p 4 HL3 Stand-alone

- .
mesotisn - [Data Collection System

For the monitoring of households placed in temporary
accommodation as part of local authorities’ duties under the
homeless person’s legislation.

Version 4

16 July 2015

Housing Access and Support Welfare Fund Statistics
Contact:

Dr. Andrew Waugh

andrew.waugh@scotland.gsi.gov.uk
0131 244 7232



mailto:andrew.waugh@scotland.gsi.gov.uk

Table of Contents

1. (o [ Tox 1 T o 1SRN 3
2. LAY 5] 0] o FS o o SRR 4

Setting the System Up

3. When to use the stand-alone SYSTEM............uuiiiiiiiiiiiiiiiiiii e 5
4, Initialising the Stand-alone SYStEM ..........uuiiiii i e e e aaeees 6

Using the System

5. Data Entry — INStructions fOr USEIS ........uuuiiiii it e e e e aanees 13
6. Further Information: Questions shade black if they are not required. .................cc.... 26
7 After the stand-alone system has gone live, how do | add properties to the

pool of temporary acComMmMOAAtION?.........cciiiiiiiiiiiiiee e e e e e aaaeees 29
8. After the stand-alone system has gone live, how do | remove properties

from the pool of temporary aCCOMMOUALIONT ..........uuuuiriiiiiiiiiiiiiiiieeiieieiieiereeeeeeeeeeeeeee 32
9. Why are some worksheet tabs shaded blue? ..., 33

Creating HL3 Returns

10. Sending Data to the Scottish GOVErnMENt.........ccoooii i e 34
11. Support for the Stand-alone SYSIEM ........cooiiviiiiii e e 44



1. Introduction

The HL3 Return provides placement level monitoring of temporary accommodation and
associated offers.

The HL3 Data specification is available at:
http://www.gov.scot/Topics/Statistics/15257/1529/HL3/HL3DataSpecification

General Information and guidance on how to fill in the HL3 Return can be found at:
http://www.scotland.gov.uk/Topics/Statistics/15257/1529/HL3

The Stand-alone system is available for download at:
http://www.gov.scot/Topics/Statistics/15257/1529/HL3/HL3Standalone

This document contains user instructions on how to use the stand-alone HL3 data collection
system. The stand-alone system is intended to help local authorities to systematically record
offers of temporary accommodation and also to generate the HL3 Return.

This document is intended to be a working document and will be updated periodically as
required. The revisions log below provides the record of the nature and timing of these
updates.
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2. Revisions Log

09 April 2015 First version of user documentation
Version 1
09 April 2015 Always enable macros when using the workbook.
Version 2
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In order for the file to work seemlessly, it is helpful to save the
individual workbook(s) in trusted folders.
Information on how to do this is available, for example, at:
http://blog.contextures.com/archives/2010/05/28/bypass-the-excel-
macro-security-warning/
10 April 2015 The Stand-alone Data Collection tool has been modified to send
Version 3 anonymised information about TA stock at the same time as the HL3
extract.
16 July 2015 A bug in the production of the HL3 Extract has been fixed. The bug
Version 4 was writing dates such as 10™ July 2015 as 07/10/2015 rather than

10/07/2015.
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3. When to use the stand-alone system

Where possible local authorities should seek to develop their own integrated IT solutions to
produce the HL3 Return. This should minimise officers having to enter the same data into
two different systems.

Where a local, integrated IT solution is not possible, then the stand-alone system can be
used as an alternative.

The stand-alone system can be used in two ways:

1. Local Authority Mode: All temporary accommodation offers are recorded for an
entire local authority area. The HL3 Return is then sent directly to the Scottish
Government.

2. Area Office Mode: Each area office records its temporary accommodation offers
separately. HL3 Returns are then sent to a central collection point before being sent
to the Scottish Government.



4. Initialising the Stand-alone System

If you see this message, always enable macros whenever using the system.
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You'll need to decide how to use the HL3 stand-alone system. Do you want to have a single
system covering the whole local authority? If so, use the system in Local Authority Mode. If
you want copies of the system for each area office, use Area Office Mode.

The steps to set up the system are as follows:

Step Local Authority Mode Area Office Mode

1. Enter your local authority | Go to the worksheet ENTER | Go to the worksheet ENTER
DATA HERE and select the | DATA HERE and select the
local authority in cell B1. local authority in cell B1.

Enter the name of the local
office in cell B2. At the
moment  Save a separate
copy of the workbook (with
different names), one for
each area office.
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Step

Local Authority Mode

Area Office Mode

2. Enter the email to send
HL3 returns to.

No action is required. On the
worksheet SEND DATA, the
email address is already set
to the homelessness
statistics inbox.

On the worksheet SEND
DATA, set the email address
to be the person who will
collate the HL3 Returns
being sent by each area
office.

A generic, gcsx  emall
address is best, for secure
data transmission.
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Step

Local Authority Mode

Area Office Mode

3. Enter the supply of
temporary accommodation.

Go to the worksheet TA
Properties and begin filling
in the data from row 6.

Go to the worksheet TA
Properties and begin filling
in the data from row 6.

Each Area Office must have
its own distinct supply of
temporary accommodation
with no overlaps between
area office.
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Stand Alone HL3 Return v UPRN.xdsm - Microsoft Excel -
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2
3
4
Bedrooms | Room/Flat | Street Number Street ‘ Town ‘ Postcode ‘ SG Accommodation Type R oaapodaton BUETETEE RISy
5 Supported? accommodation?
6 1 Flat 1 10 Any Street Any Town AB11AA LA ordinary dwelling Mo Mo
7 2 Flat 2 10 Any Street Any Town AB11AA LA ordinary dwelling Mo Mo
8 3 Flat 3 10 Any Street Any Town AB1 1AA LA ordinary dwelling Mo Mo
9 4 Flat 4 10 Any Street Any Town AB1 1AA LA ordinary dwelling Mo Mo
10 1Flata 10 Any Street Any Town AB11AA LA ordinary dwelling Mo Mo
11 2Flat6 10 Any Street Any Town AB11AA LA ordinary dwelling Mo Mo
12 3Flat7? 10 Any Street Any Town AB1 1AA LA ordinary dwelling Mo Mo
13 4 Flat 8 10 Any Street Any Town AB1 1AA LA ordinary dwelling Mo Mo
14 1Flat9 10 Any Street Any Town AB11AA LA ordinary dwelling Mo No
15 2 Flat 10 10 Any Street Any Town AB11AA LA ordinary dwelling Mo No
16 1 Room 1 20 Any Street Any Town AB2 2ER Hostel - RSL Yes Yes
17 1|Room 2 1 20 Any Street Any Town AB2 2ER Hostel - RSL Yes Yes
18 1 Room 3 20 Any Street Any Town AB2 2ER Hostel - RSL Yes Yes
19 1 Room 4 20 Any Street Any Town AB2 2ER Hostel - RSL Yes Yes
20 1 Room 5 20 Any Street Any Town AB2 2ER Hostel - RSL Yes Yes
21 2 18 Any Street Any Town AB2 2ER LA ordinary dwelling Mo Mo
22 1 Flat 17 26 Any Strest Any Town AB3 4ET LA ordinary dwelling Mo Mo
23 1 Flat 18 27 Any Street Any Town AB3 4ET LA ordinary dwelling Mo Mo
24 1 Flat 19 28 Any Street Any Town AB3 4ET LA ordinary dwelling Mo Mo
25 2 Flat 20 29 Any Street Any Town AB3 4ET LA ordinary dwelling Mo Mo
26 1 Flat 21 30 Any Street Any Town AB3 4ET LA ordinary dwelling Mo Mo
27 1 Flat 22 31 Any Street Any Town AB3 4ET LA ordinary dwelling Mo Mo
28 1 Flat 23 32 Any Street Any Town AB34ET LA ordinary dwelling Mo No
29 2 Flat 24 33 Any Street Any Town AB3 4ET LA ordinary dwelling Mo Mo
30 1 Flat 25 34 Any Street Any Town AB34ET LA ordinary dwelling Mo Mo
3 1 Flat 26 35 Any Street Any Town AB3 4ET LA ordinary dwelling Mo Mo
32 1 Flat 27 36 Any Street Any Town AB3 4ET LA ordinary dwelling Mo Mo
33 2 Flat 28 37 Any Street Any Town AB3 4ET LA ordinary dwelling Mo Mo
34 1 Flat 29 38 Any Street Any Town AB3 4ET LA ordinary dwelling Mo Mo
35 1 Flat 30 39 Any Strest Any Town AB3 4ET LA ordinary dwelling Mo Mo
36 1 Flat 31 40 Any Strest Any Town AB3 4ET LA ordinary dwelling Mo Mo
37 2 Flat 32 41 Any Street Any Town AB3 4ET LA ordinary dwelling Mo Mo
38 1 Flat 33 42 Any Street Any Town AB3 4ET LA ordinary dwelling Mo Mo
39 1 Flat 34 43 Any Street Any Town AB3 4ET LA ordinary dwelling Mo Mo
40 1 Flat 35 44 Any Street Any Town AB3 4ET LA ordinary dwelling Mo Mo
M 2 Flat 36 45 Any Strest Any Town AB34ET LA ordinary dwelling Mo No
42 1 Flat 37 46 Any Street Any Town AB3 4ET LA ordinary dwelling Mo Mo
43 1 Flat Any Street Any Town AB34ET LA ordinary dwelling Mo Mo
44 1 P39 48 Street Any Town AB3 4ET LA ordinary dwelling Mo Mo
M 4 » ¥ ENTER ORTA HERE | TA Properties « SEND DAFA Guidance on Completion ARCHIVE Generate HL3 L()()kLm 4 | |
Ready | B3 | |[ER|E @ 100% () L]
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Notes:
1.

