
Sonoma County:  Data 
Management  



Welcome! 

KRYSTAL MONTGOMERY 
TRAINING ASSOCIATE 

kmontgomery@socialsolutions.com 
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Agenda 

PARTICIPANT DATA 

TOUCHPOINT DATA 

USER DATA 

DATA QUALITY 

DATA PULLS 

DATA VALIDATION 

HUD REPORTS 

MANAGING REPORTS 
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Presenter
Presentation Notes
Lesson: Today we will review…. 
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Learning Objective 

To review tools in ETO that allow you to access your 
data and pull reports from your site. 
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Presenter
Presentation Notes
Lesson: The purpose of today’s lesson is to….




 

 

Standard Reports 

Standard Reports 
300 standard reports in ETO 

Custom Reports 
Query Wizard 
ETO Results 
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Presenter
Presentation Notes
Lesson: Within ETO there are…

Standard Reports
300 standard reports in ETO, but you will probably only 15 or 20

Custom Reports
When a standard report doesn’t meet your needs 





Standard Reports 

Standard Reports 
• Demographic Data 
• Participant Data 
• TouchPoint Data 
• Users Data 
• Data Quality 
• Managing Reports 
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Presenter
Presentation Notes
Lesson: A few examples of ETO’s standard reports are…





Participant Data 
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Participant Data 

In this section we will review the best reports for 
pulling Participant data, when to use them, and steps 

to access them. 
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Presenter
Presentation Notes
Lesson: Here we will cover……we will address the common challenges and the best reports to address the challenges.






  
  
    
   

  
  

   
  

   

Participant Data 

Common Challenges for pulling Participant data 
• Viewing current Caseloads 
• Viewing enrollment, active & dismissed numbers 
• Viewing historical data entry 

Best Reports to Address Challenges 
• Current Caseloads Report 
• Enrollments & Dismissals Report 
• Participant Referral History 
• Review Participant Efforts (New) 
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Presenter
Presentation Notes
Lesson: The Participant Data shows a breakdown of all participants…





 

 
 

Participant Data 

Enrollments & Dismissals 
View Reports (NEW) > Enrollments & Dismissals 

Purpose: To view total 
number of participants 
within a date range 
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Presenter
Presentation Notes
Lesson: Within the Participant Data you can run a report on enrollments & dismissals…
DEMO 

Started the program
Were active in the program, & 
Were dismissed from the program

Common Uses: 
View if staff are adding participants in ETO
View number of people who are in and out of the program
View number of dismissals by reason 
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Participant Data 

Current Caseload Report 
View Reports (NEW) > Caseload Reports > Current Caseload Report 

Purpose: To view a list of 
caseworkers & their 
Participants assigned to then 
& participants who have 
not been assigned to a 
caseload. 
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Presenter
Presentation Notes
Lesson: This report allows you to see the number of enrolled in participants in the specific case worker’s caseload, as well as seeing the total aggregated count of participants that are unassigned…

Common Uses:�
Verify that assignments are being made in a timely fashion
Ensure that staff have a manageable caseload




  

 

 

Participant Data 

Participant Referral History 
View Reports (NEW) > Referrals Reports > Participant Referral History 

Purpose: To view the following 
referral information for a 
participant within a date 
range. 
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Presenter
Presentation Notes
Lesson: This report is ran for a specific participant within a selected date range…

Common Uses: 

View status of referrals
Verify pending referrals are being acted on in a timely fashion




     

 

 

Participant Data 

Review Participant Efforts 
Participant History > Review Participant Efforts (NEW) 

Purpose: To view details regarding 
TouchPoint data entry, attendance, & 
referrals in a date range. 
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Presenter
Presentation Notes
Lesson: This report can be ran to see your organization's efforts towards meeting outcomes for individual participants…
DEMO 

Common Uses: 
Perform a Participant program evaluation
View historical data entry for an individual in a date range




TouchPoint Data 
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TouchPoint Data 

