Quick Sheet: Saving your MHIS Batch Upload

Saving your MHIS Batch Upload as a Comma Delimited Text File

** If your EHR generates your text file for batch reporting, go directly to the MHIS upload process

1. Begin by completing the MHIS Batch Template to include all of your reporting information.

a. The current general reporting batch templates can be found on the MHIS TA Webpage
i. MHIS General Reporting Batch Template
ii. MHIS Crisis Reporting Batch Template

b. Do not add or delete any columns from the batch template.
i. If you are not required to report on a column leave that space blank
ii. If you do not have the required information for a column please use the

appropriate “unknown” code.

2. After you have entered your data, save your file as an “Excel Workbook”.

| = |
)« MHIS » Batch Testing » - |¢f| | Search Batch Testing 0 |
Organize « New folder 4= - I@l
i MName Date modified Type
J Provider Specific 2/9/2018 8:03 AM File folde
] 2017-mhis-batch-template_tem1053-294...  1/5/2018 12:19 PM Microsofi| =
B Batch for TA 2/14/201812:59 PM  Microsofi
! B CrisisBatchTemplate_M_20180129 1/29/2018 3:46 PM Microsofl]_
! 3 7| CrisisBatchTemplate_M_20180129_1 1/29/2018 10:18 AM  Microsoft
—  EI CSV copy paste test 2/5/201810:15 AM  Microsofi
B Empty_HousingStatus_20180125 2/8/2018 3:18 PM Microsoft
* 4| 1 | 3
File name: TestBatch_MHIS_ 02142015 -
Save as type: [Excel Workbook A
Authors: Shoakena, Blen Tags: Add atag
[ Save Thumbnail
' Hide Folders Teols - Save I [ Cancel 1
Version: 1

2/16/18


https://mn.gov/dhs/partners-and-providers/policies-procedures/adult-mental-health/mhis-technical-assistance/
https://mn.gov/dhs/assets/2017-mhis-batch-template_tcm1053-294938.xlsx
https://mn.gov/dhs/assets/CrisisBatchTemplate_tcm1053-301997.xlsx

Quick Sheet: Saving your MHIS Batch Upload

3. Return to your file in Excel, highlight all rows and columns with your data, make sure you
highlight to the end of the batch questions (currently column CJ), even if you do not report in
those columns. Do not copy the file header row, this will be added manually to our txt file at the

end.
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4. While your information is highlighted, Select “File” = “Save As”

a.

Select a location and a name for your file.

b. The suggested naming convention is: YourNPI_MHIS_DateYouAreSubmitting

C.

Under “Save as type”, select “CSV (Comma delimited)

& Downloads . .
. Provider Specific

ﬁ CrisisBatchTemplate_M_20180129 1
ﬁ CSV copy paste test

U
1= Recent Places

m

2/9/2018 8:03 AM File folde
1/29/2018 10:18 AM  Microsofi
2/5/2018 10:16 AM  Microsofi

) &« MHIS » Batch Testing » - | g | | Search Batch Testing Fe |
- e = =
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Bl Desktop *  Name : Date modified Type
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@ Documents . o .
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B Videos LA m | :
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— IMHS.
Desktop
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12 1 2
12 1 2
12 1 2
12 Microsoft Excel ‘ [ = ]
12
12 . Some features in your workbook might be lost if you save it as C5V [Comma delimited].
ii = Do youwant to keep using that format?
12 Yes ] [ Mo ] [ Help
12 T z
12 1 2
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5. Open the Notepad program on your computer

' ™
"] Untitled - Notepad ESNEERS
File Edit Format View Help
| -

P »

6. Select “File” = “Open”
7. Make sure the dropdown menu next to “File name” says “All Files”, or change it to say “All Files