If using area office mode, the list of stock available to an area office must be distinct

from the other area offices. There must be no overlaps of properties between the

different area offices.
2.

A separate row must be completed for each unit of temporary accommodation. For

example, a unit of temporary accommodation can either be a self contained property,
or individual rooms inside a bed and breakfast.
3. The following fields must be completed for each unit of temporary accommodation:
a. The number of bedrooms the property has. If it's a bedsit or a room in a bed
and breakfast, this can be set to 1. (Column C)
b. The room or flat number. This is used to identify different units of temporary
accommodation within the same building. (Column D)




The street number. (Column E)

The street. (Column F)

The town. (Column G)

The postcode. (Column H)

The Scottish Government Temporary Accommodation category (Column I).

Guidance on these categories is available at:

http://www.gov.scot/Topics/Statistics/15257/1529/HL3/SGTemporaryAcommo

dationCategories

h. Date Added (Column N). This is the date that the property first became
availabel for use as temporary accommodation. This can be set to the
current date for convenience.

i. Date Deleted (Column O). This field is used if a property becomes no longer
part of the supply of temporary accommodation. To remove a property,
simply enter the date of deletion here.

j.-Availability (Column Q). At the point the properties are entered, this flag is set

to either 1 to indicate that the property is unocuppied and available, or zero to

indicate it is currently occupied.

@~oao0

Why this information is a required?

This information is gathered solely to help local authority officers identify which
properties are free at the point of allocation. A drop down list of available properties
is automatically created, sorted by postcode and bedroom size.

A unique property reference number is generated automatically using the flat/ room
number, the street number and postcode. If bed and breakasft accommodation is
used, each separate room should be given a room number so that the UPRN is
ungiue. This combination is then hashed securely to ensure that no property can be
identified. This is particularly important so that the local of Refuges remain
confidential. The ungiue property reference numbers generated by the stand-alone
system look like 24BC8AAA 0198AA6E OCF087CE D29E39D8 E4763435. This is a
one-way hash which preserves the uniqueness of the property but keeps its
anonymity.

The Scottish Government temporary accommodation category is required in order to
generate the data needed for the Scottish Housing Regulator’s Annual Return on the
Charter: Indicators 25, 26 and 27.

Optional Information

In order to monitor the impact of welfare reform changes on temporary accommodation, it
would be helpful to also record the following information. This information is not necessary
for the operation of the stand-alone system but may be requested at a future date.

Is the accommodation supported? (Column J). Supported accommodation means
that it is used by a service registered with the Care Inspectorate.

Is it emergency first stop accommodation? (Column K). This is direct access
accommodation which is available to clients 24/7. It is typically used as a first
placement for short periods of time, rather than as a longer term form of temporary
accommodation.

Who the landlord is? This is defined as the organisation to whom the rent is paid.
There is a choice of Local Authority, Registered Social Landlord, Voluntary
Organisation or Private Landlord.

The Housing Benefit Type. This details whether or not the accommodation has been
classified as specified accommodation under the The Housing Benefit and Universal
Credit (Supported Accommodation) (Amendment) Regulations 2014. This
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information will need to be gathered from the part of your local authority which deals

with Housing Benefit.

Once the system has gone live, there is no need to enter the supply of temporary

accommodation again.

Step Local Authority Mode

Area Office Mode

Go to the worksheet
CLEAR ALL DATA and
press the icon.

4. Remove any test data
from the workbook.

This will wipe all data in
the worksheets ENTER
DATA HERE and
ARCHIVE.

This worksheet will then
become hidden.

Go to the worksheet CLEAR ALL
DATA and press the icon.

This will wipe all data in the
worksheets ENTER DATA HERE
and ARCHIVE.

This worksheet will then become
hidden.

Insert Formulas Data Review View Developer

FE 9 L e ne Alone FIL3 Retum Version Lasm e o
Home

Page Layout
= ¥ Cut

B3 Copy ~

& Format Painter
Clipboard

General

@3-y oy

HNumber

~10 v A AT - S Wrap Text

= &'é'

Arial

il (]
%

B [ U~ = | 5 Merge & Center ~

i
il
"
il

Paste

Font Alignment

0 ;% Conditional Format
Formatting = as Table  Styles *

X AutoSum ~

@ Fin -
&2 Clear -

27 &
Sort& Find &
Filter = Select~

Editing

¥ 8@ g5 E

Cell Insert Delete Format

Styles Cells

a@ o R

G21 -

A B c D E

G H J K

Press this button to remove any sample data from ENTER DATA HERE and ARCHIVE

Use the button to initiate the system.

45
W 4 b W[ ENTER DATA HERE
Ready | ¥ |

TA Properties .« SEND DATA Guidance on Colgpletion CLEAR ALL DATA <« ARCHJFE

M N o B Q R S

G4

| [EH|m @ 100% (=) v

» ]

] [l]<

11




Step

Local Authority Mode

Area Office Mode

5. Make the worksheet
available for data entry.

Save a copy of the
workbook.

Send a copy out to each area
office to begin data entry. Make

sure:
°

each copy is saved with a
separate name;

the area office name has
been entered on the first
sheet, and;

the stock available to
allocate is distinct for
each office.

The send data emall
address has been set
correctly.

The stand-alone data collection system uses macros.

In order for the file to work

seemlessly, it is helpful to save the individual workbook(s) in trusted folders.

Information on how to do this is available, for example, at:
http://blog.contextures.com/archives/2010/05/28/bypass-the-excel-macro-security-

warning/
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5. Data Entry — Instructions for Users

Whenever the workbook opens it automatically activates the worksheet ENTER DATA
HERE.

If a macro security warning pops up, always allow macros for this workbook. At all times
macros must be enable in the workbook. This allows for the available property list and
shading to work.

If you see this message, always enable macros whenever using the system.
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The ENTER DATA HERE worksheet looks like this.
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7 For LA Use Onl Make Offers Check In Che:
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e First Name = children in thye 2 IR RS Accepted EET Entry Date | accommodation | Exit Date
provided for all Name h Offered (LA Use Only) Up?
ousehold? unsuitable?
8 cases)
9 HL1_122345 Test1 Test1 Mo 08/05/2015 Flat 9, 10 Any Street, Any Town, AB1 1AA - Bedrooms: 1 Offered and Accepted  Yes 08/05/2015
10 HL1_1234567 Test2 Test2 Mo 09/05/2015 23 Any Street, Any Town, AB2 2ER - Bedrooms: 2 Offered and Accepted  Yes 09/05/2015
11012345678 Test3 Test3 No 03/04/2015 Flat 5, 10 Any Street, Any Town, AB1 1AA - Bedrooms: 1 Offered and Accepted  Yes 10/05/2015
12 1234567 Test4 Test4 Mo 07/04/2015 Flat 3, 10 Any Street, Any Town, AB1 1AA - Bedrooms: 3 Offered and Accepted  Yes 07/04/2015
13 123 Tests Tests No 07/04/2015 Flat 8, 10 Any Street, Any Town, AB1 1AA - Bedrooms: 4 Offered and Accepted  Yes 07/04/2015
14 1
15
18
17
13
19
20
21
22
23
24
25
26
27
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3l
32
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r
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4 -
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Each row represents an offer of temporary accommodation. A new row should be completed
for each offer made. The colums headings are as follows but not all columns need to be
completed in all cases. Cells are shaded red if a response is required and black if no
information is needed.

e The HL1 Application Reference. Each offer of tempoaray accommodation is made
under the homeless persons legislation. Therefore, each offer must have a
corresponding HL1 application reference. If the HL1 application reference isn’t
known at the time an offer is made, one can be created at a later date. However, the
HL3 Return won't allow submission unless a HL1 application reference is provided.

e The main applicant’s first name and last name. This is collected solely for use by
local authority officers and is not sent to the Scottish Government. It is collected so
that a HL1 application reference can be retrieved at a later date.

o Are their any children in the household, is any household member pregnant?
This question is used solely to determine whether or not questions on unsuitable
accommodation need to be answered.

e The date temporary accommodation was offered. This should be recorded in
dd/mm/yyyy format. So the 6™ April 2015 is written as 06/04/2015.

o The property which was offered. This is a drop list list of all available properties. If
no temporary accommodation is offered, then the option “No temporary
accommodation offered” can be selected from the top of the list. Available properties
are sorted by postcode and number of bedrooms.

o Whether the offer of accommodation was accepted.

e Whether the accommodation was taken up.

