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SHIP E-Learning  module: 
 How to identify and report on  
        specific agency programs 
 

This module is divided into sections and  
we recommend that you work your way  
through them all. 

 

However, once completed, you can review  
a topic by clicking on the tabs at right to  
return directly to that section. 

 

Use arrow keys or click your mouse to  
navigate through this presentation. 
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Learning objectives 

 

After you complete this module  
you will know how to: 

• add specific programs or client groups  
to your SHIP workgroup 

• record specific programs for each client 

• run reports on specific programs 

• output lists about specific programs. 
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Introduction 

 

Why did the AIHW implement this enhancement?  

• The need to identify and report on particular client groups 
and agency programs was often raised by participants at  
SHIP training. 

• This function was also requested by respondents to the SHIP 
User Satisfaction Survey. 

• We noticed that agencies were using SHIP in innovative ways 
to identify and report on programs and we saw the need to 
provide more capacity to enable you to do this.  
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Adding list of Programs 

 

Where to add new programs 
• New programs are added on the Reference Data tab of the Admin 

page – click on Program Options link 

• Only users with coordinator level access will be able to add 
programs 

• Think carefully about your reporting needs before adding your 
programs or client groups – what do you need to collect? 
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Adding list of Programs 

 

Adding programs on the Admin> Data Reference tab 
• Click on the + sign icon to begin adding your programs 

• In this example we will add 3 types of client groups plus an option 
for clients who have not been allocated to a program:  
• Court support 

• Private rental brokerage 

• Counselling 

• Refuge 

• Don’t know/no program – it is important to add this option 
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Adding list of Programs 
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Adding programs on the Admin> Data Reference tab 
1. Enter Grouping (this can be  

optional) 

2. Enter Option (Face to face 
support in this example) 

3. Click on Save 

4. Note that Option 1 now  
appears in blue font (this  
can be edited)  

5. Click on + sign icon to 
add your next program 

Note: Description, Start 
and End Date are optional fields.  
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Adding list of Programs 

 

Adding programs on the Admin> Data Reference tab 
• See completed list of programs in example below 

• If all clients cannot be assigned to a program, be sure to include  
a ‘Don’t know/no program’ option.  
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Adding Programs to client records 

 

Adding a Program to a Support Period 
• Open a support period 

• In this example, we have opened  
a support period for Amanda and  
her son Byron 

• Go to Admin tab 

• If programs have been added to  
your workgroup, then you will  
see a Program field with a list  
of programs to select from 

• Select a Program from the list 

• Note: If no programs have been set  
up, then only the Program Details  
free-text field will be visible. 
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Adding Programs to client records 

 

Adding a Program to the PU member’s Support Period  

• Complete the support  
period tabs for the PUH  
(Amanda in this example) 

• Click on the Edit pencil next  
to PU member’s name to  
begin to enter data for his  
support period (Byron).  
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Adding Programs to client records 

 

Adding a Program to the PU member’s Support Period  
• Click on the copy-over icon to  

copy over data from the PUH  
record (from Amanda to Byron) 

• Note: Much of the child’s  
housing situation has been  
copied over based on the PUH’s  
situation 

• Note: Employment and income  
fields have been auto-filled as  
‘Not applicable’ because the child  
is so young (under 15). 
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Adding Programs to client records 

 

Adding a Program to the PU member’s Support Period  
• Go to the Admin tab to complete  

the child’s support period  

• Note: Both of the Program fields 
have been copied over from the PUH 

• Note: If the child/PU member is not  
part of this Program, then select the  
correct Program 

• Move from left to right to complete  
the rest of the fields – all of  
the coloured Support Period tabs  
should go back to blue. 
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Recording Programs on Notes tab 

 

Why do we record Programs on the Notes tab? 
• SHIP refers to the Program selected in the Notes tab to output 

reports about Programs  

• When generating reports SHIP does NOT generally refer to the 
Program that was selected on the Admin tab of the Support Period 

• Therefore, it is important to create a Note and select a Program in 
order to have these details included in a SHIP report or list  

