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How To Use Crystal Reports - WIC

Logging into Crystal Enterprise
1. Go to the Missouri WIC Homepage, select the Women, Infant and Children link on the lower
part of the page
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3. Click on Data & Statistical Reports.

ocal WIC Providers | Health & Senior Service:

dows Internet Explorer
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« Breastfeeding & Nutrition
+ Resources & Publications
Form

Related Links

Frequently Asked Questions
WIC Vendors Home

WIC Families Home

Non-Discrimination Statement

This page is intended for use by the staff of
local WIC provider agencies. If you are a WIC
participant or are looking for the lecation of the
nearest WIC provider, click here.

Local WIC Providers are the contact point for
recelving WIC services. There are 118 Local WIC
Providers located throughout the state where
participants are evaluated for nufritional risk and
income eligibility.

WIC's goal is to improve health by informing families
about good health practices and by providing
nutritious foods to eligible participants. Every year, thousands of women, infants and children receive health
screenings. nutrition assessments and health education from the Missouri WIC program

A color-coded map is available of who is providing Technical Assistance in your district
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Email info@dhss.mo.gov

Stay connected

=l 2| x| Juve search L=
I I

JF}'D - - b Page -+ (CFTadls v

[Done [ [ [@ meemet ®100%
e
=42 | Juve search L|-

Missouri Department of

Health & Senior Services

Senior &
Disability Services

Disaster &
Emergency Planning
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Regulations
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Missouri WIC Data Reports
& clinic reporting, clinic management. and other important information
Click here [} for a short instruction sheet on using Crystal reporis

You must have a user name and password to view these reports. Click here for the online ASAP form. Click
here 2 for instructions to complete the online ASAP form.

Missouri WIC Customer Satisfaction Report

The 2010 Missouri WIC Customer Satisfaction Report [} is the result of the 2010 survey designed o
estimate the impact of language background on WIC participant's satisfaction and the program's ability to meet
the needs of different culture groups. The 2010 WIC Customer Satisfaction Survay is a repeat of the 2008 WIC
survey. See the 2008 WIC Customer Satisfaction Report [} for the result of that survey. The Missouri WIC
Program also conducted a baseline survey, the 2006 Mother-Caregiver Study Report [} in 2006 Missouri
WIC repeated this survey in 2008 and 2010 in order to verify the 2008 survey results and compare the results
between 2008 & 2008, and alsc 2008 & 2010

Community Data Profiles

Community profiles are available on various subject areas such as cause of death. chronic diseases
unintentional injuries, prenatal and others. Each community data profile table provides data on 15-30
indicators for each county/city selected. Information provided includes the number of events. county/city rate
statistical significance, quintile ranking and the state rate. Some tables are have trend lineés and advanced
graphics

Missouri Information for Community Assessment (MICA)
The Missouri Information for Community Assessment (MICA) system is .
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5. Once logged on, you should see the following screen. Click on the plus sign in front of the folder
named Public Folders

Welcome to BusinessObjects

Enter your user information and click Log On.
{if you are unsure of your account infermation, contact your system administrator)

System: |crysta|1

Username: |Nienhm

Password: I

Authentication: | Enterprise |

6. Please Note: When you click on the (+) plus sign by a folder, you will only see the folders
available under that folder. When you click the folder name, you will only see the individual
files under that folder.

Business Objects

@@v|DNEWvﬂSendvM'_.rlnfn‘-.-"iew|5learcht'rtIEv| | =3

B #Home

My Folders Bu5ine580bied$m Personalize Inf

- .
FPublic Folders Go to InfoView
Release 2

7. Click on the (+) plus sign in front of WIC Reports - Local Agency

Y
Business Objects”

@@v|DNEWvSS’BndvMylnfu‘-.-’iew|5:earu:ht'rthv| |3

B #Home

& Iy Folders Businessobiects,,m Personalize In

= LAPublic Folders
bl Repors - Local Agency Release 2
Ii:WIC Repaorts - State and District

Go to InfolView
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/= Info¥iew - Windows Internet Explorer

@?} - |g, http: ficrystalweb, dhss, mo, gov/businessobjectsenterprise 1 15/ Infoliew fmain, aspx

ﬂf {R? @ Infoview

& v | [ new » & [ send ~ My Infoview | Search title = |

3
=img id="navCollapselmg” WIC Reports - Local Agency
L &l Fﬂldemzlrt_cz_azzigsz;?;;hi?gz:;[eng”- g2 organize ~ | X | Fiter: AllTypes -
0O % |Tites Last Run

B & Home
O 1y Folders
B [ public Folders
B C3wWIC Reports - Local Agency

DCaselnad Management I

Click on the name of the

folder that has the report
you want.

