall within the date range you select will be included.

Predefined Date Range: |~ SELECT - v
Begin Date:* 07/01/2017 [&land 06/30/2018 &

PATH Grant(s): the report will also require you to select a specific PATH grant you want data to be
included for on the report. This filter determines which programs will be displayed in the next filter,
which determines which client data is used to generate the report. You can select one or more grants
to include on the same report.

ed to include on the annual report. Only grants for which your arganization has access to will be listed
PATH Grani(s):* ' Franklin-Fulton PATH Grant v
Greene County PATH
+ HMIS Service PATH Grant
Hunt-Miff-Jun PATH Grant
Lehigh PATH Grant
Mercer PATH Grant i

Please note that you will only be provided with a list of PATH Grants for which your current organization
has access, in most cases this will be a single grant, although for County and Grant Administration
organizations this could include multiple grants.

Program(s): once the PATH Grant filter has been selected the report will generate all PATH programs
associated to those grants during the date range entered. The program(s) option is not required and
the report will include all associated PATH programs based on the grant(s) selected by default.

elected grants should be included in the report by selecting each one separately, or click the # icon to select all.

Program(s):* ¥ HMIS Service - PATH Program (07/01/2014-12/31/2100)

Run Report: once the above filters have been properly set, select the “Report” option to produce an
instant report version of your Annual Report, which can be reviewed and saved to PDF, Word or Excel
using the option shown below at the top of the report window.

% PATH Annual Report and CSV Export
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The information included within the PATH Annual Report is the same data that will be included in your
CSV export and the report should be used for data checking and informational purposes only.

% PATH Annual Report and CSV Export
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HMIS PATH Annual Report )./
7/1/2017 to 6/30/2018 A ClientTrack"

QOrganizations:

Programs: HMIS Service - PATH Program (07,/01,/2014 - 12/31/2100)

Grants:

HMIS Service PATH Grant

CoCs:

Questions 8 — 16: Persons served

Persons served during this reporting period:

8. Number of persons contacted by PATH-funded staff this reporting period 0
9, Number of new persons contacted this reporting period in a PATH Street Outreach project 0
10. Number of new persons contacted this reporting period in a PATH Services Only project 0

For your official submission to PDX please use the “Run Export” option detailed below to generate a
CSV export file to use, once the data in the report is ready to go.

Generate the Export: once the report filters have been properly set, select the “Run Export”
button on the bottom right-hand side of the screen. This option will begin the process to generate
your PATH Annual Report CSV Export within PA HMIS.

Once selecting Run Export, you will be prompted with the following questions, which include Encrypt
Export, Include Header Row in CSV File(s) and Always Quote CSV Value(s).

Always check the

Encrypt Export: “Include Header Row”

Password:* eeeesssse option

Confirm Password:* eeessssse

: ) " Do not check the
Include Header Row in CSV IElS)e ] “Always Quote CSV

value” option

Always Quote CSV Values(s): [

With the Encrypt Export, if you select this option the system will ask for a secure password. If you
uncheck this option no password is needed. Please note that if you do secure the export you will

need to use the password entered during this process to retrieve your PATH CSV file (not your PA
HMIS password).
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Once you have completed this step hit “Done” on the window and the system will provide you with
the following message.

-
Message from webpage @

. Your export has been queued and will be processed at the next available
N time.

Please note that the CSV export is a collection of files and does not generate automatically. Your PATH
CSV export will be placed into a queue and will be processed over a period of 10-20 minutes depending
on the size of your data and the number of organizations requesting exports.

Retrieving the PATH CSV Export: once your PATH file has been completed, sometime after the
processing timeframe, you can use the Files on Server option/screen to retrieve your export. This is
where all PATH files (and all exports) are placed once they have been finalized by PA HMIS.

The Files on Server is located within the same PATH Reporting folder displayed earlier, and is the
bottom option in the sub-folder.
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When viewing this option, it will display your PATH file when complete as each export file will be listed
on its own row. If the screen is empty please give the system more time to complete the processing of
your file.
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Files on Server

Displayed below is a list of the files available for you to download. Files may be available for a limited time they expire, and
server click the delete link. The file will no longer be available for download by any user or be available for processing if use

Click to view the status of export or import tasks.