14



e The date the accommodation was entered in dd/mm/yyyy format.

o Whether the accommodation is unsuitable as defined by the Homeless Persons
(Unsuitable Accommodation) (Scotland) Order 2014? This question is answered
only if the household contains children or if a household member is pregnant.

The following information is completed only once the household moves out of temporary
accommodation.

¢ The date the accommodation was exited.
¢ Whether the accommodation was in breach of the Homeless Persons (Unsuitable
Accommodation) (Scotland) Order 20147

15
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Example — Offering Temporary Accommodation

A household headed by John Smith requires temporary accommodation. On entering the
word John under first name, the next cell needing to be completed shades red.
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SEND DATA

Guidance on Completion

08/05/2015 Flat 9, 10 Any Street, Any Town, AB1 1AA - Bedrooms: 1
09/05/2015 23 Any Street, Any Town, AB2 2ER - Bedrooms: 2
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After entering Smith in the Last Name field, the children question shades red.
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This household contains no children and no member of the household is pregant, so No is
selected from the list. This then prompts the date offered to be highlighted. Note also that
the cells for this row in columns L and N for unsuitable accommodation have been shaded
black to indicate no response is required.
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Both property and the HL1 application reference are now shaded red. If the HL1 application
reference isn’'t known this can be left for the moment —it's red as it's missing.
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Next choose the desired property to offer from the drop down list.

“‘No temporary

accommodation offered” is always available at the top of the list. Available properties are
sorted by postcode and the number of bedrooms available. Select the property offered.

15

Mo temporar accommodation offered

Flat 6, 10 Arw Street, Any Town, 8B1184 - Bedrooms: 2

Flat 10, 10 &rw Street, Arw Tawn, 611484 - Bedrooms: 2
Flat 7. 10 Anw Street, Any Town, 861184 - Bedrooms: 3

Flat 4, 10 A&rw Street, Any Town, 861184 - Bedrooms: 4

22 Ay Street, Any Town, B2 2ER - Bedrooms: 1

20 Any Street, Any Tawn, B2 ZER - Bedrooms: 3

24 Arw Street, Any Town, 8B ZER - Bedrooms: 3

Make Offers
Property Address Taken
Accepted

(LA Use Cnly) pt Up?
15 Flat 9, 10 Any Street, Any Town, AB1 1AA - Bedrooms: 1 Offered and Accepted  Yes
15 23 Any Street, Any Town, ABZ2 2ER - Bedrooms: 2 Offered and Accepted  Yes
15 Flat 5, 10 Any Street, Any Town, AB1 1AA - Bedrooms: 1 Dffered and Accepted  Yes
15 Flat 3, 10 Any Street, Any Town, AB1 1AA - Bedrooms: 3 Offered and Accepted  Yes
15 Flat 8, 10 Any Street, Any Town, AB1 1AA - Bedrooms: 4 Offered and Accepted  Yes




The next question asks if the offer of temporary accommodation accepted. The accepted
guestion is highlighted ready for completion.
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If the accommodation is accepted, the next question to complete asks whether the
accommodation was taken up. Did the household actually move into the property?
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Note: If the acommodation is refused and another property is offered instead, a new row of
data should be used to record the new offer.
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If accommodation is taken up, an entry date is required. This is entered in dd/mm/yyyy

format. So the 8" April 2015 is entered as 08/04/2015.
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03/04/2015 Flat 5, 10 Any Street, Any Town, AB1 1AA - Bedrooms: 1
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Once the entry date has been completed, the Check In stage has been completed. The only
information required now is the HL1 application reference, which can be supplied at a later
date. Once the person checks out of temporary accommodation, the exit date (and possibly
information on breaches) is then required.
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13 123 Testa Testa Mo 07/04/2015 Flat 8, 10 Any Street, Any Town, AB1 1AA - Bedrooms: 4 Offered and Accepted  Yes 07/04/2015
14 John Smith Mo 08/04/2015 Flat 10, 10 Any Street, Any Town, AB1 1AA - Bedrooms: 2 Offered and Accepted  Yes
i Please enter the date
b when the applicant
17 moved in.
18 Use dd/mm/;
19 format.
20
21
22
23
24
25
26
27
23
29
30
kal
32
33
34
35
36
a7
38
39
40
41 L
M 4 » M ENTER DATA HERE -~ TA Properties SEND'DATA Guidance on Completion ARCHIVE  Generate HL3 LookLm 4] [T | »
Ready | Scrolllock [ | | (B @ so% (=) ] {+)

24




Example — Checking Out of Temporary Accommodation

On the 10™ April 2015, John Smith checks out of this Flat 10, 10 Any Street. This is
recorded by entering 10/04/2015 in column M. As there are no children or pregnant women
in the household, the breach question is shaded black and does not need to be answered.
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The breach question only needs to be answered if there are children in the households and
the accommodation occupied is unsuitable. This question will shade red if a response is
needed.
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6. Further Information: Questions shade black if they are not required.

For example, if temporary accommodation is not offered, no further information is needed in
the fields Accepted, Taken Up, Entry Date, etc...
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If the offer of accommodation is
They are shaded black.

s -

Stand Alone HL3 Return v UPRNxlsm - Microsoft Excel

refused, none of the subsequent questions are required.
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14 John Smith No 08/04/2015 Flat 10, 10 Any Street, Any Town, AB1 1AA - Bedrooms: 2 Offered and Accepted 08/04/2015
[ 1512345 Joe Bloggs Mo 08/04/2015 Flat 6, 10 Any Street, Any Town, AB1 1AA - Bedrooms: Offered and Refused
16
117
|18
119
|20
121
122
12
|24
125
| 26 |
| 27 |
| 28 |
| 29|
| 20
| 21|
| 22|
| 22
| 24
| 25|
E3
[ 37 |
| 38|
E3
| 40 |
4] 3
H 4 » ¥ | ENTER DATA HERE .~ TA Properties < SEND'DATA Guidance on Completion ARCHIVE ~ Generate HL3 Looklm 4 [} | »
Ready | Scolllock [ | Average:l Count5 Sum:5 |[EE|EE g0 (=) | (+)

27



Similarly, if the accommodation isn’t taken up, the following questions are shaded black.

T T T Stand Alone F1L3 Return vd UPRNodem = Nierocor Excel

Insert

Conditional

(]| =
Home
% cut
53 Copy ~
- Format Painter
Clipboard

Data Review View

Formulas

Page Layout Developer

Arial Text -

Wy

Number

S Wrap Text

B I U~ Eaq Merge & Center ~ g

Font Alignment

Formatting ~ as Table = Styles =

—— | ] ||

a@o@ R
= i @

Sort & Find &

Filter - Select -
Editing

) S me=} [
B &= o ]
Cell Insert

I AutoSum v

] Fin -
22 Clear

Delete Format

Styles Cells

Als

Je| 12345

-

| B

1 Orkney

2 Main

D

K M N

I
: E
Scottish Government HL3 Return
Stand-alone Version 1
Collected under section 199 of the Local Government (Scotland) Act 1973

~ e w

For LA Use Onl Make Offers

Check In

Check Out

Are their any
children in the
household?

Last
Name

Date
Offered

Property Address

First Name (LA Use Only)

8

Accepted

Is the
Entry Date | accommadation
unsuitable?

Taken
Up?

Is it in

Exit Date breach?

9 |Test1
10 Test2
11 Test3
12 Test4
13 Tests
14 John
15 lJoe

18

17

13

19

20

21

22

23

24

25

26

27

28

29

30

3l

32

33

34

35

36

3

38

39

40

1M

Testl
Test2
Testd
Testd
Tests
Smith
Bloggs

MNo
Mo
No
No
No
No
No

08/05/2015 Flat 9, 10 Any Street, Any Town, AB1 1AA - Bedrooms: 1
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07/04/2015 Flat 8, 10 Any Street, Any Town, AB1 1AA - Bedrooms: 4
08/04/2015 Flat 10, 10 Any Street, Any Town, AB1 1AA - Bedrooms: 2
08/04/2015 Flat 6, 10 Any Street, Any Town, AB1 1AA - Bedrooms: 2

Offered and Accepted
Offered and Accepted
Offered and Accepted
Offered and Accepted
Offered and Accepted
Offered and Accepted
Offered and Accepted

Yes
Yes
Yes
Yes
S
Yes
No

08/05/2015
09/05/2015
10/05/2015

07/04/2015
07/04/2015
08/04/2015

@

un
M 4 » M ENTER DATA HERE -~ TA Properties /SENDDATA Guidance on Completion ARCHIVE  Generate HL3 L()()kLm 4

Ready | Scrolllock [T |

IEEFEET e

28



7. After the stand-alone system has gone live, how do | add properties to
the pool of temporary accommodation?

First, check that the property isn’'t already on the system. It might be unavailable on the
system as a household is currently occupying it or a household hasn’t been checked out of
it.