File Edit Format View Help

E Cpen
mv‘ Ju «< MHIS » Batch Testing » - |4,| | Search Batch Testing 2 |

Organize = Mew folder =~ [ @

-

MName Date modified Type i
4] LOCUSTest Unknown_ 20180123 1/23/2018 2:07 PM Microsofi
LOCUSTest_Unknown_20180123 1/23/2018 2:05 PM Microzofi
| LOCUSUnknown_TestTemplate_3 1/23/2018 2245 PM  Text Doct
(3] MHIS Test Site 12/22/2017 312 AM  Internet S
| MHIS_TestTemplate 1/23/2018 218 PM  Text Doc
. @ N | MHIS_TestTemplate 12 1/23/2018 2:38 PM Text Doct
> g Music NEWSAVETEST 2/7/2018 1:36 PM Microsoft
StartDate_Incomplete_20180125 1/25/2018 9:49 AM  Microsoff
StartDate_Incomplete_20180125 1/25/2018 9:46 AM  Microsoff

o
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& Downloads

CFq
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4 Libraries

* [ Pictures
> E Videos
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|| StartDate_Incomplete_20180125_3 2/5/2018 1:33 PM Text Docy

TestBatch_MHIS_ 02142018 2/14/2018 348 PM Microsofi

TestBatch_MHIS_02142018 2/14/2018 3:40 PM Microsoft -
» o T =

—
File name; ~ ([airFiles
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Encoding: [ANSI '] [ Open
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8. Find your CSV file that was saved in step #4 and click “Open”
9. Your file will look similar to this:

| TestBatch_MHIS 02142018 - Notepad =N RENa
File Edit Format View Help
"2017_12,T123456789, 553133662, ", 4 sy s s s nnsssasaaaqssssaaassssssaaass s aasaaaaasssanas s aaarsaas sy -

NPI,ZIP,Taxonomy,Payment Source,PMI,SMI,AMH,DOB,Client Status,start,end,Program/Treatment ,Legal Status,Team Code,Gend
ndary,DsM5 Tertiary,wHODAS 12item,wHODAS 36item,Grant Funding Reason,Grant Type,CSP Direct Services,CsSP Direct subsidi
cl1,c2,c3,c4,c5,06,c7,c8,09,c10,c11,c12,c13,c14,c15,c16,c17, €18,c19,C20,C21,C22,C23,C24,C25,C26,C27,C28,€29,c30,c31,¢3
T123456789,553133662,,2,,,2199001,1/1,/1900,2,1/1/1%900,,1,1,,1,1,1,,1,1,11,2,2,12,4,9,9,2,,,,1/1/1900,2,1,,28,2,2,2,1,,

