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Downloading and Formatting MAPP HHTS Files
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How to Download Files
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From the MAPP HHTS Home tab, the Download 
File link is located under the Quick Links 
feature. 

Click the Download File link and you will be 
directed to the Search File Downloads screen. 

Click on the ‘Download’ button that is on the top 
right of the screen.

How to Download Files
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After you have clicked on ‘Download’, a ‘Download 
Files’ pop up will appear. Choose the File Name for 
which you would like to download.

After selecting a file from the File Name dropdown, 
additional search criteria may appear based upon the file 
type selected. In this example, we have selected the 
Enrollment Download file and requested the file to contain 
members with an ‘Active’ Segment Status

How to Download Files
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How to Download Files
After clicking “Download”, the file will begin to process under the Search Results section of 
the page.  The File Status will update to show the throbber displayed while the file completes 
the download. Most complex files will take approximately 15-20 minutes to process. The 
speed of the connection and the time of day can impact the download time.

Once the file download is complete, the File Status column will change to Processed and the 
file is available to download. 
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How to Save & Format Files
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Saving Downloads
Click on File and then select Save as, then select “Excel Workbook (*.xlxs)” from the drop-
down menu. This format will allow for your formatting to save properly.
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Formatting the File

Put curser in cell C2 and 
from the view tab, Freeze 
Panes
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Formatting Date Fields
To preserve the leading zero in a date field within a file downloaded from the MAPP HHTS, the value in the date field
will be “wrapped” in the equal sign and quotations (e.g. =“03072024” for 3/7/24). To convert this text to the date 
format:

1. Select the entire column, right click, select Copy, right click again, select from Paste Options Values (V) 
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Formatting Date Fields
2. Select the entire column again, go to Data tab, click on Text to Columns



11

Formatting Date Fields

3. A new window will pop up. Click Next, Next, and then click on Date and make sure ‘MDY’ is selected in the drop 
box, click Finish
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Formatting Date Fields
4. You can now view column values as dates


