Instructions for using the 
Single Data Entry Non-HMIS PL List (Version 0.1 Beta)
[bookmark: _GoBack]Accessing the document: - Be sure to Download the file to your computer. Once you open it in Microsoft EXCEL, you will need to “enable editing” and then “enable content” – Please note that you should only do this with trusted documents.
Navigating the document
· There are 6 visible worksheets (tabs) in this document, however…
· The first two are the only sheets that should be used for entering/changing any client data.
· If your Data Entry sheet is getting full please add rows to the table (right click on any cell and select “Insert” and then select “Table Rows Above”)
· Using Tab to move through the data entry sheet will make it easy to move from cell to cell. 
· Data Validation may give you an error if you type in an incorrect value.
· If you see an error message, you should hit cancel – this will clear the cell contents
· Be sure to check for dropdown options
· If you have text in a column, the sheet will autofill the cell as you type. Be sure the suggested fill is correct before you hit tab.
· The Data Entry Sheet is divided into three sections: CE Intake, Housing Referral, & Leaving PL. Use the color-coded buttons to jump quickly between sections.
Putting new clients in the document
· Always use the Data Entry Worksheet (First tab)
· Always hit “refresh all” after completing new entries or updates.
Maintaining client status
· When Clients change status from Active/Housed/Inactive they should remain on the data entry page with the relevant data updates applied
· Use the dropdown categories for client status and referral to make sure they appear on the correct list.
Merging/providing data to external sources
· Only copy data from the specific worksheets that you need to pull data from.
· The Data Entry sheet does not correspond with HMIS exports and should NOT be used to merge data.
