NN
UPLOADING AGENCY INSTRUCTIONS: (ares
SEND VALIDATION ERRORS TO CARES

1. Once you have completed your upload, open the AWARDS Messages module.
2. You should see a new message from “Internal Audit” with the subject “Upload # results”. Click to open.

AWARDS Search \ A HOME £ CALENDAR MESSAGES 47 ¥ FOOTHOLDCONNECT
FOOTHOLD \_/F b | . . v - -
FOOTHOLD 'y, ow: | Al messages From | 10/08/2017 |75 to [ 12/07/2017 |75 [ apply
m User: Test User1d, Folderyox

¥ [4 From Subject

[ inbox (47) s 2
2 Internal Audit Upload #484 results - Cross-Database Sharing Project

[ sent

o =1 Internal Audit Upload #484 added to the queue

[ rash (4)
| Internal Audit Upload #479 Failed - HMIS Emergency Shelter Entry Exit
=] Internal Audit Upload #480 Failed - HMIS Emergency Shelter Night-by-Night
<] Internal Audit Upload #481 Failed - HMIS RHY Basic Center Project
(4 Internal Audit Upload #482 Failed - HMIS Transitional Housing Project

3. If the email contains an attachment called “validation error.txt” or “export_errors.txt”, download and save all
attachment files in the email to your computer.

AWARDS ‘ A HOME B CALENDAR BN MESSAGES & ™ FOOTHOLDCON Date: 10/23/2017, 4:22 pm

Subject: Export #53349 results
FOOTHOLD
@ Lff export error.txt
Ea Sender: Inter

Attachment:

validation errortxt
Recipient: | o8 jsar10 export ﬂlEE.ZiE

[inbox (47) Date: 12/0
[ zent Subjecte lnloadWeazd o

B rash (4) Attachmen® export files.zip
' validation error.xt

Data for the following program(s) were imported successfully in cares:

Upload Settings Used:

CSV Version: v6.11

Upload Start Date: 10/01/2016
Upload End Date: 12/07/2017
Client Location Filter Options:
Entitlements Filter: none

T

ENDANG HOMELESSNESS
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AWARDS

4. Go to CARES’ AWARDS database at
https://cares.footholdtechnology.com/

5. Login using the username and password provided to you by CARES.
If you do not remember this information, please email Rachel Bradt
rbradt@caresny.org.
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6. Open the AWARDS Messages module and click on the paper and pencil icon to create a new message.

AWARDS - # HOME CALE

FOOTHOLD

§
L] Show: | &ll messages

User: Test Userl0, Folder: Inbox
¥ M Feam

7. Within the new message, click on the paperclip icon to include attachments.

-
F THOLD AR l pra)
Thl [+ - GY <q1:| FEI T G L,-'ﬂ

| ——— |

8. When the file window appears, find and select all the files you downloaded and saved to your computer.
(Tip: holding down the CTRL key and then clicking on the files will allow you to select more than one.)
Click Select on the file window box to add them to the message.

Once selected, the files should be visible in the “Attachment(s)” section of the email.
9. Please send this to Rachel Bradt (RBradt), then delete the attachment files from your computer.

AWARDS Search CALENDAR MESSAGES 2¢ % FOOTHOLDCONNECT

[ inbox (284)
A sent
L3 Trash (827)

Mormal v

|
B validation_error.txt I
|

Attachment(s)

@ export_files.zip

IMPORTANT: PLEASE READ

After sending the message to Rachel, PLEASE be sure to delete the attachment

files completely from your computer — delete and then empty your computer

recycle bin/trash. These files contain private client information, and CANNOT
be left on the computer.
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