In this section we will review the best reports for 
pulling TouchPoint data, when to use them, and steps 

to access them. 
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Presenter
Presentation Notes
Lesson: Here we will cover……we will also address the common challenges and the best reports to address the challenges.
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TouchPoint Data 

Common Challenges for pulling TouchPoint data 
• Printing & viewing TouchPoints for a single participant 
• Viewing average responses and statistical data for TouchPoint questions 
• Viewing responses for all questions and all participants in specific

TouchPoint 
• Viewing Collection details 

Best Reports to Address Challenges 
• TouchPoint Response Report 
• TouchPoint Aggregate Response Report 
• TouchPoint Flat File 
• Collections Flat File 
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Presenter
Presentation Notes
Lesson: When using the standard reports to pull TouchPoint data…





 
  

  
 

  
 

TouchPoint Data 

TouchPoint Response Report 
View Reports (NEW) > TouchPoint Response Report 

Purpose:  To view & print 
responses to TouchPoint 
questions for a single 
participant. 
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Presenter
Presentation Notes
Lesson: This report is good for pulling statistics about services…

Demo Drill Down Capability
Point out how multiple choice elements display vs. text fields

TP to demo All School Engagement Scale 
Reporting Site

Common Uses:  
Obtain print copy of TouchPoint data for individual’s hard file.
Fax responses to third party for whom participant has authorized release of information.





   

        
 

TouchPoint Data 

TouchPoint Aggregate Response 
View Reports (New) > TouchPoint Aggregate Response 

Purpose: To view a total number of the responses to a TouchPoint within 
a date range. 
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Presenter
Presentation Notes
Lesson: This report provides aggregated responses to TouchPoints that were completed with a date range…
DEMO 

Common Uses:  
View and identify trends in behavior or needs expressed by participants via TouchPoint responses
View cumulative data for specific questions within TouchPoints. 





   

TouchPoint Data 

TouchPoint Aggregate Response 
View Reports (New) > TouchPoint Aggregate Response 
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Presenter
Presentation Notes
Lesson: This report provides aggregated responses to TouchPoints that were completed with a date range…




  
     

           

       

 

    

TouchPoint Data 

TouchPoint Flat File 
View Reports (NEW) > TouchPoint Flat File 

Purpose: To view a table of TouchPoint responses within the ETO interface. 

The Flat File include the option to: 

• Filter results 

• Export to Excel, PDF or CSV. 
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Presenter
Presentation Notes
Lesson: This report will show all TouchPoint responses recorded for the selected Touchpoint…
DEMO 

TIP: Flat file or query wizard quick way to get data without using ETO reports

Common Uses: 
Check data quality for unrequired questions within TouchPoints.
Exporting TouchPoint data out of ETO

Good for checking QA of specific questions on TP forms
Allows you to hold staff who did the entry accountable
Also provides an easy way to compare pre/post scores as they lay side by side
Demo year of 2012 building trusting relationships





 
 

TouchPoint Data 

TouchPoint Flat File 
View Reports (NEW) > TouchPoint Flat File 
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Presenter
Presentation Notes
Lesson: This report will show all TouchPoint responses recorded for the selected Touchpoint…




  
        

    

            

       
 

    

TouchPoint Data 

Collection Flat File 
View Reports (NEW) > TouchPoint Reports > Collection Flat File 
Collection Data: Collection Flat File 

Purpose: To view a table of Collection responses within the ETO interface. 

The Flat File include the option to: 
• Filter results 
• Export to Excel, PDF or CSV. 
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Presenter
Presentation Notes
Lesson: Good for checking QA of specific questions on TP forms. Allows you to hold staff who did the entry accountable. Also provides an easy way to compare pre/post scores as they lay side by side


Common Uses: 
Check data quality 
Exporting Collection data out of ETO





    

TouchPoint Data 

Collection Flat File 
View Reports (NEW) > TouchPoint Reports > Collection Flat File 
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Presenter
Presentation Notes
Lesson: This report will show all TouchPoint responses recorded for the selected Touchpoint…

Good for checking QA of specific questions on TP forms
Allows you to hold staff who did the entry accountable
Also provides an easy way to compare pre/post scores as they lay side by side




User Data 
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User Data 

In this section we will review the best reports for 
pulling User data, when to use them, and steps to 

access them. 
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Presenter
Presentation Notes
Lesson: Here we will cover……we will also address the common challenges and the best reports to address the challenges.






