IDA Quarterly Data Cleanup | Part 1 Instructions for FOs

SUMMARY: Downloading & Formatting Data Reports (Intake & Exit)
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Login to Outcome Tracker (OT).
Click the Reports tab.
Go to Shared Reports > Oregon IDA Network - Shared Network Reports > Quarterly Reports
Click: NP Data Collection--Intake Data Report
e Later, repeat all steps for: NP Data Collection--Exit Data Report
Click the Results tab. (NOTE: Click only once. It loads very slowly, so give it a minute.)
When the Results tab loads, you’ll see a new screen.
Scroll to the right. You’ll see the Prompted Fields.
Update the Prompted Fields to the start date and end date of the quarter you’re reporting.
e NOTE: Please use the dates from the Part 1 reminder email (dates change each quarter).
e Example of past Start Date & End Date (do not use these exact dates):
o IDA Account Application Date From Date = 01/01/2021
o IDA Account Application Date To Date = 03/31/2021
Click GO. (NOTE: Click only once. It loads very slowly, so give it a minute.)
When the screen changes, scroll all the way to the right until you see the Tasks box.
Click Export to Excel. (NOTE: Click only once. It loads very slowly, so give it a minute.)
When the prompt appears, select Save File. Click OK.
The Excel spreadsheet will likely save in your Downloads folder. Your browser may also have
shortcuts to quickly open it — such as the downloads button, or at the bottom of the browser.
e Note: Your browser may block the OT download/pop-up.
In Firefox, you can allow OT downloads/pop-ups here:
Settings > Privacy & Security > Permissions > Block pop-up windows >
Exceptions > Address: https.//www.vistashare.com > Allow > Save
Open the Excel spreadsheet (you’ll now apply Conditional Formatting to highlight blank cells).
Click the small box with the triangle (in the top left corner). This will select all cells.
In the Toolbar, click “Conditional Formatting”. A drop-down menu will appear. Click “New Rule”.
Click “Format only cells that contain". Change “Cell Value” to “Blanks”. Click the “Format” button.
Click the “Fill” tab. Select any bright color. Click OK twice.
Blank cells will now be highlighted, showing where data is missing in OT.
After creating both spreadsheets, review them for blank cells (now highlighted).
For data you don’t have, see Handling Missing Data in the Part 1 & 2 Overview (see Toolbox).
Enter as much missing data in OT as possible by the due date.
IMPORTANT — Repeat all steps for: NP Data Collection--Exit Data Report

Email Derrick with any questions, and to briefly confirm completion of Part 1.


https://oregonidainitiative.org/ida-providers/ida-providers-toolbox/

SCREENSHOTS: Downloading & Formatting Data Reports (Intake & Exit)

1. Login to Outcome Tracker (OT).

2. Click the Reports tab.

3. Goto Shared Reports > Oregon IDA Network - Shared Network Reports > Quarterly Reports
4. Click: NP Data Collection--Intake Data Report

o Later, repeat all steps for: NP Data Collection--Exit Data Report
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5. Click the Results tab. (NOTE: Click only once. It loads very slowly, so give it a minute.)

Title NP Data Collection—Intake Data Report |

Description Identify data fields that are blank based on Application Date, to be used at every quarterly report for the period being reported on.

General | Results Columns Joins Sort Filter Summarize Dependencies

Folder Quarterly Reports ~ Show folders

Include Data From | Parent and Member Agencies |
Owner Ibonham

Export Name |NP Data Collection--Intake Data Report_ | e

Created 07/10/2019 04:08:27 PM
Modified 10/28/2020 06:46:28 PM

Columns System Name ID
Full Name Last First Mdl
Address
City
State
Zipcode
Cnninty




6. When the Results tab loads, you’ll see a new screen that looks like this:

General | Results | Columns Joins  Sort  Filter Summarize | Dependencies

Beginning

System Full Name Client Cr Client e Client B iy e IDA Application

Name D Last First Mg Address City State  Zipcode County Gender  Birthdate Ethnicity 61 ity pmﬂ%ﬁ;;‘w‘“w S e pmmi?éf}"\‘egruaga Broflevateran P’“"‘Y‘iﬁﬁsm Profile Disability

7. Scroll to the right. You’ll see the Prompted Fields.

8. Update the Prompted Fields to the start date and end date of the quarter you’re reporting.
e NOTE: Please use the dates from the Part 1 reminder email (dates change each quarter).
e Example of past Start Date & End Date (do not use these exact dates):
o IDA Account Application Date From Date = 01/01/2021
o IDA Account Application Date To Date = 03/31/2021