DCIinicHanagement

CH Extra Formula

= Food Instrument (FI) Reconciliation
= Manitoring Reports for 2008/2009
&= MOWINS End of Month Repors

T wehinars - MOWINS Releases o
b".*."lc Reparts - State and District

——

A

8. Click on the name of the report you want to run.

@?} - |g, http: ) forystalweb, dhss. mo.gov/businessobjectsfenterprise 1 15/ Infoview/main, asp:x

"ﬂf by @ Infoliew

@ - D MNew - ¥ @ Send -~ My InfoWiew | Search title v|

<img id="navCollapselmg”
src="images/panel/arrow_left.gif”
alt="Hide Mavigation Panel”
= i Home
=y Folders
B 3 public Folders
= b".“."IC Reports - Local Agency
B caseload Management
= clinic Management
DEnra Formula
EFood Instrument (FI} Reconciliation|
(] Monitaring Reports for 2008/2009
3 mowiNS End of Manth Reports
Ewebinars - MOWINS Releases
SEwic Reports - State and District

Page 5 of 10

Clinic Management

@ drganize - )( Filter: Al Types -
™k | Tifles
— Qj Breast Pump Report - Detail

ScC - les | Modify
The kreast pump report will serve to track breast pumps loaned out to
following, it will be highlighted: WIC Categary C, M, or P. BF Amount

- Qj # Breast Pump Report for Excel
Schedule | History | Properties | Modify
Excel Version of - The breast pump report will serve ta track breast pu
any cne of the following, it will ke highlighted: WIC Category &, M, or F
- Qj #+ Breasffeeding Waomen - Detail

Schedule | History | Properties | Modify

The Breastfeeding Women Repart provides a list of kreastfeeding we
to provide assistance during critical times that mothers may need ext
mother's recerd is to a child's record in the household instead of the
transfer. If the report shows a mother with two infants with the samer
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9. When you have selected the report you will see the following screen asking for the parameters of
the search. Interactive reports have prompt screens for parameter values as seen below. For an

agency that has multiple satellite sites, enter a beginnin
click on Add Ranwdd it to the selected valu

. Then click OK.

Breast Pump Report - Detail
_|[Enter prompt values.

Enter Agency & Clinic Humber (5 digits):
The value must be between 5 ¥ characters long.
Start of Range:

Enter a Value:

Agency Number

End of Range:

J10100

¥ Include this value [ No lower value

Enter a Value:
J1018s
¥ Include thiz value [~ Mo upper value
Acdd Range
Selected Values:
. [10100 .. 10189]
Remove || Remove All

##00 and ending range ###99 and then

10. For an agency with only one site, enter the single site then click on the arrow to add it to the
selected values box. Then click OK.

f_'; Info¥iew - Windows Internet Explorer

@H - |;¢1 hktp:ficrvstalweb . dhss.mo.gov/businessobjects/enterprise

* ghe @ Infaview

—3

To search for an item,
say a SWID, type in the

P ") Rew - 3 [ send » [ iy nioview | sear QCN and then click the
Breast Pump Report - Detail b INOCuU I ars.
[l Busiressoblects Advanced DHTML Viewer

10199

Click on the arrows to
move from one page to
another.

o 5 |1 /1 [Main Report x| & I # #F [100% =] @ musinessobjects

Missouri Department of Health and Senior Services
WIC and Nutrition Services

Breast Pump Report - Detail

ANDREW COUNTY HEALTH DEPARTMENT (10198)

Household ID  WIC Categaory Breast Pump Issue Date Cert Due Last Check Phone Mumber
Farticipant Mame State WICID  Amount Breastfeeding Serial # Date LOTU Secondary Phone
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11. To print reports, you will need to select the Export icon located above the LWP number on the
left side of the screen.

/j InfoYiew - Windows Internet Explorer

@:—‘/ - |g hittpfferystalweb, dhss. ma.gov/businessobjects/enterprise 1

=1olx|

* e @ InFoiiew

Send - My InfoView | Search title ~

Ovie/main, aspx

j 1| X ILiveSearch

J f-’h - & - m - l-_:_“"Eaga - -__(;‘;}Tgols s ®

2~

Welcome: nienhm

|E

Breast Pump - Detail
i si ects Advanced DHTML Viewer

(@)=

19

Il /1 |Main Report x| & I

# 3 [100% =] @ pusiness

Missouri Department of Health and Senior Services

WIC and Nutrition Services

B&o
BFfOF x

-

Breast Pump Report - Detail

ANDREW COUNTY HEALTH DEPARTMENT (10198)
Household ID  WIC Category Breast Pump Issue Date Cert Due Last Check Phone Mumber
Padicipant Mame State WIC 1D Amount Breastfeeding Serial # Date LDTU Secondary Phone

12. The window below will open.

,0","-‘ Export Report - Windows Internet Explorer

o ] A | /= Export Repork - Windows Internek Explorer -10] =]
o http:,l',l'crystalweb.dhss.mo.gov,l'businessnbjects,l'Enterprise115,|'InFo\-'iew,|'an £ http:,I',I'crystalweb.dhss.ml:u.gnv,l'businessobjectsIEnterprise115||'InFD\p'iewll'an
N