If the property is already on the system but isn’t showing as available, find the record where
the property is currently occupied — i.e. it has an entry date but no exit date. For example,
suppose we know that Flat 9, 10 Any Street is available but not showing on the system.
Select column F and press CTRL+F to find this property. Find the row where it has no exit
date.

tand Alone HL3 Return v UPRN.xdsm - Microsoft Excel
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=5 ¥ cut . . = _ @ = :Pj 2 o T T Rl E AutoSum v A? :
Arial T10 - = = - =i Wrap Text Dat: - . [ 7
Bl e cony - rial A A = ¥ SFwrap Te ate £5) _A‘:F'd B & _C'J ru- 7 l}a
Paste . B I U-|~-|&-A- = = &= 55 [ Merge & Center|| - v s | %2 0 Conditional Format Cell | Insert Delete Format | Sort & Find &
- < Format Fainter = = =3 i Merge & Center]7)| O - % 0 =0 Eormatting - as Table - Styles = | - - - 2 Clear”  Fifter~ Select~
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a9 |Test1 Test1 Mo 08/05/2015|Flat 9, 10 Any Street, Any Town, AB1 1AA - Bedrooms: 1 Offered and Accepted  Yes 08/05/2015
10 |Test2 Test2 Mo 09/05/2015)23 Any Street, Any Town, AB2 2ER - Bedrooms: 2 Offered and Accepted  Yes 09/05/2015
11 |Test3 Test3 Mo 03/04/2015]Flat 5, 10 Any Street, Any Town, AB1 1AA - Bedrooms: 1 Offered and Accepted  Yes 10/05/2015
12 |Testd Testd Nao 07/04/2015|Flat 3, 10 Any Street, Any Town, AB1 1AA - Bedrooms: 3 Offered and Accepted  Yes 07/04/2015
13 |Testh Testh No 07/04/2015|Flat 8, 10 Any Street, Any Town, AB1 1AA - Bedrooms: 4 Offered and Accepted  Yes 07/04i2015
14 |Ruth Smith No 09/04/2015|Flat &, 10 Any Street, Any Town, AB1 1AA - Bedrooms: 2 Offered and Accepted  Yes 09/04/2015
15
|16 S
17| Find and Replace 12
|18
| 19| Find | Replace
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M 4 » M| ENTER DATA HERE .~ TA Properties /SEND'DATA Guidance on Completion ARCHIVE  Generate HL3 Look1] 4 [ i | »
Ready | B3 | Count: 7 |[EH|O] @0 90% (=) L) {+)

Enter the exit date for this record so that the household is checked out of the property.
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Flat 9, 10 Any Street now becomes available in the drop down list.

Flat 7. 10 Anw Street, Any Town, 461144 - Bedrooms: 3
Flat 4, 10 &nw Street, Any Town, 861144 - Bedrooms: 4
22 Any Street, Any Town, K62 2ER - Bedrooms: 1
200Any Street, Any Town, 482 ZER - Bedrooms: 3
24 Anw Street, Any Town, 52 2ER - Bedrooms: 3

e R —

Make Offers Check In Check Out
Is The .
Property Address Accepted Taken Entry Date | Accommodation | Exit Date ISt
(LA Use Only) Up? . breach
Unsuitable?
o —
5 Flat g, 10 Any Street, Any Town, AB1 1AA - Bedroome: 1 Offered and Accepted  Yes 08/05/2015
5 23 Any Street, Any Town, AB2 2ER - Bedrooms: 2 Offered and Accepted  Yes 09/05/2015
5 Flat &, 10 Any Street, Any Town. AB1 1AA - Bedrooms: 1 Offered and Accepted  Yes 10/05/2015
5 Flat 3, 10 Any Street, Any Town, AB1 1AA - Bedrooms: 3 Offered and Accepted  Yes 07/04/2015
5 Flat 8, 10 Any Street, Any Town, AB1 1AA - Bedrooms: 4 Offered and Accepted  Yes 07/04/2015
5 Flat 6, 10 Any Street, Any Town, AB1 1AA - Bedrooms: 2 Offered and Accepted  Yes 09/04/2015
l 1~

If an entirely new property is added to the stock of temporary accommodation, add it to the
bottom of the worksheet TA Properties. In this case a new B&B property has been added.
Ensure to mark it as available in column Q.
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193 4 Flat 188 197 Any Street Any Town AB34ET LA ordinary dwelling Mo Mo
194 1 Flat 189 198 Any Street Any Town AB3 4ET LA ordinary dwelling Mo Mo
195 2 Flat 190 199 Any Street Any Town AB3 4ET LA ordinary dwelling Mo Mo
196 3 Flat 191 200 Any Street Any Town AB3 4ET LA ordinary dwelling Mo Mo
197 4 Flat 192 201 Any Street Any Town AB3 4ET LA ordinary dwelling Mo Mo
198 1 Flat 193 202 Any Street Any Town AB3 4ET LA ordinary dwelling Mo Mo
199 2 Flat 194 203 Any Street Any Town AB3 4ET LA ordinary dwelling Mo Mo
200 3 Flat 195 204 Any Street Any Town AB3 4ET LA ordinary dwelling Mo Mo
201 4 Flat 196 205 Any Street Any Town AB3 4ET LA ordinary dwelling Mo Mo
202 1 Flat 197 206 Any Street Any Town AB3 4ET LA ordinary dwelling Mo Mo
203 2 Flat 198 207 S Shract— = = = . Lo
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<205 1 Room 1 1 New Property Stre New Town AB12ME Bed and breakfast Mo Mo
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The next time an offer is made on the ENTER DATA HERE worksheet, the available
property list will refresh once an offer date is entered. The new property now shows in the
drop down list.

Date Property Address
Offered (LA Use Only)
03/058/2015 Flat 9, 10 Any Street, Any Town, AB1 144 - Bedrooms: 1 Dffered 3
09/05/2015 23 Any Street, Any Town, ABZ ZER - Bedrooms: 2 Offered 3
03/04/2015 Flat 5, 10 Any Street, Any Town, AB1 1AA - Bedrooms: 1 Offered 2
07/04/2015 Flat 3, 10 Any Street, Any Town, AB1 1AA - Bedrooms: 3 Offered 2
O7iI04/2015 Flat 8, 10 Any Street, Any Town, AB1 1AA - Bedrooms: 4 Offered 2
09/04/2015 Flat 6, 10 Any Street, Any Town, AB1 1AA - Bedrooms: 2 Offered 3
081047201 | -

Mo temporary accommodation offered -
Flat 3,10 Any Street, Any Town, 861184 - Bedrooms: 1 =
Flat 10, 90 Any Street, Ang Tawn, ABT18A - Bedrooms: 2

Flat 7, 10 Any Street, &ny Town, 861144 - Bedrooms: 3

Flat d, 10 Arw Street, Arw Town, AE1184 - Eedrooms: 4

Foom 1, 1Mew Property Street, Mew Tawn, 861 2ME - Bedroom:s: 1
22 Ay Street, Any Town, 862 2ER - Bedrooms: 1

20 8w Street, Bnw Town, 8BS 2ER - Bedrooms: 3 7
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8. After the stand-alone system has gone live, how do | remove properties
from the pool of temporary accommodation?