T123456789, 553133662, .2, ,.2199002,1/1,/1900,2,1/1,1900, .1.1,.2.2.2.27.,.11.2.2.12.4.,9.9.2....1/1/1900,2.1,.28.2.2.2.1.
T123456789,553133662,,2,,,2199003,1/1,1900,1,1/1,1900,,1.,1,,1,3,3,27,,,11,2,2,12.,4,9.,9.2.,..1/1/1900,2.1,,28.2.2.2.1.,
T123456789, 553133662, 2, ,,2199004,1/1,/1900,1,1/1,/1900, 1.1, .2.4,4,27,,.11,2,2,12,4,9.,8.2..,.1/1/1900,2,1,.28.2.2,2 1.,
T123456789,553133662,,2, ,,2199005,1,/1/1900,2,1/1,/1900,,1,1,,1,5,5,27,,,11,2,2,12,4,9,9,2,,,,1/1/1900,2,1,,28,2,2,2,1,,
T123456789,553133662,,2, ,,2199006,1,/1,/1900,2,1/1,/1900,,1,1,,2,6,6,27,,,11,2,2,12,4,9,9,2,,,,1/1/1900,2,1,,28,2,2,2,1,,
T123456789,553133662,,2, ,,2199007,1,/1,/1900,1,1/1,/1900,,1,1,,1,9,9,27,,,11,2,2,12,4,9,9,2,,,,1/1/1900,2,1,,28,2,2.2,1,,
T123456789,553133662,,2, ,,2199008,1,/1/1900,1,1/1,/19%00,,1,1,,2,1,1,,2,2,11,2,2,12,4,9,9,2,,,,1/1/1900,2,1,,28,2,2,2,1,,
T123456789,553133662,,2, ,,2199009,1,1/1900,2,1/1,/1900,,1,1,,1,2,2,27,,,11,2,2,12,4,9,9,2,,,,1/1/1900,2,1,,28,2,2,2,1,,
T123456789,553133662,,2, ,,2199010,1,/1,/1900,2,1/1,/1900, ,1,1,,2,3,32,27,,,11,2,2,12,4,9,9,2,,,,1/1/1900,2,1,,28,2,2.2,1,,
T123456789,553133662,,2, ,,2199011,1,/1,/1900,1,1/1,/1%00,,1,1,,1,4,4,27,,,11,2,2,12,4,9,9,1,1,1,9,1/1/1900,2,1,,28,2,2,2,
T123456789,553133662,,2, ,,2199012,1/1/1900,1,1/1,/19%00,,1,1,,2,5,5,27,,,11,2,2,12,4,9,9,1,2,2,9,1/1/1900,2,1,,28,2,2,2,
T123456789,553133662,,2,,,2199013,1/1/1900,2,1/1/19%00, ,1,1,,1,6,6,27,,,11,2,2,12,4,9,9,2,,,,1/1/1900,2,1,,28,2,2,2,1,,
T123456789,553133662,,2, ,,2199014,1,/1/1900,2,1/1,/1900,,1,1,,2,9,9,27,,,11,2,2,12,4,9,9,2,,,,1/1/1900,2,1,,28,2,2,2,1,,
T123456789,553133662,,2, ,,2199015,1,/1/1900,1,1/1,/1900,,1,1,,1,1,1,,3,3,11,2,2,12,4,9,9,2,,,,1/1/1900,2,1,,28,2,2,2,1,,
T123456789,553133662, .2, ,.2199016,1/1,/1900,1,1/1,1900, .1.1,.2.2.2.27.,.11.2.2.12.4.9.9.2....1/1/1900,2.1,.28.2.2.2.1.
T123456789,553133662,,2, ,,2199017,1/1/1900,2,1/1/1%00,,1,1,,1,3,3,27,,,11,2,2,12,4,9,9,2,,,,1/1/1900,2,1,,28,2,2,2,1,,
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10. Delete the column titles from your file

Teusmxh_mrmgjunazola-nkneﬁEilIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII.ILiiJ_EQ_L__gg_J

File Edit Format View Help

"2017_12,T123456789,553133662,",,,,,,,,, 33y s a3 a3 333 3ayarasiayanan3aiasiaiaia i iaiariaiaiiaiaiiasisiaiaaiaiasasiasa 4
NPI,ZIP Ta\c-nc-m\r Pa\rmvnt SCIU[‘U-' PMI, SMI, AMH DOB,Cli1ent 5tatus,5tart,End,Program/Treatment ,Legal 5Tatus,Team Code,Gen
ndar\.r DSM5 Tertiary,WHODAS 12'|tum WHODAS 3ﬁ'|tum Grant Funding Rua.—.on Grant Type,CSP Direct Services,CSP Direct Subsidi
1,c2,c3,c4,c5,66,C7,C8,C9,C10, C11 Cc12,c13,C14, C15 cl6,c17, €18,C19, C20 c21,c22,C23,C24,C25,C26,C27 ,C28,C29,C30,C31,C3

