3.2

Application Data Transfer

The Application Data Transfer feature displays a list of applications ready to be
transferred to CORE for payment assistance. The column fields mirror the transfer
template to allow easy review.

} Home

2o @

(&) Application Data Transfer
Con -
elect j Select Nione | &) Generate Transfer Fle | &) Transfer Selected ta CORE | & Regenerate Previous Transfar Refi LY

HEAP -
Account Number ¥ Age3to5 ¥ Agebtols ¥  Agency Code ¥ Agency Contrel Code ¥  Agency Defined 1 A
42723305340 0 0 60000 119336 o
70430461163 1 1 60000 119337 0
16914599689 1 1 60000 119338 ]
62889780425 0 0 60000 119339 o
MO ACCOUNT NUMBER [s 0 60000 119340 i
F 428406977 0 0 60000 110341 o
02902505607 0 0 60000 119342 0
NO ACCOUNT NUMBER 1 1 60000 110343 0

CARE RRP Application Entry
- = NO ACCOUNT NUMEER 0 0 60000 119344 0

HE Intake Appointment Schedule ~ - ~
MO ACCOUNT NUMBER 0 0 G0000 119345 1]

£ DAPFHEAP UA Marketing
O ACCOUNT NUMBER: a 0 60000 11034; 0

ICON KEY

e Selects all applications on the list

= Unselects all applications
. 1) Download Excel file for manual import
G

2) Send selected applications via CORE Web Service

Download previously transferred Excel file

Refresh the search results

Exportt search results to PDF, Excel (XLS,

XLSX, CSV), or Word (RTF) Format

Apply search criteria

Clear search criteria

Review and make any necessary edits to the
application and/or customer record BEFORE
transferring to CORE.




Create Application Transfer File

ServTraq offers two ways to transfer records into CORE:
1. Generate Transfer File — records are exported to an Excel file and
manually imported into CORE.
2. Transfer through CORE Web Service — records are transferred
electronically and an application status is returned. (CURRENTLY
UNAVAILABLE)

1. Generate Transfer File

This feature exports the applications into an Excel spreadsheet and generates a
Transfer File. Users must log in to CORE to import the file, retrieve rejected
records, and then manually log any rejection reasons into ServTraq.

To generate a transfer file, select the applications that are ready to be
transferred. Individually select the applications OR click Select All.

7~

(\) Application Data Transfer

|52 Select All & Select None N¢ Generate Transfer File W& Transfer Selected to CORE # Regenerate Previous Transfer Refresh List ¥ Export List ¥
Account Number T Age3tos Y Age6to18 ¥ | Agency Code ¥ | Agency Control Code ¥ @ Agency Defined 1 T  Ager
42723305340 0 0 60000 119336 o]
70430461163 1 1 60000 119337 o]
16914599689 1 1 60000 119338 o]
62889780425 0 0 60000 119339 o]
NO ACCOUNT NUMBER 0 0 60000 119340 0
77428406977 0 0 60000 119341 0
02902505607 0 0 60000 119342 0
NO ACCOUNT NUMBER 1 1 60000 119343 0
NO ACCOUNT NUMBER 0 0 60000 119344 0
NO ACCOUNT NUMBER 0 0 60000 119345 0
NO ACCOUNT NUMBER 0 0 60000 119348 0
02902505607 0 0 60000 119350 0
NO ACCOUNT NUMBER 1 _\ 1 60000 119351 1
54874125874 0 : 1 60000 119352 0




After the applications are selected for transfer, click Generate Transfer File.

@ Application Data Transfer

Refresh List

&) Select All & Select None I & Generate Transfer File I & Transfer Selected to CORE # Regenerate Previous Transfer
Account Number ¥ Age3toS ¥ Age6toi8 ¥  Agency Code ¥ | Agency Control Code ¥
\f 42723305340 0 0 60000 119336
\f 70430461163 1 1 60000 119337
\/ 16914599689 1 1 60000 119338
62889780425 0 0 60000 119339
NO ACCOUNT NUMBER 0 0 60000 119340
77428406977 0 0 60000 119341
02902505607 0 0 60000 119342
NO ACCOUNT NUMBER 1 1 60000 119343
NO ACCOUNT NUMBER 0 0 60000 119344
NO ACCOUNT NUMBER 0 0 60000 119345
NO ACCOUNT NUMBER 0 0 60000 119348
02902505607 0 0 60000 119350
NO ACCOUNT NUMBER 1 1 60000 119351
54874125874 0 1 60000 119352

Agency Defined 1

* Export List ~

0

0

Ager

A loading screen will appear.

Marking selected applications as benefitted and generating transfer file. Please wait...




An external window will pop up containing the Transfer File in Excel format
located in the download bar at the bottom of the page.

P Untitled - Google Chrome

@ about:blank

B3 uaDataTransfer_ 2..xlsx = I Show all X

NOTE

DO NOT MAKE ANY CORRECTIONS, EDITS, OR
MODIFICATIONS TO THE TRANSFER FILE!

@ IF THERE IS A MISTAKE IN THE TRANSFER FILE,
RETURN TO SERVTRAQ. CORRECT THE MISTAKEN
APPLICATION(S) AND REGENERATE THE
TRANSFER FILE.