Go to the worksheet TA Properties and find the property which has been removed from the
pool of temporary accommodation stock. In this example, let's suppose that the hostel on 20
Any Street is being closed.

tan g ATome FIL3 Return vd UPRIGxdarm et ooort Ex e o =7 |

Devglgper 5@ o =
S Wrap Text General = (| == u E Autosum -
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Clipboard Font . Alignment . Number . Styles Cells Editing
D17 - Jx| Room 2 v
C D E F G H J K -
1 E
2
3
4
Bedrooms | Room/ Flat ‘ Street Number ‘ Street ‘ Town ‘ Postcode | SG Accommodation Type R oaapodaton BUETETEE RISy
5 Supported? accommodation?
6 1 Flat 1 10 Any Street Any Town AB11AA LA ordinary dwelling Mo Mo
7 2 Flat 2 10 Any Street Any Town AB11AA LA ordinary dwelling Mo Mo
8 3 Flat 3 10 Any Street Any Town AB1 1AA LA ordinary dwelling Mo Mo
9 4 Flat 4 10 Any Street Any Town AB1 1AA LA ordinary dwelling Mo Mo
10 1Flata 10 Any Street Any Town AB11AA LA ordinary dwelling Mo Mo
11 2Flat6 10 Any Street Any Town AB11AA LA ordinary dwelling Mo Mo
12 3Flat7? 10 Any Street Any Town AB1 1AA LA ordinary dwelling Mo Mo
13 4 Flat 8 10 Any Street Any Town AB1 1AA LA ordinary dwelling Mo Mo
14 1 Flat9 + = = — tlal Ll No
15 2 Clatdls 10 Any Street Any Town AB11AA LA ordinary dwelling No
1 Room 1 20 Any Street Any Town AB2 2ER Hostel - RSL Yes Yes
17 WIQUUm 2 _l 20 Any Street Any Town AB2 2ER Hostel - RSL Yes Yes
18 1 Room 3 20 Any Street Any Town AB2 2ER Hostel - RSL Yes Yes
19 1 Room 4 20 Any Street Any Town AB2 2ER Hostel - RSL Yes Yes
20 1 Room 5 20 Any Street Any Town AB2 2ER Hostel - RSL Yes Yes
21 2 18 Any Street Any Town AB2 2ER LA ordinary dwelling Mo Mo
WL 26 Any Strest Any Town AB3 4ET LA ordinary dwelling No Mo
23 1 T 27 Any Street Any Town AB3 4ET LA ordinary dwelling Mo
24 1 Flat 19 W I e o — No
25 2 Flat 20 29 Any Street Any Town AB3 4ET LA ordinary dwelling Mo Mo
26 1 Flat 21 30 Any Street Any Town AB3 4ET LA ordinary dwelling Mo Mo
27 1 Flat 22 31 Any Street Any Town AB3 4ET LA ordinary dwelling Mo Mo
28 1 Flat 23 32 Any Street Any Town AB34ET LA ordinary dwelling Mo No
29 2 Flat 24 33 Any Street Any Town AB3 4ET LA ordinary dwelling Mo Mo
30 1 Flat 25 34 Any Street Any Town AB34ET LA ordinary dwelling Mo Mo
3 1 Flat 26 35 Any Street Any Town AB3 4ET LA ordinary dwelling Mo Mo
32 1 Flat 27 36 Any Street Any Town AB3 4ET LA ordinary dwelling Mo Mo
33 2 Flat 28 37 Any Street Any Town AB3 4ET LA ordinary dwelling Mo Mo
34 1 Flat 29 38 Any Street Any Town AB3 4ET LA ordinary dwelling Mo Mo
35 1 Flat 30 39 Any Strest Any Town AB3 4ET LA ordinary dwelling Mo Mo
36 1 Flat 31 40 Any Strest Any Town AB3 4ET LA ordinary dwelling Mo Mo
37 2 Flat 32 41 Any Street Any Town AB3 4ET LA ordinary dwelling Mo Mo
38 1 Flat 33 42 Any Street Any Town AB3 4ET LA ordinary dwelling Mo Mo
39 1 Flat 34 43 Any Street Any Town AB3 4ET LA ordinary dwelling Mo Mo
40 1 Flat 35 44 Any Street Any Town AB3 4ET LA ordinary dwelling Mo Mo
M 2 Flat 36 45 Any Strest Any Town AB34ET LA ordinary dwelling Mo No
42 1 Flat 37 46 Any Street Any Town AB3 4ET LA ordinary dwelling Mo Mo
43 1 Flat 38 47 Any Street Any Town AB34ET LA ordinary dwelling Mo Mo
44 1 mw Street Any Town AB34ET LA ordinary dwelling No No -
M 4 » M| ENTER DA HERE | TA Properties «SENINDATA Guidance on Completion ARCHIVE ~ Generate HL3 L()()'kLm 4 [T} | »
Ready | P2 | \ } | @& 100k 5 Iy (t)
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In column O set the date deleted to be today’s date (in this case the 8" April 2015) and set
available in column Q to be 0.
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1 E
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Is it emergency first stop Landiord HB TYPE ‘ Date Added ‘ Date | ayaiasLe l
5 accommodation? Deleted
6 No LA Mot Specified Accommodation 01-Apr-15 02-Apr-15 1
7 No LA Mot Specified Accommodation 01-Apr-15 0
& No LA Mot Specified Accommodation 01-Apr-15 1
9 No LA Mot Specified Accommodation 01-Apr-15 1
10 No LA Mot Specified Accommodation 01-Apr-15 1
11 No LA Mot Specified Accommodation 01-Apr-15 1
12 No LA Mot Specified Accommaodation 01-Apr-15 1
13 No LA Mot Specified Accommaodation 01-Apr-15 1
14 |No LA Not Specified Accommodation 01 1
15 No LA Mot Specified Accommodation -15 1
16 |Yes ~10rg Specified - Hostel 01-Apr-15 08-Apr-15 0
17 |Yes Vol Org  Specified - Hostel 01-Apr-15 08-Apr-15 0
18 |Yes Vol Org  Specified - Hostel 01-Apr-15 08-Apr-15 0
19 |Yes Vol Org  Specified - Hostel 01-Apr-15 08-Apr-15 0
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21 |No LA Mot Specified Accommodation 1
22 |No LA Mot Specified Accommodation -
23 |No LA Mot Specified Accommodation 01-Apr-15 1
24 |No LA Mot Specified Accommodation 01-Apr-15 1
25 No LA Mot Specified Accommaodation 01-Apr-15 1
26 No LA Mot Specified Accommaodation 01-Apr-15 1
27 |No LA Not Specified Accommodation 01-Apr-15 02-Apr-15 1
28 |No LA Mot Specified Accommodation 01-Apr-15 1
29 |No LA Mot Specified Accommodation 01-Apr-15 1
30 |No LA Mot Specified Accommodation 01-Apr-15 1
31 |No LA Mot Specified Accommodation 01-Apr-15 1
32 No LA Mot Specified Accommodation 01-Apr-15 1
33 |No LA Mot Specified Accommodation 01-Apr-15 1
34 |No LA Mot Specified Accommodation 01-Apr-15 1
35 |No LA Mot Specified Accommodation 01-Apr-15 1
36 No LA Mot Specified Accommodation 01-Apr-15 1
37 No LA Mot Specified Accommaodation 01-Apr-15 1
38 No LA Mot Specified Accommaodation 01-Apr-15 1
39 No LA Mot Specified Accommaodation 01-Apr-15 1
40 |No LA Mot Specified Accommodation 01-Apr-15 1
41 |No LA Mot Specified Accommodation 01-Apr-15 1
42 |No LA Mot Specified Accommodation 01-Apr-15 1
43 |No LA Mot Specified Accommodation 01-Apr-15 1
44 |No LA Mot Specified Accommodation 01-Apr-15 1 -
M 4 ¢ M| ENTER DATA HERE | TA Properties < SEND'DATA Guidance on Completion ARCHIVE ~ Generate HL3 LookLm 4 L [T} | »
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These properties will no longer be availabe for selection in the drop down list.

9.

Why are some worksheet tabs shaded blue?

These worksheets are for the operation of the workbook and should be unaltered. These
sheets are protected and cannot be edited.
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10. Sending Datato the Scottish Government

Data should be sent to the Scottish Government quarterly. To do this simply click on the
email picture.
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8
9 HL1_122345 Test1 Test1 Mo 08/05/2015 Flat 9, 10 Any Street, Any Town, AB1 1AA - Bedrooms: 1 Offered and Accepted  Yes 08/05/2015
10 HL1_1234567 Test2 Test2 No 09/05/2015 23 Any Street, Any Town, AB2 2ER - Bedrooms: 2 Offered and Accepted  Yes 09/05/2015
11012345678 Test3 Test3 Mo 03/04/2015 Flat 5, 10 Any Street, Any Town, AB1 1AA - Bedrooms: 1 Offered and Accepted  Yes 10/05/2015
12 | 1234567 ITESM _ITeslai Mo 07/04/2015 Flat 3, 10 Any Street, Any Town, AB1 1AA - Bedrooms: 3 Offered and Accepted  Yes 07/04/2015
13 123 Tests Tests No 07/04/2015 Flat 8, 10 Any Street, Any Town, AB1 1AA - Bedrooms: 4 Offered and Accepted  Yes 07/04/2015
14 22222222 Ruth Smith Mo 09/04/2015 Flat 6, 10 Any Street, Any Town, AB1 144 - Bedrooms: 2 Offered and Accepted  Yes 09/04/12015
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Local Authority Mode

This will automatically generate an email which is ready to send. If the system is being used
for the entire local authority, the email will be sent to the homelessness statistics inbox
(homelessness_statistics _inbox@scotland.gsi.gov.uk ). If the system is being used in area
office mode, the data will go to the central point where the extracts are collated.

