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TDM CA Quarterly Data Extract Instructions

Introduction

The export tool is a built-in feature available in TDM CA database v.2.3 and later.  This document provides instructions on how to generate quarterly data extracts for UCB using the ‘Export for UC Berkeley’ option.  If this is your first quarterly data extract and it corresponds to a period longer than a regular quarter, please use the ‘Custom Export’ option.  Detailed documentation of the export tool can be found in TDM CA User Guide 2.6 on pp. 45-50.  

This document contains three sets of instructions:

A. Using the Data Export form to create a data extract for UCB
B. Adjustment to ‘Custom Export’ for submission of data to UCB (v.2.3 and v.2.4)
C. To fix problem with ‘To’ date entry field
A. Using the Data Export form to create a data extract for UCB

You can navigate to the Data Export Form using the following pathway in the TDM database: Main Menu > ‘Export Data’ [button]

This form allows you to export data for UCB to a designated folder.  The extract file can then be zipped, password protected, and sent to UCB via email.  

Here’s what the Data Export form looks like:
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This table describes the items located on the Data Export Form as they relate to production of the quarterly data extract:

	Item
	Function

	Export for UC Berkeley or Custom Export

[check boxes]
	These options control aspects of the data export.  The UC Berkeley option, will export a minimum of fifteen required tables/queries for UC Berkeley (MS Excel).  

If you need to use Custom Export (because data is for time period other than a standard quarter), export to Excel format.  

If you need to use Custom Export and are using TDM CA v.2.3 or v.2.4, see section B (below) for required adjustments.

	Path

[text field and list] 
	Use this field to designate the folder where you want to save your data extract.  

	Add

[button]
	This button allows you to save a path to the dropdown list for future use.

	County

[text field and list]
	Enter or select your county.

	Agency

[text field]
	Enter your agency’s name.

	Date Range or Quarter and Year options

[text fields, check boxes,  and list]
	For Exports to UC Berkeley, choose a Quarter and Year to restrict the range of meeting dates to include in the extract.

If using Custom Export, enter a From date and a To date to indicate the range of the data you wish to export.  If you don’t enter any dates and leave “All” CHECKED, all available data will be exported.



	User Information

[text fields]
	Enter your first name, last name, and email address so that you can be contacted in case of problems with the extract.

	Export: ‘To Text File’ or ‘To MS Excel’

[buttons]
	Click ‘To MS Excel’ to create data extract file.

	Advanced

[button]
	If using Custom Export and TDM CA v.2.3 or v.2.4, make use of this feature as outlined in section B below.

	Close [button]
	Returns you to Main Menu.


(1) If this is your first extract (and covers a period other than a regular quarter) AND you are using TDM CA v.2.3 or v.2.4, please follow the instructions in Section B and then refer to the TDM CA User Guide 2.6 on pp. 45-50 for instructions on use of the ‘Custom Export’ option. 

(2) Determine the full path to the folder where you will store the extract file.  Provide this information on the ‘Data Export’ Form in the ‘Path’ field.  For instructions on determining the full path to a particular folder, please see TDM User Guide 2.6, pp. 50-52.

(3) On the ‘Data Export’ form, enter other export parameters as required.  If the ‘To’ date field is grayed out, see section C below.  Click ‘To MS Excel’ button to create extract file.

(4) Contact TDMSupport@lists.berkeley.edu for a password.  If you have previously received a password, and will be sending the extract from the same email address, you may use that same password.

(5) Zip and password protect the Excel file.  See ‘How to Determine WinZip Version and/or Download’, ‘How to send data using WinZip v.9.0’, and/or ‘How to send data using WinZip v.8.0’ for details on password protecting a Zip file using WinZip.

(6) Send the zipped, password-protected Excel file and your quarterly reports to:

jrickerson@sbcglobal.net and TDMSupport@lists.berkeley.edu. Please DO NOT send the zipped data extract file via email without password protection. If you are still unclear about the password protection procedure, please contact TDM Support for assistance.
NOTE: To protect client confidentiality, the TDM CA database (in MS Access), which includes client names, may not be sent over the internet via email or by any other method. 

B.  Adjustment to ‘Custom Export’ for submission of data to UCB (v.2.3 and v.2.4)

This modification is needed when an extract requested includes a time period longer than a standard quarter and you are using TDM CA v.2.3 or v.2.4.

(1) Click ‘Advanced’ at the bottom of the ‘Data Export’ form to open the ‘Advanced Export Options’ form.

Here is what the ‘Advanced Export Options: Edit Export List’ form looks like:

(You may need to use scroll bar at right to view these entries.)
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This table describes all the items located on the Advanced Export Options Form:

	Item
	Function

	ID 

[automatic number]
	Number automatically assigned.

	Include in Export Type

[list] 
	This feature allows you to control the tables and queries included in different export types.  Select from the following export types: Export for UC Berkeley, Custom Export, All: Include in all Exports, and None: Do not include in Exports.



	Export Table or Query Name

[text field]
	Enter the exact name of the table or query you wish to export.

	Export Table or Query Description

[text field]
	Enter a description or common name of the table or query you wish to export.


(2) To adjust for a Custom Export to UC Berkeley, scroll up to row with ID of 5 and change the field ‘Include in Export Type’ from ‘Export for UC Berkeley’ to ‘All: Include in all Exports’:
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(3) Make the same change for all other records (IDs 6 through 15).  (This change will include ‘Lookup’ tables in your data extract and assist UCB in working with your data.)

(4) Close the ‘Advanced Export Options’ form to return to the ‘Data Export’ form.  Export data as described in Section A. above.

C. To fix problem with ‘To’ date entry field

Problem: The ‘To’ box of the meeting date range is grayed out.

Comments: The code that controls date options is not working correctly—this is a problem with the database in general and not your particular copy.  You should be able to work around the problem as follows:

(1) Navigate to the ‘Data Export’ form.  (You may receive an error message when you open the form.  Click ‘OK’.)  Under Quarter, select ‘Q1’.
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You will receive an error message:
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(2) Click ‘OK’.

The ‘To’ date box, should now be available:
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(3) Enter the date range you would like to use, for example:
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You will notice that ‘Quarter’ and ‘Year’ values disappear.
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