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Practices and Quality Assurance Webinar Series:

Downloading and Formatting a File

Step by step instructions for downloading a file from the MAPP HHTS as a
worker or read only user role and saving it as an excel wordbook with helpful

formatting.

April 25, 2019




April 25, 2019 2

Downloading a File

Must be logged into the MAPP HHTS as either a worker or read only role
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Navigate to the home screen and click on the
‘Download File...” quick link

X 2 x
My Assignments... Create Task
My Members... There are no records to display
Member CIN Search...
My Tasks

View Submitted Referrals...
Billing Support...
Daily Digest...
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Click on the Download Button located in the upper right

hand corner

Search File Downloads

Search File Downloads

Search Criteria

File ID
[¥] Health Home Assignment File
W] mMce Assignment File

File Type [V Acuity Download

[¥] Assessment Download

[ Billing Suppart Information Download

Select All

Deselect all

[V ezed1_13328
[Jo11782_21835
Downloaded by [ 012483ak_3142
[ o21105_17022
[ 0218s_22439

Select All

Deselect All

From Date

Search

File Status

To Date

Click Here
'3 Downled. b Refresh [ (B[ 2
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In the popup box that appears select the appropriate file,
select ‘Comma Separated Values (.csv) as the file
format, and hit Download.
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Once the file has processed use the action button to
download the file

Search Results
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Saving a Downloaded File

How to save a file downloaded from the MAPP HHTS In the .csv format as an excel
workbook
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Saving the .csv file as an .xlIsx

Files can be downloaded from MAPP HHTS in either an .csv or .txt format.
For ease of use we suggest using the .csv file and saving the file in an excel
format prior to using any excel functions/formatting to review the file. To do

this:

1. After opening the .csv file go to file
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Saving the .csv file as an .xlIsx
©

HAF_13167/5_ 00954572 041619 1343.csv - kxcel

b. Rename the file to
Save AS something memorable

for you

5. Click on

2. Click on Save as

=T

3. Click on the arrow to &
expand the file format ) St tewYorsareOticeof.
O pti O n S Save As Erin.Eisenhardt@health.ny.gov

P click save as OneDrive - New York State Offic... t G: > HealthHomes > Eri
Erin Eisenhardt@health.ny.gov HAF_1316775_00954572_041619_1343

ited) (*.csv)

Excel Workbook (*.xdsx)

L4

C5V

- ook (*xlsm)

Excel Binary Workbook (*xlsh)

: ) 4. Select the Exci - - ) 3. click on the arrow to
Rrint & OneDrive  Workbook option Excel 97-2003 Workbook (*.ds) = lexpand the file format
XML Data (*xml)
4. SeIeCt the excel Share »:E\ , Single File Web Page (*.mht, *.mhtml) 10:37 AM
. C=fF| Other Web Locations Web Page (“.htm, *html)
workbook options : -
Etl This PC Excel Macro-Enabled Tel:nplate (*.xltm)
Publish = Excel 97-2003 Template (*xlt)

Text (Tab delimited) (*.bd) 2:41 PM

5- Rename the flle Close + Add a Place Unicode Tesxt (")
XML Spreadsheet 2003 (*xml) 10:38 AM
. Microsoft Excel 5.0/95 Workbook (*.xds)
6. Click save Browse
Formatted Text (Space delimited) (*.prn)
Text (Macintosh) (*.bdt)

D3 Text (M5-DOS) [*.xt) B
CSV (Macintosh) (*.csv)
CSV (MS-DOS) (".csv) Ll
DIF (Data Interchange Format) (*.dif)
SYLK (Symbolic Link) (*.slk) :16 AM
Excel Add-in (*.xlam)
Excel 97-2003 Add-in (*xla) .41 PM
PDF (*.pdf)
XPS Document (*xps)
Strict Open XML Spreadsheet (".xlsx) SRR AN
OpenDocument Spreadsheet (*.ods)

File Specifications 871472018 10:36 AM
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Suggested Formatting

How to format a file in excel to assist in reviewing the file
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The top row, which contains the headers, can be frozen
In excel. This allows you to view the header information
when looking at data in the middle or end of the excel
document:

ile me ulas ata i ’ o do
I:l D II:'J Ruler | Farmula Bar ! —_ " I BN ez S EE )
ot Ce
rrafige Freeze ]

Synchronous Scrolling )
Switch Macros

Marmal Page Break Page Custom  [/] Gridlines v Headings Zoom et Window Position |y
e e indows ~

Preview Layout Views

Workbook Views Show 1 Click an the view

H ©- : tab

columns visible while the rest of
£ (| 5

£EP rOWS an

e workshee

)
eep the top row visible
ol

reeze Lo
3. Click on ;I Keep the first column visible while scrolling
Freeze top row through the rest of the worksheet.

12 - I
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Add filters to the column headers, this allows you to filter out
data you do not want to focus on or to data you would like to
focus on

)
L

Insert Page Layout Formulas Data Tell me what you want to do

e Sy — (== E‘:'x = 3 AutoSum -
o Calibri === ®- EWapText General - " # | Normal Bad Good Meutral Calculation e B Ill @, O
P |t3 E@Copy ) . C d' I F pt . IEElrt [‘JzEllet F t EFHI' d&  Sh Web:
aste \ B I U- === =E=3= Merge & Center - $ - 1 onditional Format as lZI Explanatory ... |Input Linked Ce Note - nsel elete Forma Ain are ebex
- ~ Format P d -) Formatting~ Table~ - - - Clear - Filter = Felect~ ThisFile -
Clipboard 1 Click an or make ] Alignment ] MNumber ] Styles . Cells iti 2 SortAtoZ ebex
H ©- - sureyouareonthe 5. glf“r:tk on sort ot Zto A
gnd rier
home tab Custom Sort...
Al S £ | ="Member ID"
#. click on
filter
. Highlight the first row
v clicking over the 1
Formula Bar
A B C D E F G H 1 1 K L M N o} P Q R 5 T U v W X Y 7 AA AB AL
1 I_rﬁemberl First Nam: Last Name DOB County of County of Gender | HH Assign Managed Managed Health Ho Health Ho Health Ho Medicaid Medicare MDW Mer MDW Mer MDW Mer MDW Mer MDW Mer MDW Mer Date Of P: Acuity Scc Risk Score Qutpatien DOH Com|Service 1: Service 1: Service 1: Sel
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13
=] O m &2 4 (@9 MAF_1333485_04342316_042419_1319 - Exc
Insert Page Layout Farmulas Data View Help D Tell me what you want to do
ol —
Paste o u- . e A === €= = Merae B Center ~ - 9% » 58 % Cl:lnditi!:nnal Forr
o Farmatting~ Ta
Clipboard = 3 Click here to I Alignment iD'_;Tr?[;TEIEIECHEk Mumber la Style
a1 Bold the text . £ | —"Member) ©N"Wrap Text
A | B C D E F G H I J K L
I |
1. Highlight
the first row
by C“%“"”ﬁ County County HH Managed Health
over the of Fiscal of Fiscal Assignm Care Plan Home
Responsi Responsi ent MMIS Managed MMIS Health
ember |First Last bility bility Created Provider Care Plan Provider Home
ID ~ Name |~ /Name |~|DOB |~|/cCode |+|Desc |~|Gendei~|/Date [~|/iID [~/Mame [~/iID [+|/nPm [+]
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