T123456789,553133662,,2,,,2199001,1,/1 ,2,1/1/1900,,1,1,,1,1,1,,1,1,11,2,2,12,4,9,9,2,,,,1,/1/1900,2,1, ,28,2,2,2,1,,
T123456789,553133662, ,2,.,,2199002,1,/1,/1900,2,1/1/1900, .1.1..,2.,2.,2.27,,.11,2.,2.,12.4,9.,9.2,,..1/1/1900.,2.1, 2,2,2,1,,
T123456789,553133662, .2, ,,2199003,1/1,/1900,1,1,/1,/1900,.,1.1,.1,3.3.27,,.11.,2.2,12,4.9.9.2....1/1/1900,2.1, 2,2,2,1,,
T123456789,553133662, .2, .,2199004,1,/1,/1900,1,1/1/1900,.1.1,.2.4.,4.27,,.11,2,2,12,4,9.,9.2,...1/1/1900,2.1,,28.2.2.2.1,.
T123456789,553133662, ,2, ,,2199005,1/1,/1900,2,1/1/1%00, ,1,1,,1,5,5,27,,,11,2,2,12,4,9,9,2,,,,1/1/1900,2,1,,28,2,2,2,1,,
T123456789,553133662, ,2, ,,2199006,1/1,/1900,2,1/1/1900, ,1,1,,2,6,6,27,,,11,2,2,12,4,9,9,2,,,,1/1/1900,2,1,,28,2,2,2,1,,
T123456789,553133662,,2,,,2199007,1/1/1900,1,1/1/1900,,1,1,,1,9,9,27,,,11,2,2,12,4,9,9,2,,,,1/1/1900,2,1,,28,2,2,2,1,,
T123456789,553133662, ,2, ,,2199008,1/1,/1900,1,1/1/1%00,,1,1,,2,1,1,,2,2,11,2,2,12,4,9,9,2,,,,1/1/1900,2,1,,28,2,2,2,1,,
T123456789,553133662, ,2, ,,2199009,1/1,/1900,2,1/1/1%00, ,1,1,,1,2,2,27,,,11,2,2,12,4,9,9,2,,,,1/1/1900,2,1,,28,2,2,2,1,,
T123456789,553133662, ,2, ,,2199010,1/1,/1900,2,1/1/1%00, ,1,1,,2,3,3,27,,,11,2,2,12,4,9,9,2,,,,1/1,/1900,2,1,,28,2,2,2,1,,
T123456789,553133662, ,2, ,,2199011,1/1,/1900,1,1/1/1900, ,1,1,,1,4,4,27,,,11,2,2,12,4,9,9,1,1,1,9,1/1/1900,2,1,,28,2,2,2,
T123456789,553133662, ,2,,,2199012,1/1,/1900,1,1/1/19%00,,1,1,,2,5,5,27,,,11,2,2,12,4,9,9,1,2,2,9,1/1/1900,2,1, ,28,2,2,2,
T123456789,553133662, ,2, ,,2199013,1/1,/1900,2,1/1/1%00, ,1,1,,1,6,6,27,,,11,2,2,12,4,9,9,2,,,,1/1/1900,2,1,,28,2,2,2,1,,
T123456789,553133662, ,2, ,,2199014,1/1,/1900,2,1/1/19%00,,1,1,,2,9,9,27,,,11,2,2,12,4,9,9,2,,,,1/1/1900,2,1,,28,2,2,2,1,,
T123456789,553133662, ,2, ,,2199015,1,/1,/1900,1,1/1/1%00, ,1,1,,1,1,1,,3,3,11,2,2,12,4,9,9,2,,,,1/1/1900,2,1,,28,2,2,2,1,,
T123456789,553133662, ,2, ,,2199016,1,1,/1900,1,1/1/1900,,1,1,,2,2,2,27,,,11,2,2,12,4,9,9,2,,,, 02,1,,28,2,2,2.1,,
T123456789,553133662, ,2,,,2199017,1/1,/1900,2,1/1/1%00, ,1,1,,1,3,3,27,,,11,2,2,12,4,9,9,2,,,,1/1/1900,2,1,,28,2,2,2,1,,

iEEI?E“““I“—”*"SJ””AQUQS’“k“f55iI|||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||I:ﬁi_ B

File Edit Format View Help
"2017_12,T123456789,553133662,",,,,,, '

