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Learning Objectives

1. Automate import of resident data into
FORCAST

2. Generate standard financial reports
using FORCAST’s reporting tools
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FORCAST can import new residents and various activities!
Important Notes:

• FORCAST cannot import activities that
occurred prior to last date on a
resident’s record

• Data collected in Excel 97-2003 (.xls) format

• Two tabs for data

Resident Data Import Feature
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New Entrants Tab Example
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Activities Tab Example



4 Step Process to Import Data

Open 
workbook 

in FORCAST
Extract Data Verify Data Store Data
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Open Workbook in FORCAST
After adding residents and activities to workbook, open in FORCAST
¾ Go to:
Contracts and Residents / Utilities / Import Records
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Open Workbook in FORCAST
After adding residents and activities to workbook, open in FORCAST
¾ Go to:
Contracts and Residents / Utilities / Import Records
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Open Workbook in FORCAST

Browse for Excel workbook

¾ Navigate to directory where

workbook is stored

¾ Select workbook

¾ Click “Open” button
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Open Workbook in FORCAST
¾Assign headers to match ‘ New Entrants’ tab in workbook data
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Open Workbook in FORCAST
¾Assign headers to match ‘ Activities’ tab in workbook data
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Extract Data

¾ Click “Details” for Initial

Data Check report

¾ If no issues, “Data OK”

appears

After clicking the "Extract" button:
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Extract Data
If “Invalid Data Found”

¾ Click "Details" button to see issues
with data

¾ Then make corrections in Excel
Workbook
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Extract Data

Example of Invalid Data:
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Verify Data

¾ Continue by clicking
the "Verify" button

¾ If "Data Errors Found"
click the "Details”
Button

¾ Then make changes in
Excel Workbook
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Verify Data
¾ Examples of Invalid Data:
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Verify Data

¾ After corrections are
made to the Excel
Workbook, re-upload
the workbook

¾ If no issues, “Data OK
to Store” appears

¾ Click “Store” button

¾ Confirm import of
data, click “Yes”
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Store Data
Import is Complete
¾ Click “Details” for counts on data imported
¾ Backup file created is also listed
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New Entrants In Period

Open FORCAST file group, then go to:
Contracts and Residents/Utilities, Select “Query Resident Data”

• Edit Filter       New Entrant Filter Example:
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New Entrants In Period Continued
• Select “Edit Reports”

Common Query Reports
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New Entrants In Period Continued
• Select “Process and Display”

Common Query Reports

Select “Process and Display”
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Create Two Filters:
     Villa Only

• Select “Current Unit Type”

• Select “In List” and
highlight Villas

Apartment Only

• Select “Current Unit Type”

• Select “In List” and
highlight Villas

Common Query Reports



Common Query Reports
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Contract Types of New Entrants
1.Use “New Entrant Filter”



Common Query Reports
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Contract Types of New Entrants
2.Edit an “Empty” Report

* Sort Field by Contract Type
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Historical Utilization
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Typical Tables to Run:



Historical Utilization
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Typical Tables to Run:

• Table 1.1.1
• Table 1.1.2
• Table 1.1.3
• Table 1.2.1
• Table 1.2.2
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Key Points:
• Avg. Age New Entrant
• Percentage of Couples

• Turnovers

Calculate Double Occupancy:

# of New Entrants (col 3) – # of IL Move-ins (col 4)

(27.8/20.2)-1= 37.6% 

Table 1.1.2-1.1.3

Table 1.1.1
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Table 1.1.2
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Table 1.1.1 
Showed 4 
deaths in ILU



Table 1.1.3

Table 1.1.1 
Showed 20 
Perm 
Transfers
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Table 1.2.1
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Shows the Average number of Residents 
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Shows the Average number of Residents Days 

Table 1.2.2



Historical Utilization

FORCAST 101 - 39

Bonus Table:

Table 1.2.3
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Table 1.2.3
This report is typically 
used when communities 
are issuing debt and 
underwriters want 
answers to questions 
such as:

1. What was the total
entry fees for year?

2. What was the total
refunds for year?

3. How many total units
were occupied for
the year?
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ShareFile 101: FORCAST Upload
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Use QR code or click here to watch video: Watch Video

https://vimeo.com/1211822722?fl=tl&fe=ec


Questions & Answers
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