 
  

   
 

 

    
 

 

User Data 

Common Challenges for pulling User data 
• Viewing user roles & access 
• Identifying how many User accounts you have per program 
• Viewing log in details 
• Viewing staff Data Entry 

Best Reports to Address Challenges 
• User Account Details Report 
• Review Staff Efforts Feature 
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Presenter
Presentation Notes
Lesson: When using the standard reports to pull TouchPoint data…





 
     

  
 

User Data 

User Account Details 
View Reports (New) > Management Reports > User Account Details 

Purpose: View the number 
of accounts per program 
& user details 
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Presenter
Presentation Notes
Lesson: This report contains two tabs. The first tab aggregate counts of sites and programs, as well as an un-duplicated count of all user accounts in the selected site(s). The table sub-section displays duplicated aggregate counts of user accounts by site and program. The second tab is sections by site name. Each site name section contains a user account table with detailed information for each user account.

Common Uses: 
Verify appropriate user access after turn overs or promotions
Enforce good login habits




 
   

  

User Data 

Review Staff Efforts (NEW) 
Program Administration > Review Staff Efforts (NEW) 

Purpose: View user’s data entry within a 
date range. 
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Presenter
Presentation Notes
Lesson: This feature allows managers to review and generate a printable report of individual staff efforts and work completed in ETO Software™. Site Administrators can see all staff efforts while Program Managers can only see the staff in the program(s) they manage. 

Common Uses: 
Verify staff are consistently entering data
Ensure data entry is happening in real time




Data Quality 
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Data Quality 

In this section we will review the best reports for run 
data quality, when to use them, and steps to access 

them. 
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Presenter
Presentation Notes
Lesson: Here we will cover……we will also address the common challenges and the best reports to address the challenges.






 
 

    
 

Data Quality 

Common Challenges for pulling Data quality 
• Duplicated Participant records 
• TouchPoints not being submitted 

Best Reports to Address Challenges 
• TouchPoint Submission Report 
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Presenter
Presentation Notes
Lesson: When using the standard reports to run data quality…





 
   

  
  

 

Data Quality 

TouchPoint Submission Report 
View Reports (New) > TouchPoint Submissions Report 

Purpose: To view a list of possible 
duplicate participants based on 
the site’s duplicate check settings 
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Presenter
Presentation Notes
Lesson: Common Uses:  
Identify participants who have not completed a mandatory TouchPoint (Intake TouchPoint)
Identify participants who may have duplicate TouchPoint entries




   

Data Quality 

TouchPoint Submission Report Continued 
View Reports (New) > TouchPoint Submissions Report 
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Presenter
Presentation Notes
Lesson: Common Uses:  
Identify participants who have not completed a mandatory TouchPoint (Intake TouchPoint)
Identify participants who may have duplicate TouchPoint entries




 HMIS Data Pulls 
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HMIS Data Pulls 

In this section we will review HMIS Data Pulls, when 
to use them, and steps to access them. 
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Presenter
Presentation Notes
Lesson: Here we will cover……





  

        

HMIS Data Pulls 

Reports > HMIS Data Pulls & APR 

Purpose: Helps software to know what data and which date range to pull 
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Presenter
Presentation Notes
Lesson: The purpose of data pulls are….






