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Data Extracts Job Aid  
Overview:  
Within the tools tab of HCSIS the data extracts function allows provider users to retrieve raw data 
in the system for selected modules. Based on your permissions and the population you work with, 
users with a data extract role can request an extract for the following modules: Health Care 
Record, Investigations, Incident Management, and Audit Trail.  Please note that Death Reporting 
module is not available to providers through an extract.   
 
Once the request for the extract is processed, users can download the data from the “Previous 
Data Extract Requests” page in HCSIS. Users should click on the extract name to download and 
analyze the data in Microsoft Access. The users who requested the extract can use this data to 
perform an advanced analysis or gather information not available in the management reports.  
The extract can be filtered to answer various questions about the data and to examine trends. 
 
Steps to requesting an extract: 
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1. From the HCSIS Home Screen, click “Tools”. 
2. Click “Data Extracts”. 
3. Based on your permissions and the population you work with, users with 

data extract roles can request an extract for the various modules: Health 
Care Record, Investigations, Incident Management, Death Reporting and 
Audit Trail. Click “Request Extract” to submit a new request.  

4. Check the box next to the specific module you would like to request data 
for. For this example we are requesting data from the Incident 
Management Module.  

5. Enter the “Begin Date” and “End Date” except when requesting a HCR 
Extract. The dates must be within a year time frame. For users with large 
scopes (DDS Central Office the user may need to further limit the date 
range to less than a year). 

6. Click “Request Extract.” 
7. System generates this message “Your data extract request has been 

saved.” 
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8. All Data Extract requests are processed overnight.  On the next business 
day Click “Tools”, “Data Extracts”, and “Previous Requests” to view the list 
of requested extracts. 

9. From the “Previous Data Extracts Requests” page the user can see the 
status of the extract and the file size. The status of the extract should be 
processed.  If it is, click on the “Extract Title” in order to download the 
extract to your computer.  

10. Click “Open” or “Save” to view the data in Microsoft Access on your 
computer. 
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11. A second pop up will appear on the screen. Click “Open”. 
 

 
 

12. The Extract will download in a zipfile to the computer. Then open in 
Microsoft Access.  

13. The data will be displayed in a Microsoft Access format. Data is broken 
down by various tables, navigating through the tables allows you to apply 
various filters to the extract.  
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