• It is possible to select different Programs for different Notes if a 
client is involved in more than one program. Reports will then 
include the client in more than one program. 
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Recording Programs on Notes tab 

 

Adding a Program to the PUH Notes tab 
• Go to the Notes tab to create a note for your PUH client and 

record any services needed, provided and/or referred  

• For the PUH record SHIP automatically populates the Program field 
with the Program you selected at the beginning of the support 
period – it also fills Program fields on associated Notes.  
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Recording Programs on Notes tab 

 

Adding a Program to the PU member Notes tab 
• If your PU member received separate services, go to their Notes 

tab to create a separate note (in this example, for Byron)  

• For PU members, select a Program from the drop-down list 

• A Program MUST be selected  
when you create a Note 

• Therefore, if you have clients  
who are NOT part of a Program,  
then you must provide the  
option ‘Don’t know/no program’ 
when setting up Programs on  
Data>Reference tab. 
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Recording Programs on Notes tab 

 

Clients who are serviced by more than one Program 
• If your client is associated with more than one Program,  

then create another Note for them and select the relevant 
Program that the services and assistance are associated with. 

• This way, the client can be reported as having services  
provided by more than one Program. 
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Recording Programs on Notes tab 

 

Program Facts 
A Program MUST be selected when you create a Note 

Therefore, if you have clients who are not part of a Program, then you 
must provide the option to select ‘Don’t know/no program’  

A Note must be completed before a client can be included in a 
Program report or list 

SHIP automatically populates the Program field with the Program you 
selected at the beginning of the support period 

If the client is associated with more than one Program, then create 
another Note and select the relevant Program that the services and 
assistance are associated with 

SHIP mostly uses the data collected in the Notes tab to output 
reports about Programs (not from the Admin tab of the Support 
Period) 
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Running reports on Programs 

 

Running SHIP Reports by Program 
• Go to Reports tab on the Reports page 

• View the list of Report types available and select the report which 
best meets the reporting needs of your Program 

• In this example we have selected ‘Demographic Report’  

 
 

 

 

22 



Running reports on Programs 

 

Running SHIP Reports by Program 
• Drop down list for ‘Include in report’  

• Select ‘ Persons with contact recorded against a specific program’  
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Running reports on Programs 

 

Running SHIP Reports by Program 
• Drop down list for ‘Select Program’  

• Select program of interest – in this example ‘Refuge’  
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Running reports on Programs 

 

Running SHIP Reports by Program 
• See example below of completed report parameters  

• Select your ‘Period of Interest’ or enter your own dates  

• Click on Generate Report  and go to Results tab. 
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Running reports on Programs 

 

Running SHIP Reports by Program 
• Go to Results tab and view the report (generally at bottom of list)  

• Note that reports can be exported to Excel using Excel icon  
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Running reports on Programs 

 

Which Program report should I run? 
• The report type you select will depend upon your needs  

• Reports about specific Programs are available when there is the 
option to include in report ‘Persons with contact recorded against 
a specific program’ 

• Outcomes for closed support  
periods are available in 
 ‘Status at end of Support  
Period Report (SHS)’  

• ‘Support Period  
Report (SHS)’ will  
include all data  
entered at the start 
of the support period.  
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Running reports on Programs 

 

Example of SHS Status at end of Support Period Report  
• Go to Results tab and view the report  

• Read title of report to confirm that it has been run correctly.  

 

 

28 

Click here to 

export to 

Excel 

Home Page 



  

Exporting  

Program Lists 



Exporting Program Lists 

 

What is a List? 
• For almost every report on the Reports tab there is a 

corresponding list of the individual records that were used to 
generate the report.  

• Lists can be exported to Excel and sorted and filtered to enable 
further analysis of various client groups.  

• Lists allow you to include client names.  

• Lists contain more information than tables and also allow notes 
from free text fields to be included in the output.  