 

HMIS Data Pulls 

Step 1: Select “Create Data Pull” 
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Presenter
Presentation Notes
Lesson: To create a new data pull you will…

DEMO 





    
  

HMIS Data Pulls 

Step 2: Select a Hash Status, Scope and Grant Start/End Date 
Step 3: Click Submit, to start the process 
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Presenter
Presentation Notes
Lesson: The second step to pulling data is…
Checking the box next to the “Include Readable CSV” will allow you to obtain an additional readable file (we do not recommend checking this box as it adds additional time)
Check the “Notify upon completion” box to receive an email when the data pull has been completed
Check the “Refresh automatically” to have the data pull refresh on a reoccurring basis

 





    

HMIS Data Pulls 

Step 4: Open the data pull once the check mark is in the description 
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Presenter
Presentation Notes
Lesson: When the data pull is ready there will be a check in the description box






Data Validation 
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Data Validation 

In this section we will review Data Validation, when to 
use them, and steps to access them. 

41 

Presenter
Presentation Notes
Lesson: Here we will cover……





 
 

Data Validation 

Accessing HMIS Data Validations 
Reports > HMIS Data Validations 
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Presenter
Presentation Notes
Lesson: To access HMIS data validations you will…





    
  

Data Validation 

Purpose: To check the ETO data against HUD's data collection 
requirements and flag any problems 
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Presenter
Presentation Notes
Lesson: The purpose of data validation is, because the data validation report is an internal ETO report that was built so customers can do regular data quality checks…






  

Data Validation 

Step 1: Select “Run Validation” 
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Presenter
Presentation Notes
Lesson: The purpose of data validation is…






    
  

Data Validation 

Step 2: Select a Hash Status, Scope and Grant Start/End Date 
Step 3: Click Submit, to start the process 
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Presenter
Presentation Notes
Lesson: At this point you will select……and then click submit






    

Data Validation 

Step 4: Open the data validation once the check mark is in the 
description 
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Presenter
Presentation Notes
Lesson: When the data validation is ready there will be a check in the description box letting you know






HUD Reports 
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HUD Reports 

In this section we will review HUD Reports, when to 
use them, and steps to access them. 
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Presenter
Presentation Notes
Lesson: Here we will cover……
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HUD Reports 

Reports in HMIS 

• Annual  Performance Review (APR) 
• Provider  level  report 

• Consolidated Annual performance and Evaluation  Report 
• Used  for  organizations using ESG Grants 

• Data Quality Report 
• Allows  COCS  and  grantees to review demographic and  HUD Assessment  

TouchPoint  data 

• System Performance Measures  Report (SPM) 
• COC  report  that  aggregates  data 

49 

Presenter
Presentation Notes
Lesson: Here are the HUD reports that can be used within your organization…
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HUD Reports 

Reports in HMIS 

• Annual  Performance Review (APR) 
• Provider  level  report 

• Consolidated Annual performance and Evaluation  Report 
• Used  for  organizations using ESG Grants 

• Data Quality Report 
• Allows  COCS  and  grantees to review demographic and  HUD Assessment  

TouchPoint  data 

• System Performance Measures  Report (SPM) 
• COC report that aggregates data 
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Presenter
Presentation Notes
Lesson: Here are the HUD reports that can be used within your organization…
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–

LIMITATION 

COMPLETE AT LEAST 
ONE SUCCESSFUL HMIS 

DATA PULL 
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Presenter
Presentation Notes
Lesson: When Running HMIS Reports, you must…
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–

LIMITATION 

CAN ONLY USE DATA 
PULLS THAT YOU 

CREATED UNDER YOUR 
USER WHEN RUNNING A 

REPORT 
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Presenter
Presentation Notes
Lesson: When Running HMIS Reports, you must…




  

HUD Reports 

Accessing HUD Reports 
Reports > HMIS Data Pulls & APR > Go To 
Reporting Site 
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Presenter
Presentation Notes
Lesson: To access HMIS data validations you will…





  

HUD Reports 

Accessing HUD Reports 
Reports > HMIS Data Pulls & APR > Go To Reporting Site 
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Presenter
Presentation Notes
Lesson: Once you are on the Reports page you will choose the toggle next to HMIS and then click the Play Icon on the report you want to use…