~ ;
EXIR™] = HL3 Extract sent from Standalone System - Message (Rich Text) | = | ] |
File Message Insert Options Format Text Review Developer SecureZIP & e
- Follow Up ~
’ calibri i A EE B ﬂ ﬂv';l @ J@ /ﬁ' ¥ Follow Up _\:
Y ¥ High Importance
Paste ) B 7 U | ¥®-A-||E|= = £ £5 Address Check | Attach Attach Signature Zoom
- fFormat Fainter = L T Book Mames File Item~ - § LowImportance
Clipboard : Basic Text : Mames Include Tags « | Zoom

From - dicrosoft Exchange
To.. homelessness statistics inbox
Hee

Subject: ne System

I i)
) )
i i

HL3 330 - Main STOCK Orkney -
10-04-2015 0946... Main.csv
IEheck that the LACODE matches the sendee's email address

4 1t »

homelessness statistics inbox ~

Remember to click send.
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Local copies of HL3 extarcts are saved in the Data Recovery directory, a sub folder of the
directory where the stand-alone system is located. This should be kept as an audit trail or
for future data recovery.

- - - G e — = | B e |
e
- N <. e
@:__T)lv| .. %« HL3 Standalone Data leleﬂ 'Eml Data Recovery J; #ﬁhum’? Data R...D;._J’:. 2 |
Organize = Include in library - Burn Mew folder =~ [ @
T Farorites * Mame : Date modified Type Size
L AAA My Shortcuts (L] HL3 330 - Main 07-04-2015 092524 .csv 07/04/2015 09:25 Microsoft Excel C...
B Desktop (L] HL3 330 - Main 07-04-2015 092641 .csv 07/04/2015 09:26 Microsoft Excel C...
& Downloads (L] HL3 330 - Main 07-04-2015 092939.csv 07/04/2015 09:29 Microsoft Excel C...
[ Objective ) (L] HL3 330 - Main 07-04-2015 093214.csv 07/04/2015 09:32 Microsoft Excel C... E
=l Recent Places 1 (EL) HL3 330 - Main 07-04-2015 093354.csv 07/04/2015 09:33 Microsoft Excel C...
(EL] HL3 330 - Main 07-04-2015 093559.csv 07/04/2015 09:36 Microsoft Excel C...
4 Libraries (L] HL3 330 - Main 07-04-2015 135939 csv 07/04/201513:59 Microsoft Excel C...
@ Documents (L] HL3 330 - Main 07-04-2015 147106.csv 07/04/201514:21 Microsoft Excel C... ™
@ Music | [EL] HL3 330 - Main 07-04-2015 142257 .csv 07/04/201514:22 Microsoft Excel C...
[ Pictures (EL) HL3 330 - Main 07-04-2015 142600.csv 07/04/2015 14:26 Microsoft Excel C...
B Videos (L] HL3 330 - Main 07-04-2015 145659.csv 07/04/2015 14:57 Microsoft Excel C...
(L] HL3 330 - Main 07-04-2015 145755.csv 07/04/2015 14:57 Microsoft Excel C...
1M Computer (L] HL3 330 - Main 07-04-2015 145803.csv 07/04/201514:58 Microsoft Excel C...
£, Windows (C) e i‘fL"l HI3 390 - BAzin N7.04_ G 1ARET D rene — 7 /N4 /I 5 14.58 hdicemenft Eveal | . L
22 items Offline status: Online
l Offline availability: Not available

Each extract contains the local authority code (in this case 330 for Orkney), the area office
name (in this case Main) and the date and time of production.
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A local copy of the anonymised temporary accommodation stock file is saved in the Stock
sub folder.

L = — T N— e |- )

S —— —— . N S e
@@vl |« HL3 Standalone Data Collection@ » Stock - | i'r,| | Search Stock pe |
Organize « Include in library + Burn W = ~ O @

-~

MName Date modified Type Size

¢ Favorites
. ABMA My Shortcuts %‘] STOCK Orkney - Main.csv 10,04/2015 09:46 Microsoft Excel C... 26
B Desktop
& Downloads
1l Objective

[
1= Recent Places

m

o Libraries
@ Documents
J’ Music |
| Pictures
B Videos

L Computer
&, Windows (C:)
1 item Offline status: Online
Offline availability: Not available

- e 3
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The anonymised stock information looks like this and contains information on:
e The number of bedrooms;

The SG Accommodation Type;
Whether the accommodation is supported,
Whether it's emergency accommodation;
Who the landlord is, the HB Type;

The UPRN;
The date it was added or deleted from use;
Whether it is currently available, and;
The local authority name.

File

Edit

View Help

| STOCK Grkney - Maincsv - Hotepad WD R T T [ [ )|

Format

1,LA
2,LA
3L
4,LA
1,LA
2,LA
3,LA
4,LA
1,LA

LA

2,LA
1,LA
1A
1,LA
2,LA
1,LA
1,LA
1,LA
2,LA
1,LA
1,LA
1,LA
2,LA
1,LA
1,LA
1,LA
2,LA
1,LA
1,LA
1,LA
2,LA
1,LA
1,LA
1,LA
2,LA
1,LA
1,LA
1,LA
2,LA
1,LA
1,LA
1,LA
2,LA
1,LA
1,LA
1,LA
2,LA
1,LA
1,LA
1,LA
2,LA
1,LA
1,LA
1,L4
2,LA
1,LA
1,LA
1,LA
2,LA
1,LA
1,LA
1,LA

Tl

ordi nary
ordinary
ordinary
ordinary
ordinary
ordinary
ordinary
ordinary
ordinary
ordinary

1, Hostel - RSL,Yes,Yes, vol

ordinary
ordinary
ordinary
ordinary
ordinary
ordinary
ordinary
ordinary
ordinary
ordinary
ordinary
ordinary
ordinary
ordinary
ordinary
ordinary
ordinary
ordinary
ordinary
ordinary
ordinary
ordinary
ordinary
ordinary
ordinary
ordinary
ordinary
ordinary
ordinary
ordinary
ordinary
ordinary
ordinary
ordinary
ordinary
ordinary
ordinary
ordinary
ordinary
ordinary
ordinary
ordinary
ordinary
ordinary
ordinary
ordinary
ordinary
ordinary
ordinary
ordinary
ordinary
ordinary

dwelling,No,No,LA, Not
dwelling,No,No,LA, NOT
dwelling,No,No,LA, NOT
dwelling,No,No, LA, NOT
dwelling,No,No,LA, Not
dwelling,No,No,LA, Not
dwelling,No,No,LA, Not
dwelling,No,No,LA, NOT
dwelling,No,No,LA, NOT
dwe11ing,No,No, LA, Not

dwe111ng No,No,LA, Not
dwelling,No,No,LA, Not
dwelling,No,No,LA, Not
dwelling,No,No,LA, NOT
dwelling,No,No,LA, NOT
dwelling,No,No, LA, NOT
dwelling,No,No,LA, Not
dwelling,No,No,LA, Not
dwelling,No,No,LA, Not
dwelling,No,No,LA, NOT
dwelling,No,No,LA, NOT
dwelling,No,No,LA, Not
dwelling,No,No,LA, Not
dwelling,No,No,LA, Not
dwalling,No,No,LA, NoT
dwelling,No,No,LA, NOT
dwelling,No,No,LA,NOT
dwelling,No,No,LA, Not
dwelling,No,No,LA, Not
dwelling,No,No,LA, Not
dwelling,No,No,LA, NOT
dwelling,No,No,LA, NOT
dwelling,No,No, LA, NOT
dwelling,No,No,LA, Not
dwelling,No,No,LA, Not
dwelling,No,No,LA, Not
dwelling,No,No,LA, NOT
dwelling,No,No,LA, NOT
dwelling,No,No,LA, Not
dwelling,No,No,LA, Not
dwelling,No,No,LA, Not
dwelling,No,No,LA, NOT
dwelling,No,No,LA, NOT
dwelling,No,No,LA,NOT
dwelling,No,No,LA, Not
dwelling,No,No,LA, Not
dwelling,No,No,LA, Not
dwelling,No,No,LA, NOT
dwelling,No,No,LA, NOT
dwelling,No,No,LA, Not
dwelling,No,No,LA, Not
dwelling,No,No,LA, Not
dwalling,No,No,LA, NoT
dwelling,No,No,LA, NOT
dwelling,No,No,LA, NOT
dwelling,No,No,LA, Not
dwelling,No,No,LA, Not
dwelling,No,No,LA, Not
dwelling,No,No,LA, NOT
dwelling,No,No,LA, NOT
dwelling,No,No, LA, NOT
dwelling,No,No,LA, Not

specified
specified
specified
specified
specified
specified
specified
specified
specified
Specified

specified
specified
specified
specified
specified
specified
specified
specified
specified
specified
specified
specified
specified
specified
specified
specified
specified
specified
specified
specified
specified
specified
specified
specified
specified
specified
specified
specified
specified
specified
specified
specified
specified
specified
specified
specified
specified
specified
specified
specified
specified
specified
specified
specified
specified
specified
specified
specified
specified
specified
specified
specified