• Demographic information about each client is generally included in 
lists. 
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Exporting Program Lists 

 

How to run a Demographic Details List: 
• Run a Demographic Details list using the parameters below 

• Click on Export List 
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Exporting Program Lists 

 

How to run a Demographic Details List: 
• Example of output from Demographic Details List  

• List can then be filtered and sorted in Excel.  
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Exporting Program Lists 

 

How to run a Support Period (SHS) List: 
• This list contains client demographics and all of the SHS data that 

is entered on the Support Period form at the beginning of the 
support period.  

This list can be run in 2 different way by selecting 
different parameters: 
1. Include in report ‘Persons with Support Period current in report 

period – useful for outputting all of the Program types at once.  

Note: This list only reports the Program recorded in Admin tab of 
the Support Period form – if multiple different Programs are 
associated with the same client in Notes tab then this will not be 
reported in this list. 

2. Include in report ‘Persons with contact recorded against a 
specific program’ – this operates the same as other lists and 
outputs lists per Program. 
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Exporting Program Lists 

 

How to run a Support Period (SHS) List #1: 
1. Include in report ‘Persons with Support Period current in report 

period’  

• Enter the parameters below and click on Export List  
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Reporting on programs 

 

SHS Support Period List for all Programs (#1) 
• Program is in ‘Column W’ and ‘Program Details’ are in Column X  

• This list only outputs the Program fields recorded on the Admin 
tab of the Support Period form. 

• If clients are associated with multiple programs on Notes tab then 
this will not be reported in this list.  
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Exporting Program Lists 

 

How to run a Support Period (SHS) List #2: 
2. Include in report ‘Persons with contact recorded against a 

specific program ’  

• Enter the parameters below and click on Export List  
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Exporting Program Lists 

 

Support Period (SHS) List by Program (#2): 
• Example of output for ‘Counselling ’ program below 

• Note that the 2 clients listed below were also associated with the 
‘Refuge’ program (see slide 33)  

• #2 method allows you to identify and report on clients who are 
associated with more than one program. 
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Measuring Program outcomes 

 

Status at end of Collection Period (SHS) 
This list contains all of the data entered at the end of a particular 
collection period and is useful for measuring the following: 

• Progress made by ongoing clients  

• Outcomes achieved by clients with closed support periods 

• Enter the parameters below and click on Export List  
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Measuring Program outcomes 

 

Status at end of Collection Period (SHS) 
This list contains some demographics, case management plan data, 
housing , income education data for the end of a month 

• Program type is located in Column Q 

• Use Column J (Date Support Period finished) to identify whether 
the support period is closed – blank fields indicate that support 
period is ongoing. 
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Measuring Program outcomes 

 

Status at end of Support Period (SHS) 
This list is useful for measuring outcomes over any reporting period 
you want to specify  – not just over one collection month. 

• Enter the parameters below and click on Export List  
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Measuring Program outcomes 

 

Status at end of Support Period (SHS) 
• This example includes outcomes for both ongoing clients and those 

who have ended their support periods. 

• Results for ongoing clients are drawn from the most recent Status 
Update within the reporting period selected 

• Results for closed clients are drawn from the end of their support 
period 
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Another useful List 

 

Contact History List (SHS) 
• This list will output data about every time a Note was recorded for 

a client and which Program it was associated with. 

• It is useful for analysing intensity of support and identifying 
multiple Programs that a particular client is associated with. 
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Another useful List 

 

Contact History List (SHS) 
• This example shows that a number of clients are associated with 

more than one program. 

• Program is located in Column P 
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Assistance available 

 

Where can I find more assistance? 
• SHIP Support can help you to enter Programs and advise you on 

which reports to run 

• Phone SHIP Support on 1800 627 191 Option 1 

• The AIHW has several SHIP and SHOR e-Learning modules that you 
could find helpful on the SHSC resources website 
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http://www.aihw.gov.au/shsc-resources


Thank you for using this  

SHIP e-Learning presentation 

 

 Click on tabs on right to review  

sections of this module 

 

Please click on links below to learn more 

about the SHS collection  

 

Specialist Homelessness Services 

collection (AIHW) 

 

http://www.aihw.gov.au/shsc-resources 

 

For more information: 

AIHW Hotline: 1800 627 191  

Email:  homelessness@aihw.gov.au  
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