  

HUD Reports 

Running HUD Reports 

Select the Data Pull and Report 
Start/End date 
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Presenter
Presentation Notes
Lesson: Here you will select the complete data pull that you wish to use and click Run Report…





 

HUD Reports 

Running HUD Reports 

Checking Status of Report 
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Presenter
Presentation Notes
Lesson: Here you will see that status of your report…





 

HUD Reports 

Running HUD Reports 

Accessing the Report you ran 
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Presenter
Presentation Notes
Lesson: When the status shows as completed you can click the green title of your report to open it…





Manage Reports 
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Manage Reports 

Site managers and above can set security for the 
reports so that users can view reports in the system. 
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Presenter
Presentation Notes
Lesson: Site managers and above can set security for the reports so that users can view reports in the system.
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Manage Reports 

Common Challenges 
• Users cannot access reports 
• Feeling overwhelmed due to the long list of reports on the View Reports 

page. 
• Unsure of which reports to use. 

Best Practice to overcome: 
• Create a Custom Rule 
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Presenter
Presentation Notes
Lesson: Common Challenges for managing reports…





   
      

 

 
    

Manage Reports 

Site Administration > Manage Site Navigation 
Create a Custom Rule for the Navigation Bar allowing staff to access View 
Reports (New). 

Steps: 
• Click the green ‘Manage Rules’ on the top right column 
• Click Add New Rule 
• Name the rule and select roles. 
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Presenter
Presentation Notes
Lesson: To manage reports first click on “Manage Rules”…

Select Staff and above > Add New Rule > name Rule > Select Roles




   

 
      

  

Manage Reports 

Site Administration > Manage Site Navigation 

Steps: 
• Double click the ‘Staff’ user role and each one above it to move to the box on 

the right. 
• Click Go to save. 
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Presenter
Presentation Notes
Lesson: Here you will…
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Manage Reports 

Site Administration > Manage Site Navigation 

Steps: 

• right column and click Select the rule you created in the drop box in the far 
save at the bottom 

• On the row that says View Reports, click the radio button in the ‘Show using CX 
Rules’ column. 
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Presenter
Presentation Notes
Lesson: Here you will…



 

Manage Reports 

Adding Reports 
Site Administration > View Reports (New) 
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Presenter
Presentation Notes
Lesson: Find the report you want to add & click on the name

Looks the same as View Reports




       
 

Manage Reports 

Give permission to the roles and programs that should be able to view the 
report. 
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Presenter
Presentation Notes
Lesson: Here you give permissions to the roles and programs that should be able to view the report. 
**Click Edit on previous screen
1. Select the category where you want the report to appear.
2. Write a description.
3. Check the boxes associated with the user roles who should have access to the report (Acts the same as TouchPoint Security).




 

Manage Reports 

Editing Reports 
Site Administration > Manage Reports (New) 
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Presenter
Presentation Notes
Lesson: Find the report you want to add & click Edit.

Looks the same as View Reports




  
  

Manage Reports 

Uncheck the boxes associated with the user roles and programs who should 
NOT have access to the report. 
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Presenter
Presentation Notes
Lesson: Here you can…
(Acts the same as TouchPoint Security)




  

  

 

   Welcome to Office Hours! 
• Please use this time to 

ASK QUESTIONS ABOUT FUNCTIONALITY 

ASK TRAINER TO REDO A DEMO 

ASK REAL-LIFE APPLICATION QUESTIONS 
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Presenter
Presentation Notes
Lesson: 




  
 

We Value Your Feedback! 

To help us improve our training, 
please complete the survey! 
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Presenter
Presentation Notes
http://survey.clicktools.com/app/survey/go.jsp?iv=3xrbfihtheq7&amp;q1=001j000000OJriS&amp;q2=003j000000e4T6P




  
    

Thank you for joining us! 
CONTACT US ANYTIME AT SUPPORT@SOCIALSOLUTIONS.COM OR LOGIN TO THE HELP CENTER! 
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