Accommodation, 01/04/2015 02/04/2015,24BCBAAA 019BAAGE OCFOE’CE DZQE}QDE E4’63435 1, Orkne

Accommodation,01,/04 /2015, ,35A5CCBE
Accommodation,01,/04 /2015, ,F968614F
Accommodation, 01/04/2015,,EDF013’2
Accommodation,01/04,/2015, ,BEB54AD0
Accommodation, 01/04/2015, ,lF 02448
Accommodation,01/04/2015,,2CB83FE9A
Accommodation,01,/04 /2015, ,FEDA3BIE
Accommodation, 01/04/2015,,51 E37FL
Accommodation,01/04/2015, ,3F990DA8

Org Spemﬁed - Hmste'l,01/04/2015,08/04/2015,SBAACCAQ
1,Hostel - RSL,Yes,Yes, Vm'\ Org,spe(‘iﬁ'ed - Hostel,01/04,/2015,08/04,/2015,4D59AAAA
1,Hnste1 - RsL,ves,Yes,VmT org,specified - Hostel,01/04/2015,08/04/2015,CB6A0583
1,Hostel - RSL,Yes,yes,vol org,specified - Hostel,01,/04/2015,08/04/2015,A974E358
1,Hostel - RsSL,Yes,yes,vol org,specified — Hostel,01/04/2015,08/04/2015,A30C71BE

Accummadatwan 01/04/2015 0B28AFF8
Accommodation, 01/04/2015, ,69135487
Accommodation,01/04/2015,,5325837A
Accommodation, 01/04/2015,,2EA30FD9
Accommodation,01,/04 /2015, ,81A5B36E
Accommodation, 01/04/2015,,9F8“523A

Accommodation,01,/04/2015,02/04/2015,82538F16 DB56BSDE 3D2FA943

Accommodation,01,/04/2015, ,DE27226C

Accommodation, 01/04/2015, ,CEQAEDDQ
Accommodation,01,/04 /2015, ,6D183205
Accommodation,01,/04/2015,,9CA3015A

Accommodation, 01/04/2015,,8F31EDE9
Accommodation,01/04/2015, ,3DC06E09
Accommodation, 01/04/2015, ,DEODA344
Accommodation,01,/04 /2015, ,AC1C41B6
Accommodation,01,/04/2015,,4051F1FD
Accommodation, 01/04/2015,,3435(258
Accommodation,01/04,/2015, ,2DB650A9
Accommodation, 01/04/2015, ,QEOE’MM
Accommodation,01/04/2015,,39881619
Accommodation,01,/04 /2015, ,0EAF3FD9
Accommodation, 01/04/2015,,D4C4F459
Accommodation,01/04 /2015, ,7768856D
Accommodation, 01/04/2015,,2FA1320A
Accommodation,01/04/2015,,741A4328
Accommodation,01/04/2015,,08891E28
Accommodation, 01/04/2015,,423A5696
Accommodation,01,/04 /2015, ,828DE9BE
Accommodation,01/04,/2015,,25655140
Accommodation 01/04/2015, ,CI’ADCBA
Accommodation,01,/04/2015, ,F86390E4
Accommodation, 01/04/2015,,9E2“A52D
Accommodation,01,/04 /2015, ,C96496EA
Accommodation,01,/04 /2015, ,72E4E3FA
Accommodation, 01/04/2015,,4LEF2659
Accommodation,01/04/2015,,68397851
Accommodation, 01/04/2015, » 5BAFASFE
accommodation,01,/04 /2015, ,EB4B4BCF
Accommodation,01,/04/2015,,1CF6B52A
Accommodation, 01/04/2015,,EFFD’133
Accommodation,01/04 /2015, ,6DA0EG4D
Accommodation, 01/04/2015, ,IEAEEIEO
Accommodation,01,/04/2015,,D5885E33
Accommodation,01,/04 /2015, ,6A497243
Accommodation, 01/04/2015,,E9315A71
Accommodation,01/04,/2015, ,AFA37B92
Accommodation, 01/04/2015, ,EDEEZ}AE
Accommodation,01/04/2015,,897578C9
Accommodation,01,/04/2015,,76BEG70E
Accommodation, 01/04/2015,,F6A44569
Accommodation,01/04/2015, ,FO0CFDDL
Accommodation, 01/04/2015,,AF2204D9

i

F3662184
18180083
4BECGACL

4EEF7BOF 12

CE7EA45F
6F533A54
EABDFA90
40F1ECEG
CCB395D5
408BE216E
FF5AF722
7BEFAB21
21C7BAES
9BB514C2
5599DF25
564EB7ES
BAA4FOES
3CFO9BDT2
AQCBO718
B82ED4FA

w

4151754
A599¢002
6B46EDDL
F49B9CBE
3CCECABC
5EEBD53F
DA1E3BC2
AS538BE624
E4650DBD
3B4703EB
1AAQBELD
20580E21
7BBF2F3E
1B76E25E
EC4B26A0
6748D432
236BEBES
EC10830A
E5325458
786627 8E
C15F3797
1D4ECE47
3BCH68B1
AF17820F
936308C7
B4943930
DE6GABDF
07EB84CF
58082998
D1B42F63
6IEF4ESE
FFGBEABY
2FCE667E
24019177
DBZ2ECSB1
65724930
OFOFA7CE
87AE70D3
93BAE12B
9BEBFAODT
24E5E11C
EDAO3EZF
801B30FB
895F8FOE
0AEE22EQ

a8

EE1B201D
09931E12
96CABATB
70893C
D9BD37DA
ODB7DFEF
AAL91060
096031B7
7938270C
65162B2C
B2CA7001
BY9D5AAG
ECFB22BE
D1C33A35
52028653
39CFDFOF
68F97908
4D7DF1CT
082796C4
30320CB1

121B5C78
3207F680
557D73D5
B0BE45EA
EC2DAG7D
B9AT1578
54CBE95C
ODE2E481
E2D078AL
EF4ADO9C
487C7184
DC15B7C3
E840C4D5
1E968348
CG2BBDF3
EQE26CF2
2ADCAZ24
93FFEB47
948503C7
63337484
7EBGEABZ
6D2579A5
D34B2504
19282670
BOCO4D2E
OF5B478E
3A29185C
AD2FD7ED
7E11CD5C
30E000DF
D7F61FD4
FC6D71FB
78F02331
321CE55D
70594788
51152006
SEOD7DF1
0644016E
2CCI9F85
00FBF899
6A0D195A
7866A354
60239CE0
4026E741
57314294

17 5AFD4F

BO9ET6994 BE

1596F95E
5044AA7D
BCC16BCF
AAT21ATT
2FE30C50
B5E37AGS
SFCE9D23
DEE1657C
1CCE9BDD

EGFB5706 2C

12A0042E
E2ELF90A
BABB32B3
B9CBAE3T

524A251C D1

42DE91EBE
1B252C7F
102ACDEG

22EADT53
853788FD
44342D5A
92FB4827
7A29F77
7B1CCCA
43C8111E
412B917A
7FO54B5
69C1D2C8
E2F4764A
D54B20C9
9B2ZA700D
4107A63A
DEFBAASS
0824193C
BBD1D796
DD99BC 3B
99C898CO
81CB175D
144€8CF0
7CA91EEF
CH3IF1ALE
B2BEFA1C
B6E28491C
98064686
€5509299
BO0EELQ9
ADF2E356
71B167EF
42EFBEEBF
46B61EES
S54B297A3
3D713CA6
21F6D52D
DIF26038
EB72357C
37136F0A
23FFEQ8F
C8COEDC2
41803F7C
TBFE1EG3
2B69C567
8CAACLO94
ATFC448B