3

Srrirasisarsisiias Vrrrrarares Srrssasisaziia
T123456789, 553133662, ,2,,,2109001,1/1/1900,2,1/1/1900,.1.1,.1.1.1,.1.1.11,2,2,12,4,9,9,2,,..1/1/1900,2.1,.28.2.2,2.1..
T123456789, 553133662, ,2,,,2199002,1/1/1900,2,1/1/1900,.1.1,.2.2.2.27,,.11,2.,2,12.4,9.9.,2,,..1/1,/1900,2,1,,28.,2,2.2.1.,
T123456789, 553133662, ,2,,,2199003,1/1,/1900,1,1/1/1900,.1.1,.1.3.3.27,,.11,2.,2,12.4,9.9.,2,,.,.1/1/1900,2,1,,28.,2,2.,2.1..
T123456789,553133662, ,2, ,,2199004 ,1,/1,/1900,1,1,1,/1900,,1,1,,2,4,4,27,,,11,2,2,12,4,9,9,2,,,,1/1,/1900,2,1, ,28,2,2,2,1,,
T123456789,553133662, ,2, ,,2199005,1,/1,/1900,2,1,1/1900,,1,1,,1,5,5,27,,,11,2,2,12,4,9,9,2,,,,1/1,/1900,2,1, ,28,2,2,2,1,,
T123456789,553133662, ,2, ,,2199006,1,/1,/1900,2,1,1,/1900,,1,1,,2,6,6,27,,,11,2,2,12,4,9,9,2,,,,1/1,/1900,2,1, ,28,2,2,2,1,,
T123456789,553133662, ,2, ,,2199007,1,/1,/1900,1,1,1/1900,,1,1,,1,9,9,27,,,11,2,2,12,4,9,9,2,,,,1/1,/1900,2,1, ,28,2,2,2,1,,
T123456789,553133662, ,2, ,,2199008,1,/1,/1900,1,1,1/1900,,1,1,,2,1,1,,2,2,11,2,2,12,4,9,9,2,,,,1/1,/1900,2,1, ,28,2,2,2,1,,
T123456789,553133662, ,2, ,,2199000,1,/1,/1900,2,1,1/1900,,1,1,,1,2,2,27,,,11,2,2,12,4,9,9,2,,,,1/1,/1900,2,1, ,28,2,2,2,1,,
T123456789,553133662, ,2, ,,2199010,1,/1,/1900,2,1,1/1900,,1,1,,2,3,3,27,,,11,2,2,12,4,9,9,2,,,,1/1,/1900,2,1, ,28,2,2,2,1,,
T123456789,553132662, ,2, ,,2199011,1,/1,/1900,1,1,/1/1900,,1,1,,1,4,4,27,,,11,2,2,12,4,9,9,1,1,1,9,1,/1/1900,2,1,,28,2,2,2,
T123456789,553133662, ,2, ,,2109012,1,/1,/1900,1,1,/1/1900,,1,1,,2,5,5,27,,,11,2,2,12,4,9,9,1,2,2,9,1,/1/1900,2,1, ,28,2,2,2,
T123456789,553132662, ,2,,,2109013,1/1,/1900,2,1,/1/1900,,1,1,,1,6,6,27,,,11,2,2,12,4,9,9,2,,,,1/1/1900,2,1, ,28,2,2,2,1,,
T123456789,553132662, ,2, ,,2109014,1/1,/1900,2,1,/1/1900,,1,1,,2,9,9,27,,,11,2,2,12,4,9,9,2,,,,1/1,/1900,2,1, ,28,2,2,2,1,,
T123456789,553132662, ,2, ,,2109015,1,/1,/1900,1,1,/1/1900,,1,1,,1,1,1,,32,3,11,2,2,12,4,9,9,2,,,,1/1,/1900,2,1, ,28,2,2,2,1,,
T123456789,553132662, ,2, ,,2109016,1/1,/1900,1,1,/1/1900,,1,1,,2,2,2,27,,,11,2,2,12,4,9,9,2,,,,1/1/1900,2,1, ,28,2,2,2,1,,
T123456789,553132662, ,2,,,2100017,1/1,/1900,2,1,/1/1900,,1,1,,1,3,3,27,,,11,2,2,12,4,9,9,2,,,,1/1,/1900,2,1, ,28,2,2,2,1,,
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11. Go to the top row and edit your header information
12. It should be formatted to have
a. Reporting Period, NPI, Zip Code, Taxonomy
i. There are a total of 3 commas for this line
ii. Exan1Me:2017_12|T123456789|555551111|123456789X
iii. If you do not use a taxonomy, leave that space blank but continue to include all
commas
1. Example: 2017_12 7123456789} 555551111}
iv. If your file carried over additional commas and parenthesis, delete these now.

