
 

IDA Quarterly Data Cleanup | Part 1 Instructions for FOs 
 

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

1. Login to Outcome Tracker (OT). 

2. Click the Reports tab. 

3. Go to Shared Reports > Oregon IDA Network - Shared Network Reports > Quarterly Reports 

4. Click:  NP Data Collection--Intake Data Report 

• Later, repeat all steps for:  NP Data Collection--Exit Data Report 

5. Click the Results tab. (NOTE: Click only once. It loads very slowly, so give it a minute.) 

6. When the Results tab loads, you’ll see a new screen. 

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. 

• NOTE: Please use the dates from the Part 1 reminder email (dates change each quarter). 

• 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.) 

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.) 

12. When the prompt appears, select Save File. Click OK. 

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. 

• 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 

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. 

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

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

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

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

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

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

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

23. IMPORTANT – Repeat all steps for:  NP Data Collection--Exit Data Report 

24. 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. Go to Shared Reports > Oregon IDA Network - Shared Network Reports > Quarterly Reports 

4. Click:  NP Data Collection--Intake Data Report 

• Later, repeat all steps for:  NP Data Collection--Exit Data Report 

 
 
 

5. Click the Results tab. (NOTE: Click only once. It loads very slowly, so give it a minute.) 
 

 
 
 



 
 

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

 
 
 

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. 

• NOTE: Please use the dates from the Part 1 reminder email (dates change each quarter). 

• 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.) 

 

 
 
 
 
 
 
 



 
 

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.) 

 

 
 
 
 

12. When the prompt appears, select Save File. Click OK. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

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. 

• 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 
 

 
 
 
 

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.) 
 

 



 
 

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

 
 
 
 

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

 
 
 
 
 
 
 
 
 
 
 
 



 
 

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

 
 
 

 
 
 
 
 
 
 
 
 
 
 



 
 

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

 
 
 

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

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

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

23. IMPORTANT – Repeat all steps for:  NP Data Collection--Exit Data Report 

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

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

