How to Run MDS Census Roster Report and Upload to HPN:

Log in to the VISUAL application.

Switch to the MDS 3.0 module.

Click on Reports.

Click on the 3™ report, titled MDS Census Roster.

Fill in the picture date. Make sure there is a check in the box next to “Create File”. Click the View button.
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On the bottom on the report, there will be a link (underlined in blue). Right-click that link and select “save target as”.
Select the location to save the report. (Note: the file will be named MDS Census Roster.txt.)

For any questions regarding the creation of the MDS Census Report in VISUAL, please contact our helpdesk at 718-338-
2400.

Open the DOHMDS for HPN software.
Select the current Assessment Period.
Click Import. Browse to the location where you saved the report. Select MDS Census Roster.txt. Click Open.

Click DOH File. Enter the number of expected records. Click OK. If no errors, Close the box. Select location to save the
.doh file which will be uploaded to HPN website.

Log in to HPN website and upload as usual.

For any questions regarding the HPN software or HPN upload , please contact their helpdesk at 1-800-638-3808.