File Name Cr

r m HMIS Path 2018_20181104091104.zip Br

Once the PATH export is completed and available within the Files on Server screen, it will be named
and labeled as HMIS Path 2018_[Date and Time].zip. This is the file that contains the appropriate
CSV files needed for official submission to the SAMHSA PDX system.

To download you file you need, the one named HMIS Path 2018...zip, use the first icon in the row
(green arrow) to begin the process. Once you click this icon, your computer’s operating system will
walk you through the steps of saving (and naming) this file to your local computer.

File Name
<E_> m HMIS Path 2018_20181104091104.zip

Once you begin the download you should see a pop-up message from your computer asking you to

open / save the file. We recommend using the Save -> Save As function which allows you to save it to
a specific location on your computer and name the file something easy to find late (PATH for Program
ABC).

What do you want to do with HMIS Path
2018_20181104091104.zip? Open Save ~ Cancel X
From: usw.clienttrack.net

Please note that if you have not encrypted the PATH Export file (i.e. did not add a password), it will
generate in the needed .zip format and can be downloaded and directly uploaded to SAMHSA’s PDX
Repository. If you have encrypted the PATH file (added a password) please see the instructions below
on retrieving your files and making them PATH PDX upload ready.

Retrieving an Encrypted Export: when you have encrypted your PATH export, prior to downloading
the final file, you are required to enter in your password to complete the process. Within the Files on
Server screen the system will provide you with your PATH data file, but you will need to run a
decryption program after you download the file (by selecting the green arrow like above).

File Mame

m HMIS Path 2018_20181104212811.exe 9
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After the program runs, you will be prompted to enter in the password for the PATH files and
prompted for where on your computer the files should be placed.

Once the form is completed, select the Extract option on the bottom and the system will provide you
with the 5 CSV files that make up the PATH CSV Export. You will then need to take those individual
CSV files and place them into a final ZIP file for upload to the SAMHSA PDX system.

)4, Extract Encrypted Filefs) - - - — ]

Ko
A ClientTrack™

Enter the password to extract the file(s)
.l.l‘....l

These files have been encrypted to protect personally identifying information. 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 informatien. Data Systems International (DSI) 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 longer needed. Users of this extraction toel should consult their employer's policies, procedures, and
applicable local, state, and federal laws goveming 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\c-briamil\Desktop\New folder j

View files after extracting

If the file(s) already exist Do not overwrite «

SAMHSA PATH Data Exchange (PDX):
All official PATH reporting is submitted to the PATH PDX system, starting on October 1%, 2018 all PATH
Annual Reports submitted are required to be in a CSV Export format.

Once you retrieve your electronic PATH data file from PA HMIS you will need to upload this file (it
must be uploaded in a standard zip file format) to the PATH PDX system for your annual submission.

Below is the link to the PATH PDX system and instructions for this year’s reporting process.

SAMHSA PATH PDX System
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https://pathpdx.samhsa.gov/

PDX Reporting

October 1, 2018
PDX opens for 2018 Annual Reporting

December 31, 2018
SPC Deadline for Approving All Provider Reports
S5PC's may choose to sel a sftale-specific deadline for providers to submit reports

C SV Upload Process is Live
To upload CSV Data — click on the *Upload HMIS Data” link on the first page of the

2018 Report

PATH Annual Report — Client Details:

While the PATH Annual Report / CSV Export generates data for your grants and programs, it is on an
aggregated or summary level. To assist with providing information on a client details level, we have
provided a details report called the PATH Annual Report - Client Details.

This details report is located within the PATH Reporting folder, circled below, and can be used as a
companion report to the official PATH Annual Report and can also be throughout the year to review
PATH client and service data as needed.
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Selecting this option will load the report screen where you can enter in your date range, PATH Grant
and optionally select program(s) from that grant for inclusion on the details report.