Your file should look similar to the example below.

| TestBatch_MHIS_02142018 - Notepad [SEs=
File Edit Format View Help

2017_12,T123456789, 553133662, L
T123456789,553133662, ,2, ,,2199001,1/1/1900,2,1/1/1900,,1,1,,1,1,1,,1,1,11,2,2,12,4,9,9,2,,,,1/1/1900,2,1,,28,2,2,2,1,,
T123456789,553123662, ,2, ,,2199002,1/1,/1900,2,1/1/1900,,1.1,,2,2,2,27,,,11,2,2,12,4,9,98,2,,,,1/1/1800,2,1,,28,2,2,2,1,,
T123456789,553133662, ,2,,,2199003,1/1,/1900,1,1/1/1900,,1,1,,1,3,32,27,,,11,2,2,12,4,9,9,2,,,,1/1/1900,2,1,,28,2,2,2,1,,
T123456789,553133662, ,2,,,2199004,1,/1,/1900,1,1/1/1900, ,1.1,,2,4,4,27,,,11,2,2,12,4,9,98,2,,,,1/1/1900,2,1,,28,2,2,2,1,,
T123456789,553133662, ,2, ,,2199005,1/1/1900,2,1/1/1900,,1,1,,1,5,5,27,,,11,2,2,12,4,9,9,2,,,,1/1/1900,2,1,,28,2,2,2,1,,
T123456789,553133662, ,2,,,2199006,1,/1,/1900,2,1/1/1900,,1.1,,2,6,6,27,,,11,2,2,12,4,9,9,2,,,,1/1/1900,2,1,,28,2,2,2,1,,
T123456789,553133662, ,2, ,,2199007,1/1/1900,1,1/1/1900,,1,1,,1,9,9,27,,,11,2,2,12,4,9,9,2,,,,1/1/1900,2,1,,28,2,2,2,1,,
T123456789,553133662, ,2, ,,2199008,1,/1,/1900,1,1/1/1900,,1,1,,2,1,1,,2,2,11,2,2,12,4,9,9,2,,,,1/1/1900,2,1,,28,2,2,2,1,,
T123456789,553133662, ,2,,,2199009,1/1,/1900,2,1/1/1900,,1,1,,1,2,2,27,,,11,2,2,12,4,9,9,2,,,,1/1/1900,2,1,,28,2,2,2,1,,
T123456789,553133662, ,2,,,2139010,1/1/1900,2,1/1/1900,,1,1,,2,3,3,27,,,11,2,2,12,4,9,9,2,,,,1/1/1900,2,1,,28,2,2,2,1,,
T123456789,553123662, ,2,,,2199011,1/1,/1900,1,1/1/1900,,1,1,,1,4,4,27,,,11,2,2,12,4,9,9,1,1,1,9,1/1/1900,2,1, ,28,2,2,2,
T123456789,553133662, ,2,,,2199012,1/1/1900,1,1/1/1900,,1,1,,2,5,5,27,,,11,2,2,12,4,9,9,1,2,2,9,1,/1/1900,2,1, ,28,2,2,2,
T123456789,553133662, ,2,,,2199013,1,/1,/1900,2,1/1/1900, ,1.1,,1,6,6,27,,,11,2,2,12,4,9,8,2,,,,1/1/1900,2,1,,28,2,2,2 ,1,,
T123456789,553133662, ,2,,,2199014,1/1,/1900,2,1/1/1900,,1,1,,2,9,9,27,,,11,2,2,12,4,9,9,2,,,,1/1/1900,2,1,,28,2,2,2,1,,
T123456789,553133662,,2,,,2199015,1/1,/1900,1,1/1/1900,,1.1,,1,1,1,,3,2,11,2,2,12,4,9,9,2,,,,1/1/1900,2,1,,28,2,2,2,1,,
T123456789,553133662, ,2, ,,2199016,1/1,/1900,1,1/1/1900,,1,1,,2,2,2,27,,,11,2,2,12,4,9,9,2,,,,1/1/1900,2,1,,28,2,2,2,1,,
T123456789,553133662, ,2,,,2199017,1/1/1900,2,1/1/1900, ,1,1,,1,3,3,27,,,11,2,2,12,4,9,9,2,,,,1/1/1900,2,1,,28,2,2,2,1,,
4 m k

\ — e
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Quick Sheet: Saving your MHIS Batch Upload