23748DAD, 0,0rkney
??AZCS,l,orkney
c13aB976,1,0rkney
66AD3474,1,0rkney
BF2640B0,1,0rkney
DEBFA270,1,0rkney
BCC95545,1,0rkney
29AC5877,1,0rkney
2F853B8F,1,0rkney
FBBE7BB3,0,0rkney
6457D4E5,0,0rkney
784994 ,0,0rkney
EEE89001,0,0rkney
E1204076,0,0rkney
CF1FD70C,1,0rkney
E18ABADF,1,0rkney
7D11BF,1,0rkney
DEE3ETCE,1,0rkney
8A978519,1,0rkney
A2B70317,1,0rkney
FAC2C4D5 DBA97BES,1,0rkney
BFFO0683,1,0rkney
9ESFO0BS,1,0rkney
01058D8D,1,0rkney
9ACFD28A,1,0rkney
FAA2DCE3,1,0rkney
AEE455D2,1,0rkney
5868756C,1,0rkney
056FCA4D,1,0rkney
50824 84AE,1,0rkney
D241013D,1,0rkney
FE9B84CF,1,0rkney
E7OF5ACD,1,0rkney
9863170D,1,0rkney
BOF4C21C,1,0rkney
FE72EAEA,1,0rkney
7924A329,1,0rkney
C40942CE,1,0rkney
CE13ABSF,1,0rkney
DB4D600F,1,0rkney
B834A91F,1,0rkney
6COE9DCS,1,0rkney
044DE243,1,0rkney
91BFBO7B,1,0rkney
243F4E1A,1,0rkney
3FFD2ALF,1,0rkney
AD3B13F0,1,0rkney
4BAFA9B5,1,0rkney
1197AAD7,1,0rkney
SEOE4AGF ,1,0rkney
149AF2DC,1,0rkney
551E1034,1,0rkney
€1035016,1,0rkney
SE04C4A8,1,0rkney
8656822E,1,0rkney
51A74D1A,1,0rkney
E191203D,1,0rkney
D82250€E1,1,0rkney
29C1FDAG,1,0rkney
289¢1933,1,0rkney
708B67E2,1,0rkney
2F2D6873,1,0rkney
769F5255,1,0rkney
4DE89BAF ,1,0rkney
B41B1FF9,1,0rkney
AB452A79,1,0rkney

Bedrooms,5G Accommodation Type,Is this Accommodation Supported?,Is it emergency first stop accommodation?,Landlord,HB TYPE,Date Added,Date Deleted,HASH UPRN,. «

I

Lnl, Coll

Any cases on the worksheet ENTER DATA HERE which have been completed are

automatically copied to the ARCHIVE worksheet.

placements remain on the worksheet ENTER DATA HERE.

Only active temporary accommodation
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Area Office Mode

If the stand-alone system is being used in Area Office Mode, then emails will be sent to a
central person for collation.

This person needs to use the HL3 combine and send tool which is available for download
at: http://www.gov.scot/Topics/Statistics/15257/1529/HL3/HL3Standalone

To use the tool, open up the above Excel workbook and enable macros. If you see this
message, click on enable content.

@l H g
Home Insert Page Layout Formulas Data Review View Developer
i
— Cut “ - =
B d Cu Arial -l <A = g%] M- Siwrap Text
P‘ . 53 Copy - - A o
aste - FRENERES - - = = = EFE = -
- # Format Painter B I U i = = = =  IE L [ Merge & Center

Clipboard P Font ’Q\ Alignment T

5/) Security Warning  Macros have been disabled, (\ Enable Content )
g > 4
e
G4 - | ¥
A B C D E F

G H
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http://www.gov.scot/Topics/Statistics/15257/1529/HL3/HL3Standalone

Formulas Data Review View

EEs

Developer

X9 SEH D
Home Insert Page Layout

) & cut Arial

P‘ N 52 copy ~

aste -
- < Format Painter B

Clipboard & Font [0

S Wrap Text

Alignment

L3 Combine and Send Tool.xls -

] Merge & Center +

T HNumber T Styles Cells

s W WP = E

@. % » %9 ;% Conditional Format Cell Insert Delete Format
Formatting = as Table  Styles * - -

X AutoSum %
@] Fill - Cﬁ

Sort & Find &
Filter - Select~

Editing

2 dear -

E43 - £]

A B C D
1 |HL3 Combine and Send

Below to Run_

1.¥0pen Directory to put files into. Make sure it's empty before starting!

. Place all your HL3 Extarcts into this directory

13 3. Combine and email.

45
H 4 ¥ ¥ Combine and Send I

J K L M N (6] P Q R s

] [l]<

HL3 Combine and Send Tool
Use this files if local offices generate their own HL3 Return.

This software joins all the separate HL3 Returns together and creates the email ready to
send to the homelessness statistics inbox.

4] [ ] ]

Ready | = \

[EE@m w0 U@

Press the first icon. This will open up a folder in which to place all area office extracts. If
there are already existing extracts in this folder then make sure it is empty.
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Add all area office HL3 data extracts and Stock files to the folder. Each area office should
have its name in the extract title. Section 4 details how to set this up.

:Eg

%‘J |. « HL3 Standalone Data Collection Tool » Put Files Here - | +4 H_Searrh Put Files Here e |
Organize * Include in library « Burn MNew folder =« i @
it MNarme Date modified Type Size

- Libraries : )
@ - : 330 - Area Office 1 07-04-2015 09252... Microsoft Excel C... 2
ocuments
dﬁ e @ HL3 330 - Area Office 2 07-04-2015 09264...  07,/04,2015 09: Microsoft Excel C... 2
usic
& Pict @ HL3 330 - Area Office 3 07-04-2015 09293...  07,/04/2015 09:29 icrosoft Excel C... 2
ictures
E - (] HL3 330 - Area Office 4 07-04-2015 09321...  07/04/2015 09:32 \-rosoft Excel C... 2
ideos
(] HL3 330 - Main 07-04-2015 093354.csv 07,/04/2015 09:33 osoft Excel C 2
. C (L) STOCK Orkney - Main.csv 10/04/2015 09:46 Micgosoft Excel C 26
)| omputer
N ;, - pd ©) @ STOCK Orkney - Area Office 1.csv 10/04,/2015 09:46 Migfosoft Excel C 26
e Windows (C:
= (EL) STOCK Orkney - Area Office 2.csv 10/04/2015 02:46 crosoft Excel C... 26

2 DCGROUP_VQ1 (WSCOJ LY
e udlo443 Nscotland.gov.

m

(=] STOCK Orkney - Area Office 3.csv 10/04/2015 02:46 icrosoft Excel C... 26

) N (] STOCK Orkney - Area Office 4.csv 10/04/2015 09:4 Microsoft Excel C... 26
— Local Disk (V:)
+ CommunitiesASD (502604

“ﬂ Metwork b
- 4 1n r
10 items Offline status: Online
l Offline availability: Not available
] - ‘
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To generate the extract to send click on the second icon.

9 NS EEE V24 Combine and Send Tool.
Home | Insert  Pagelayout  Formulas  Data  Review  View  Developer a@o@ R

¥ Cut - _ = g = FEEH X AutoSum v ﬂ
Arial <10 v A A = B S Wrap Text General - L
] = g, &= Eacl et A

3 Copy -
Paste B 7 U~ | &~ 55 Merge & Center ~ - %, s | %2 % Conditional Format Cell Insert Delete Format Sort & Find &
- < Format Painter =T = - % >0 Eormatting + as Table - Styles | v B + | & Cear~  Fier~ Select~

Clipboard I Font ™ Alignment ™ Number ™ Styles Cells Editing
£ - £ -
A B C D E F G H J K L M N 0 P Q R =2
1 |HL3 Combine and Send

J ¥ [

2
3 |Click on the Icons Below to Run.

4

2

6 1. Open Directory to put files into. Make sure it's empty before starting! HL3 Combine and Send Tool

7

g Use this files if local offices generate their own HL3 Return.
10 2. Place all your HL3 Extarcts into this directory
11

12

13 Combine and email.
14

15

16

17

18

19

20

21

22

23

24

25

26

27

28

29

30

31

32

33

34

35

36

37

38

=

40

41

42

44

45 -

W 4 b M| Combine and Send /%3 -~ nEN! M |
Ready | = ‘

This software joins all the separate HL3 Returns together and creates the email ready to
send to the homelessness statistics inbox.
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This then creates an email containing a single HL3 extract and a single Stock file ready to
send to the Scottish Government’s homelessness statistics inbox
(homelessness _statistics inbox@scotland.gsi.gov.uk).

=
EXIR™] = HL3 Extract sent from Combine and Send System - Message (Rich Text) | — | E] |
File Message Insert Options Format Text Review Developer SecureZIP & 0
== e e s ] Follow Up ~
g o Calibri -1 - A A S iEe B SSH @J @ J@ /?’ ¥ Follow Up _\:
53 ‘i High Importance
Paste ) B 7 U | ¥®-A-||E|= = £ £5 Address Check | Attach Attach Signature Zoom
- jFormatPalnter = L T Book Mames File Item~ - § LowImportance
i Clipboard . Basic Text . Mames Include Tags | Zoom
From = Microsoft Exchange
—
Ei To.. homelessness statistics inbox
Send
Hee
[l
Subject: HL3 Extract sent from Combine and Send System
iz
- i
HL3 STOCK

330Cembinedl(...330Cambinedl...
ifhank you for submitting your data

4 1t

homelessness statistics inbox ~

Remember to click send.

Local copies of combined HL3 extarcts and combined Stock files are saved in the same
directory as the combine and send tool.
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11. Support for the Stand-alone System

Please contact homelessness_statistics inbox@scotland.gsi.gov.uk if you are experiencing
any issues with the stand-alone system.

Whilst the stand-alone system is not supported we will endeavour to help with any issues
where possible.
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