9. Click GO. (NOTE: Click only once. It loads very slowly, so give it a minute.)

- Prompted Fields (-]

IDA Account Application Date [g1/01/2021 ™8] (mmiddiyyyy) IDA Account Application Date [g3/31/2021 75| (mmrddiyyyy)

From Date To Date
- -

NP Data Collection-Intake Data Report
Rows 1 to 100 of 257
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e N Met Worth P Profile. AFl - Profile ARl Profile.Education Profile. Employment Profile_ Household'S . S
Profile_Disability =~ Net Worth iy Household  Certifying Account : I Housing Situation -
; (Excludes - Household ~ House Completed Status Housing Situation
(assets Un T Income Eligibility ~ Match Group Adul Child Other
deb. p 10 (particip. Source LB eren
minus 560,000 OF | *
R | Funding
etirement)

Source




10. When the screen changes, scroll all the way to the right until you see the Tasks box.

11. Click Export to Excel. (NOTE: Click only once. It loads very slowly, so give it a minute.)

Tasks
Total Records 257 Refresh Retum to Reports
Export to Excel
e
Go
Next
licat DA | IDAApplicat IDA | IDA Application | o oy o 3 F I F I e DA DA DA mp [k A‘DA t A o t
plication PRICANON s Application | Application | Profile Business PRICALoN | ication nancia nancia Capabilities Partner IDA Account coourt | cuscoun
iseholdS | Account | Profile Receive Profile Business . Capabiliies | Capabilities ccount | Account | Account | Account Maximum | Maximum
Profile.Self | Profile.Self  Gross Sales, Profile.Parents Scale.Participant Financial | Collaborative
ituation - Intended  Federal Housing = Profts, Last Scale.Enrollment | Scale Total ) Application  Enrollment ~ Opened ~ Match Annual | Total
mployed? | Employed? | Last Calendar Highest Level Declines To Institution Name
er Use Assistan... ot Calendar Year Begin Date  Fcs Score Date Date Date Rate Savings | Savings
er Year Of Education Answer Name Py
atched | Matched
12. When the prompt appears, select Save File. Click OK.
Opening NP Data Collection--Intake Data Report_.csv X Quick Query Export x
1 . Your Query is being processed. A comma separated value (CSV) file will be downloaded shortly.
You have chosen to open i 9P P Y
03/31/2021 =| NP Data Collection--Intake Data Report_.csv
L Export Complete. You can download your file here if it does not download
which is: Text Document (144 KB)
automatically.
from: https://www.vistashare.com
- - Ny Close
| What should Firefox do with this file? r
It
() Openwith | Notepad (default) > L
(@ Save File
[J Do this automatically for files like this from now on. DA IDA Application DA Application DA Financial Financial Financial
ation 6| ication  Profile Business pplicz Application - . Capabilities
pp! p:
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oyment  Profi e Self-  Gross Sales, Profile. Parents’ Scale.Participant
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13. The Excel spreadsheet will likely save in your Downloads folder. Your browser may also have

shortcuts to quickly open it — such as the downloads button, or at the bottom of the browser.

e Note: Your browser may block the OT download/pop-up.
In Firefox, you can allow OT downloads/pop-ups here:
Settings > Privacy & Security > Permissions > Block pop-up windows >
Exceptions > Address: https://www.vistashare.com > Allow > Save