Please note that the filters for running the client details report match the actual Annual Report with
the only difference being the details report can only be run on 1 grant at a time to focus on individual
client detail information (but can include/exclude multiple programs within a single grant).

The PATH Annual Client Details report, much like the official Annual Report is separated into 5
sections, each containing a specific set of question(s) and information along with the client(s) from
which the aggregated data was derived.
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Persons Served (Q8 — Q16):

The initial section displays all PATH clients included in questions 8 through 16 and only includes active
clients within reporting period. Each client included in this section is listed individually and provides
information about their PATH enrollment and whether they are included in the various questions.

Q8 - 16: Persons Served (all active clients)
Review all PATH client information (click to load report)

HMIS Service - PATH Program

. Q8. Q910M1.  Q12. Pre- Q16.

Client Name Age F""’lng?:mm Enuangttaglem DE:?[;{“::LH ExitDate  Enrollment Type Contacted Newly enroll Ql:lilliﬂﬁy‘rew Qgi‘[;f:jw Elﬁlﬁ.ed Enrolled
(i.e. Active) Contacted  Contacts 0 WICMHS

Anderson, Paul (110663) 812016 10/4/2016 10412016 10/5/2016 Enrolled Yes Yes 1 Yes Yes

Craven, Wes (110667) 81152016 9/29/2016 912912016 101312016 Enrolled Yes Yes 1 Yes Yes

Davis, Jim (81429) 111712014 1/18/2015 Contact Only Yes Yes 0

Jenking, Scotty (110547) 2 912612016 912972016 10212016 10722016 Enrolled Yes Yes 4 Yes Yes

Please note that the PATH Annual Report only includes “active” clients, which are those persons that
have either been enrolled, contacted or provided a service within the report period.

Services Provided (Q17) and Referrals Provided (Q18):

The 2" and 3™ sections displays information on all PATH services and PATH referrals provided to
actively enrolled clients during the reporting period.

The aggregated numbers are displayed as with the Annual Report, but the client details report
provides a link to sub-reports for services, contacts and referrals and when clicked/selected a new

report will load with cIientlevyﬂf/ ation on each transaction.

Q17: Services Provided

Review all ServicesgProvided (click to load report)
Review all Contacts (click to load repop{)

Number of Persons

Type of Service Receiving this Service

Reengagement 0
Scresning 0
Client Assesgment 0

Q18: Referrals Provided

Review all Referrals Provided (click to load report)

Number Receiving each Number who Attained the
Type of Referral Referral service from the Referral
Community Mental Health 1 0
Substance Use Treatment 0 0

Outcomes (Q19 — Q27):

The 4% section displays all PATH clients included in the Outcome questions, which contains all actively
enrolled clients during the report period. Each client is listed and displays their information for each
guestion at entry, and their follow-up time frame based on whether they are a Stayer or Leaver.
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Q19 - 27: Outcomes (all actively enrolled clients)
HMIS Service Agency HMIS Service - PATH Program
. Income Source SSISSDI Mon-cash Benefit Source
Client Name Age Status
Entry Fallow-up Enfry Fallow-up Entry Faliow-up

Anderson, Paul (110663) LEAVER No Mo No No
Craven, Wes (110867 LEAVER No Mo MNo No
Jenkins, Scotty (110547) 22 LEAVER Yes No Yes No No No

A stayer is a person still actively enrolled at the reporting end date, a leaver is a person that exited
during the report period.

Demographics (Q28):

The 5% section displays all PATH clients included in the demographic question, which contains all

actively enrolled clients during the report period. Each client is listed and displays their information
for each element included in the demographic question.

(28: Demographics (all actively enrolled clients)
HMIS Service Agency HMIS Service - PATH Program

. - Co-occurrin
Client Name Age Gender Age Range Race Ethnicity Veteran Disorders
Anderson, Paul (110663) Female Two or More Races Non- No No

Hispanic/Latino

Craven, Wes (110667) Male White Data not collected No No
Jenkins, Scotly (110547) 22 Female 18-23 Two or More Races  Hispanic/Latino No No
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