Creating and Opening the PATH Dashboard Report using Report Writer
Step 1:  Login to HMIS and go to your DCH provider, <DCH - Your Provider Name - PATH>.  If this is not your default provider, then use the "enter as" feature in the blue banner to change to this provider.
Step 2:  In the green menu bar, select the "Reports" tab.

Step 3:  In the reports menu, scroll down to "Custom Reports"  and click on "Report Writer"

Step 4:  In the Report Writer menu, select "Options".  This will show a list of all ad hoc reports that have been developed.  Reports are shown in alphabetical order (A-Z).  Scroll down to the "PATH 2009 Dashboard Report" and click on the report name.  A popup will notify you that you are writing over any reports in memory, click "OK".  You will now see a list of all the fields in the report.
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Figure 1  Report fields

Step 5:  To preview and download report, click on "Preview" in the reports menu bar.  This shows a screen shot of the first rows in the report  but not necessarily the entire report if it is too large for preview.
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ClientID | EntryDate |Exitbate |Type |70 IR [DateofBirth | Gender | PrimaryRace | u.s.Militaryveteran?

aassa2 |02/23/2000 PATH  [02/23/2009 |02/23/2010 [ 11/12/1982 [Female | white (HUD) | Yes (HUD) Yes
aasest |09/21/2000 PATH  [09/21/2009 |09/21/2010[01/01/1991 [male | white (HUD) | Yes (HUD) Yes
aases1 |09/01/2009| 09/21/2009 [PATH | 09/21/2009 | 09/21/2010 [01/01/1991 [male | white (HUD) | Yes (HUD) Yes
aasest |09/21/2000 PATH  [09/01/2009 |09/05/2009 [01/01/1991 [male | white (HUD) | Yes (HUD) Yes
aases1 |09/01/2009| 09/21/2009 [PATH | 09/01/2009 | 09/05/2009 [01/01/1991 [male | white (HUD) | Yes (HUD) Yes
445852 | 10/15/2008 | 09/23/2009 [PATH | 10/15/2008 | 10/15/2010|03/05/1991 [Male  |white (HUD) | o (HUD) Yes





Figure 2 Report Preview
Step 6:  Click on "Download Report" to download the report.  Clicking on "Show All" will only show the first records in the table not necessarily the entire report, if it is large.

Downloading a Report:

Step 1:  Click on "Download Report" to download the report.  
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Download Report

Give your report a filename and password. The
password will be used to encrypt the report. You
will need to UNZIP the report with the password
you choose.
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Figure 3 Creating zip file
Step 2:  Enter a name for the report and a password.  Use names and passwords that are easy for you to remember.  Then click save.  Note that all file downloads are in a csv format.  This means that you will be able to open them in MS excel.  The popup window will show that a file has been compressed and encrypted.  Click on the blue hyperlinked "Click here to download file" to download or "Close window" to go back and start over.
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Figure 4 Downloading file
Step 3:  When prompted click on the "Save to Disk" option.  Remember where you saved the file.  One suggestion is to save it to your Desktop.

Step 4: Locate the file and open it.  You will be asked for the password.  You must have MS Excel to view the file.

Since not all project use the same versions of Windows or Excel, if you are unable to open the file, contact your IT staff for assistance.
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