© & https .vistashare.com/QutcomeTracker/Reports/Query/Results?id=198902 e &ty vin@D @ d] =
Quick Query Export ®
Your Query is being processed. A comma separated value (CSV) file will be downloaded shortly
Export Complete. You can download your file here if it does not download
automatically
Close
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4
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14. Open the Excel spreadsheet (you’ll now apply Conditional Formatting to highlight blank cells).
15. Click the small box with the triangle (in the top left corner). This will select all cells.
(NOTE: This example shows fake participant data.)
Clipboard [ Font [ Alignment [ MNumber [ Styles
Al M j\ System Name ID
d A B C D E F G H | J K L M N 0 P
1 [System NeFull Name Last Fit Address City State  Zipcode Phone County Gender Birthdate Marital St Ethnicity Client Profile.Eth Client Profile.Hispanic? Client Profile.Country of Origin Client Profil)
2 11111 Russell Wilson 1234 N1stSt  Portland OR 98745 503-123-4567 Multnomah M 2/15/1982 Single No United States English
3 12111 Aaron Rodgers 5678 S 2nd Ave OR 96325 503-123-4568 Lane 2/16/1982 Single  White No United States. English
4 13111 Serena Williams 9101E3rd Pl  Springfield OR 503-123-4569 Lane F 2/17/1982 African American No United States English
5 14111 Drew Brees Roseburg OR 96538 503-123-4570 Douglas M Married  White No United States. English
(] 15111 Richard Sherman 1500 N 5th La Grande OR 12488 503-123-4571 Union M 2/19/1982 Single  African American No United States English
7 16111 Ken Griffey, Jr. 1257 S 6th St OR 45879 Deschutes M 2/20/1982 Married  African American United States
8 17111 Ichiro Suzuki 6265E7thDr  Medford OR 39447 503-123-4573 M 2/21/1982 Married | Asian No Japan Japanese
9 18111 David Beckham 9754 W 8th Ave Roseburg OR 32498 503-123-4574 Douglas M 2/22/1982 Married White No England English
10 19111 Michael Jordan 5367 N 9th Coos Bay OR 97854 503-123-4575 Coos M 2/23/1982 Divoriced African American No United States English
1 10111 Princess Ariel ~ 4321S10th Pl StHelens OR 96632 503-123-4576 Columbia F Seperatec Other No English
12 11211 Princess Jasmine 9876 E 11thRd  Albany OR 503-123-4577 Linn F 2/25/1982 Married  Middle Eastern No Saudi Arabia Arahic
13 11311 Bigfoot 456 W 12th St OR 45791 503-123-4578 Jefferson M 2/26/1982 Single  Other No United States
14| 11411 Cinderella 9711N13th Pl Sandy OR 97884 503-123-4579 Clackamas F 2/27/1982 Divoriced White No England English
15 11511 Mia Hamm 545514thLn  Hillsboro OR 12355 503-123-4580 Washington F 2/28/1982 Married No United States English
16




16. In the Toolbar, click “Conditional Formatting”. A drop-down menu will appear. Click “New Rule”.

E”t Calibri -l - A A | == % | BeWapTet General ’__‘D,‘J Normal
opy
Fo::at Painter ru- & - A- | E== Merge & Center - 3% v | %838 Fcoor:ndaig;:nngalv FC_;_’;E:'ES I:
board ra Font P Alignment ra Mumber [P
| j], System Name ID

B 9 D E F G H J K L
In Mi Full Mame Last Fit Address City State Zipcode Phone County Gender Birthdate Marital Sti Ethnicity Clier
111 Russell wilson 1234 N 1st St Portland OR 98745 503-123-4567 Multnomah M 2/15/1982 Single
111 Aaron Rodgers 5678 S 2nd Ave OR 96325 503-123-4568 Lane 2/16/1982 Single White
111 Serena Williams 9101 E 3rd PI Springfield OR 503-123-4569 |Lane 2/17/1982 African Americ
111 Drew Brees Roseburg OR 96538 503-123-4570 Douglas Married White
111 Richard Sherman 1500 M 5th La Grande OR 12488 503-123-4571 Union 2/19/1982 Single African Americ
111 Ken Griffey, Ir. 1257 S 6th St OR 45879 Deschutes 2/20/1982 Married  African Americi
111 Ichiro Suzuki 6265 E 7th Dr Medford OR 39447 503-123-4573 2/21/1982 Married Asian
111 David Beckham 9754 W 8th Ave Roseburg OR 32498 503-123-4574 Douglas 2/22/1982 Married White

17. Click “Format only cells that contain". Change “Cell Value” to “Blanks”. Click the “Format” button.

Preview: No Format Set Format..

Tlipboard & Tont ATignment TIumBer THyles Te
M j\ System Name ID
A B C D E F G H | J K L M N 0 P
System NeFull Name Last Fit Address City State  Zipcode Phone County Gender Birthdate Marital StiEthnicity Client Profile.Eth Client Profile.Hispanic? Client Profile.Country of Origin Client Profile.Lang|
11111 Russell Wilson 1234 N1st5t  Portland OR 98745 503-123-4567 Multnomah M 2/15/1982 Single No United States English
12111 Aaron Rodgers 5678 S 2nd Ave OR 96325 503-123-4568 Lane 2/16/1982 Single  White No United States English
13111 Serena Williams 9101E3rdPl  Springfield  OR 503-123-4563 Lane F 2/17/1982 African American No United States English
14111 Drew Brees Roseburg OR te No United States English
15111 Richard Sherman 1500 N 5th La Grande OR n American No United States English
16111 Ken Griffey, Jr. 1257 S 6th St OR Select a Rule Type: can American United States
17111 Ichiro Suzuki ~ 6265E7thDr  Medford = Format all cells based on their values n No Japan Japanese
18111 David Beckham 9754 W 8th Ave Roseburg = Format only cells that contain |ite No England English
19111 Michaellordan 5367N9th  CoosBay  OR + Farmat only tap or bottom ranked values can American No United States English
10111 Princess Ariel ~ 4321S10thPl StHelens  OR = Format only values that are above or below average ar No english
11211 Princess Jasmine 3876E 11thRd  Albany OR - Fomat only unique or duplicate ralues dle Eastern No Saudi Arabia Arabic
N w Use a formula to determine which cells to format -~
11311 Bigfoot 456 W 12th St OR er No United States
11411 Cinderella 9711 N 13th Pl Sandy OR Edit the Rule Description: |ite No England English
11511 Mia Hamm 545514thLn  Hillsboro OR ) No United States English
Format only cells with:




18. Click the “Fill” tab. Select any bright color. Click OK twice.

Clipboard ] | Font ] | Ali t |

v| : |x v j‘;:| System Name ID

| MNumber | Font | Border |

Background Color: Pattern Color:

Mo Color | Automatic
Pattern Style:

ove or below average
e values

ich cells to format

Clipboard =l Font

=1 I n

| H |x v ﬁ| System Name ID
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Select a Rule Type:

=~ Format all cells based on their values

'+~ Format only cells that contain

~ Format only top or bottom ranked values

= Format only values that are above or below average
= Format only unique or duplicate values

= Use a formula to determine which cells to format

Edit the Rule Description:

Format only cells with:




19. Blank cells will now be highlighted, showing where data is missing in OT:

T Ffamatbane | 2= L e E L A A Formatting = Tablew [ dif = <
Clipboard ] Font ] Alignment F] Number F] Cells
1 A f\ System Name ID
] A B @ D E F G H ] K L 0 p
System N: Full Name Last Fir Address City State Zipcode Phone County Gender Birthdate Marital StiEthnicity Client Profile.Eth Client Profile.Hispanic? Client Profile.Country of Origin Client Profile.Langu
11111 Russell Wilson 1234 N 1stSt  Portland OR 98745 503-123-4567 Multnomah M 2/15/1982 Single No United States English
12111 Aaron Rodgers 56788 2nd Ave OR 96325 503-123-4568 Lane 2/16/1982 Single  White No United States English
13111 Serena Williams 9101E3rd Pl Springfield  OR 503-123-4569 Lane F 2/17/1982 African American No United States English
14111 Drew Brees Roseburg OR 96538 503-123-4570 Douglas M Married White No United States English
15111 Richard Sherman 1500 N 5th La Grande OR 12488 503-123-4571 Union M 2/19/1982 Single  African American No United States English
16111 Ken Griffey, Jr. 1257 S 6th St OR 45879 Deschutes M 2/20/1982 Married  African American United States
17111 Ichiro Suzuki 6265E7thDr  Medford OR 39447 503-123-4573 M 2/21/1982 Married  Asian No Japan Japanese
18111 David Beckham 9754 W 8th Ave Roseburg OR 32498 503-123-4574 Douglas M 2/22/1982 Married  White No England English
19111 Michael Jordan 5367 N Sth Coos Bay OR 97854 503-123-4575 Coos M 2/23/1982 Divoriced African American No United States English
10111 Princess Ariel ~ 4321510th Pl St Helens OR 96632 503-123-4576 Columbia F Seperatec Other No English
11211 Princess Jasmine 9876 E 11thRd  Albany OR 503-123-4577 Linn F 2/25/1982 Married Middle Eastern No Saudi Arabia Arabic
11311 Bigfoot 456 W 12th St OR 45791 503-123-4578 Jefferson M 2/26/1982 Single Other No United States
11411 Cinderella 9711N13th Pl Sandy OR 97884 503-123-4579 Clackamas F 2/27/1982 Divoriced White No England English
11511 Mia Hamm 545514thLn  Hillsboro OR 12355 503-123-4580 Washington F 2/28/1982 Married No United States English

20.
21.
22.
23.
24.

After creating both spreadsheets, review them for blank cells (now highlighted).

For data you don’t have, see Handling Missing Data in the Part 1 & 2 Overview (see Toolbox).

Enter as much missing data in OT as possible by the due date.

IMPORTANT — Repeat all steps for: NP Data Collection--Exit Data Report

Email Derrick with any questions, and to briefly confirm completion of Part 1.



https://oregonidainitiative.org/ida-providers/ida-providers-toolbox/