13. Click “File” = “Save As”
a. The “Save as type” should say “Text Documents (*.txt)”,change it if it does not
14. Click “Save”

| TestBatch_MHIS_02142018 - Notepad ISl
File Edit Format View Help
B - - 22 -
| Save As it - - - |—| ,4,9,9,2,,,,1/1/1900,2,1,,28,2,2,2,1,,
( j? 3 . ~— = ol = = e ,4,9,9,2,,,,1/1/1900,2,1,,28,2,2,2,1,,
wv| J « MHIS » Batch Testing » v|¢ |-| Search Batch Testing Pl ,4,9,9,2,,,,1/1/1900,2,1,,28,2,2,2,1,,
- E— = = — - ,4,9,9,2,,,,1/1/1900,2,1,,28,2,2,2,1,,
ize = A== - & ,4,9,9,2,,,,1/1/1900,2,1,,28,2,2,2,1,,
Orgenize v New folder @ |1400912]0111/1/1000.2]1112812,2:2.1 1)
z . ) .[t:4,9,9,2,,,,1/1/1900,2,1,,28,2,2,2,1,,
¢ Favorites Hame Ll podihed Tyee  Z14,4,9,9,2,,,,1/1/1900,2,1,,28,2,2,2,1,,
,4,9,9,2,,,,1/1/1900,2,1,,28,2,2,2,1,,
Bl Desktop J Provider Specific 2/9/2018 8:03 AM File folde ,4,9,9,2,,,,1/1/1%00,2,1,,28,2,2,2,1,,
- e . ,4,9,9,1,1,1,9,1/1/1900,2,1,,28,2,2,2,
4 Downloads | CrisisBatchTemplate_M_20180129_2 1/29/2018 10:19 AM  Text Docy ,4,9,9,1,2,2,9,]_;1;1900,2,1, 128.2.2.2.
= Recent Places | CrisisBatchTemplate_M_20180129_3 1/29/2018 10:26 AM  Text Docy ,4,9,9,2,,,,1/1/1900,2,1,,28,2,2,2,1,,
E - e o ,4,9,9,2,,,,1/1/1900,2,1,,28,2,2,2,1,,
| CrisisBatchTemplate_M_20180129 4 1/29/2018 10:27 AM  Text Docy ,4,9,9,2,,,,1/1/1900,2,1,,28,2,2,2,1,,
=3 |ibran; Rs .28 AN =(.4,9,9,2,,,,1/1/1900,2,1,,28,2,2,2,1,,
U.g_ ibraries | CrisisBatchTemplate_M_20180129_5 1/29/2018 10:28 AM  Text Docy al9l902. 1 1/1/100002.1.028.2.2.201.
j Documents | CrisisBatchTemplate_M_20180129 6 1/29/2018 10:31 AM  Text Docy
rJ'- Music — | LOCUSUnknown_TestTemplate 3 1/23/2018 2:45 PM Text Docy
= Pictures @ MHIS Test Site 12/22/2017 912 AM  Internet 5
B videos | MHIS_TestTemplate 1/23/2018 2:18 PM Text Docy
| MHIS_TestTemplate_ 12 1/23/2018 238 PM Text Doci—
| StartDate Incomplete 20180125 1 1/25/2018 9:49 AM Text Docy
StartNate Tnramnlete 180175 2 195M2 051 AWM Tawt Nam
-~ 4 [ | +
File name: TestBatch_MHIS_ 02142018 -
Save as type: | Text Documents (*.bd) v]
4 Hide Folders Encoding: | ANSI v] ’ Save ] ’ Cancel ]
4 i | b

You file is now saved and ready for upload! You should have three saved files with the same name,
but different extensions (.xls, .csv, .txt). Itis important to save all three in the event that you need to
make corrections to your data.

**Note: any upload attempt must have a unique name. If your first attempt did not go through and you
are attempting another upload, you must edit the name of your file. We recommend adding a letter to
the end of your file name.

Ex. T123456789 _MHIS_02142018a.txt, T123456789 MHIS_02142018b.txt, and so on

If you need further assistance uploading your file, please send us an email at dhs.amhis@state.mn.us
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