SERVTRAAQ
USER
MANUAL

SECTION3|HEAP

Review the Transfer File to ensure that the correct applications were selected. To

save the file, click File > Save As.

=] =

UADataTransfer_2020-01-17T11_54_49xlsx - Excel = - a x
Home  Insert  Pagelayout  Formulas  Data  Review  View  Developer  NitroPre  © Tell mewhat you wantto do..
= . .
0 0 Calibri MY - Y - EWepTet Nurmber - | D/ 7] = EE‘X @ E %Y p
B - o -

Paste o B T W Hi- B-p- =52 EMergetiCenter - § - % 2 % 3 Conditional Formatas Cell lnsert Delete Format _  Sort& Find &

- Formatting~ Table~ Styles~  ~ - - L Filter~ Select~
Clipboard 1 Font w Alignment w Number W Styles Cells Editing ~
G27 & F UADataTransfer_2020-01-17T11_54_49.xlsx - Excel ?

0 Info

il ~zency code

¥
2 50000 New
3 T50000 UADataTransfer_2020-01-17T11_54_49
P Open C: » Users » Downloads
5 .
. Save Protect Workbook Properties -

Control what types of changes people can make to this workbook. Size 265kB
7 Save As Protect .
N Workbook Title Add a title
Tags Add atag
9 Print
0 o Categories Add a category
1 Share
(a Inspect Workbaok Related Dates
12 = Befare publishing this file, be aware that it contains: X
13 Export Check for Document properties, document server properties, content type information, Last Modified Today, 11:57 AM
" Issues - author's name and absolute path Created 711720191218 PM
15 Publish Hidden columns Last Brinted
Hidden worksheets
16 Close Custom XML dat:
17 . pstam A et ) Related People
Content that people with disabilities are unable to read
18 Author .
19 " . Felden, Diana@CSD
ccoun
20 —‘j Manage Workbook Add an suthor
2 Options Q Checkin, check out, and recover unsaved changes Last Modified By
2 ylonage | 3] Thereare no unsaved changes. Agency Employee
3 o
24 Related Documents
25
2 Browser View Options &8 Open File Location
UA Data Transfer [©] 1] Pick what users can see when this workboak is viewed on the Web, Show All Properties
—_— Browser View

e Options

Select the location to which the file will be saved, and click Save to finish.

“« “ 4 <« 05(C) » Users » Desktop » Transfer Files v O

Organize « Mew folder

Name

= This PC Date modified Type
_J 3D Objects
I Desktop
Documents
* Downloads
J! Music

[&] Pictures
m Videos

= 05(C)
¥ Network

Ma items match your search,

Search Transfer Files

File name:

Save as type: | Excel Workbook (*xlsx)

Authors:  Felden, Diana@CSD Tags: Addatag

[] Save Thumbnail

~ Hide Folders Tools =

Title:  Add atitle

Cancel




2. Transfer through CORE Web Service

@ Application Data Transfer

Account Number ¥ Age3to5
62889780425

NO ACCOUNT NUMBER
77428406977

02902505607

NO ACCOUNT NUMBER

NO ACCOUNT NUMBER

NO ACCOUNT NUMBER

NO ACCOUNT NUMBER

02902505607

Page 1 of 1 (11 items) 1

0

0

Age 6 to 18

0

0

52| Select All &) Select None & Generate Transfer File Wy Transfer Selected to CORE

Agency Code ¥

60000

60000

60000

60000

60000

60000

60000

60000

60000

Page size: 50

Age

[3

-

-

At this time, the CORE web service does NOT support direct application

transfers from ServTrag.




Import Transfer File to CORE

The Transfer File is now ready to be manually imported into CORE. Navigate to the
CORE Database on your browser and sign in.

Hover over the Agency Workplace tab at the top and click on Imports.

Ai Microsoft Dynamics CRM «  #t  YSINQAUGLTC VNSV Dashboards | v

Agency Workplace

Gz ul L]

DASHBOARDS REPORTS IMPORTS UA DATA TRANSFERS

Click Import Data.

Al Microsoft Dynamics CRM + Y | AGENCY WORKPLA... v Imporis | v

X DELETE~ e EMAILALNK | ~ [ EXPORT TO EXCEL ik 2DVANCED FIND

+ My Imports ~

Click Choose File and search and select the Transfer File that was just generated.
Click Next to continue.

Upload Data File i@ Help

Select a data file to import into Microsoft Dynamics CRM.

Data file name:

| Choose File | UADataTransfer_202...1-17T11_54_48.xlsm
Supported file types: XML Spreadsheet 2003 (xml), .csv, Jbd, xlsx, and zip

Next | | Cancel




The Transfer File will now appear within the Imports section.

Aig Microsoft Dynamics CRM v % | AGENCY WORKPLA... v  Imports | v

X DELETE~ > EMAILALNK | » (I EXPORTTOEXCEL iy IMPORTDATA | ~ ik ADVANCED FIND

+ My Imports ~

~ | Import Name Status Reason Successes.. | Partial Failures Errors Total Proc., | Created On - Created By
60407-4-3-2017.xm Completed 1 0 0 1 4/3/2017 3:26 FM User 1
£0407-10-6-2018.xm Completed 90 0 0 90 10/6/2016 2:07 . User 2

See the CSD CORE User Manual learn more about imports and monitoring
applications.



