
Downloading data from
the TCM System

Only DHS Administrators and LGA Administrators can download data

LGA Administrators can only download encounter data for their LGA

DHS Administrators can download all data

Data is downloaded in a “fixed block” text file.
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This only tells you the invoice
an encounter is attached to--you
cannot download an invoice.

Reports by Case
Manager ID can help
you assess workload

This allows you to sort data by program
types to analyze trends or check for the
same client ID across program lines.
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These fields are not edited, so
they can be used to collect LGA
specific information

This information can help identify problem
areas (e.g., more documentation is needed
for “denied” encounters)

You may want to question a
large number of “duplicates”
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This can give a good overview on
invoices.

Downloaded data can be used to identify
trends, avoid duplication of services across
program lines and provide a useful tool in
performance monitoring.
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First download
WinZip if you
don’t already

have it.
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An LGA can only
download encounter
data for that LGA

Begin by
selecting the
“Download”

function

Click on “Submit”
after you have made

your selections

Selecting data to download:

“Program Type” -- you may select a specific
program or “all”

“Quarter” -- optional

You must select either a Fiscal Year or a Date
Range
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Once the data for download is created, the text file
is compressed to a ZIP file to accommodate any size
file that you might want to download.
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When this page
appears, Click the

link
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Click “OK” and select
the appropriate

location following the
on screen prompts.
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This sub-window let’s you
know that the file has been
saved to the location you

designated.
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Using the downloaded file:

The download file can be
imported into any database program
as a “fixed length text file.”

The file can be opened in a
spreadsheet application (e.g.,
Microsoft Excel ), using screen
prompts to specify the correct column
widths.

The file can be exported from the
spreadsheet application and imported
into a database application (e.g.,
Microsoft Access ).
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