File Format: I Cry=tal Reportz (RPT) j File Format: I Crystal Reportz (RPT) j
Adobe Acrobat (PDF)
Microzoft Excel 57-2000 (XLS)
Microzoft Excel 57-2000 - Data Qnhy (XLS)
Wicrozoft Word (RTF)
Microsoft Werd - Editable (RTF)

Pags Range: = Al Page Rangs: Rich Text Format (RTF)

" Pages: € pages:
From: |1 To: |1 From: II To: |1
OK Cancel oK Cancel
e & mternet [w100% - g e I ternet

[® 100 -

13. Select the type of format from the drop down box that you would like to print the report.
(Selecting the .pdf format will look the most like the report in Crystal.) Click OK.
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14. You may notice the yellow security bar at that opened on your screen. If you do, click the bar

and select "Download File". This happens the first time you log in. Once the file has bee
downloaded, the request will not be made again unless you log off and then back in.

ﬂ" Info¥iew - Windows Internet Explorer

o] x]

@A - |;e_ htkp: S forystahweb . dhss, mo. gov/businessobjects enterprise 1 15/Infoviewmain, aspx j 4| X ILive Search B
v e & Infoview | J 5 - Bl pf = - | page - (G Tooks ~ 7
li, To help protect your security, Internet Explorer blocked this site from downloading files to your computer, Click here for options. .. x
& - | O vew - G [ send - My Infoview | Search title - 5] S @

Breast Pump Report - Detail + O fF X
[| Busimessablects Advanced DHTML Viewer =
Bl g 5 |1 71 [main report =] G | | # 37 [100% =] @ susincssonjocts:

101949

Missouri Department of Health and Senior Services
WIC and Nutrition Services

Breast Pump Report - Detail

ANDREW COUNTY HEALTH DEPARTMENT (10199)

15. This will return you to step 4. Repeat steps 4 - 10. After selecting the format to export and click
ok, another window will open asking if you would like to open, save or cancel the document.

File Download

x|
Do you want to open or zave this file?
mi'ul Mame; Crystalviewer pdf
| e

Type: Adobe Acrobat Document

From: crystabweb,dhss.mao.goy

Open Save

l--"‘- While files from the Internet can be useful, some files can potentially
@ harm your computer. |f you do nat trust the source, do not open or

zave this file. What's the righk?

Select Open. Your report should be open.

a Crystal¥iewer[1].pdf - Adobe Reader
File Edit Yiew Document Tools ‘Window Help

~=lolx]
*®
HQ-@] [T i ® ® [se% - = (3 [rnd -
N B
] : : : :
Missouri Department of Health and Senior Services
WIC and Nutrition Services
Breast Pump Report - Detail
ANDREW COUNTY HEALTH DEPARTMENT (10199)
Household ID  WIC Category Breast Pump Issue Date Cert Due Last Check Phone Number
Paniciganl Name State WIC 1D AmountBre:]st‘feedmg w # % % Secondaw Phone
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Exporting Report to Excel

Select the report you would like to export to Excel. The reports that are set up for Excel state "XXXXX for
Excel".

/= InfoV¥iew - Windows Internet Explorer

@;—: - Ig. http: fferystalweb,. dhss . mo. gov/businessobjectsfenterprise1 1 S5/ Infoview/main. aspx

A EE Infoview | |
%
Business Objects

& - | [ Mew ~ & L3H send - My Infowiew | Search title - | | =3
=img id="navCoallapselmg"” Clinic Management
= FdderSsrr:'imagesi?an.el.farrow_lueﬂ.gif' =l organize - | > | Fiter: ANTypes -
alt="Hide Mavigation Panel .
o & M 0+ | Tine=~
e Home

— <{| = Breast Pump Report - Detail
= 3
My Folders Schedule | Histary | Properties | Modify
Bl [E public Falders The breast pump report will serve to track breast pumps lcaned outte
= Cmwic Reports - Local Agency following, it will be highlighted: WIC Category C, M, or P. BF Amount k.

ESl caseload Management - <?J

Breast Pump Report for Excel
3 clinic Management - TS | Madify

O3 Extra Formula E)ﬂ:el versf.lt?-ln ?f”The hretast“pr;lmnp rﬁ::n'l;ttwcllll ??(I_-‘,‘ ?:tc{ track r(jzresst D|L=

any ane of the following, it will ke highlighte ategory ar

3 Food Instrurnent (FI) Reconciliation Y wing. 1y shilg sen

B3 monitering Reports for 2008/2009 I @1 4 Breastfeeding Women - Detail

LR mowirs End of Manth Reports Schedule | Histary | Properties | Madify

CHEwebinars - MOWINS Releases The Breasﬁee;llng '.".'EIITIEVI'I Repprt prp'«-'ll:les alist of hreasﬁ.e.,edlng W

i o to provide assistance during critical times that mothers may need ext

= wic Repoerts - State and District mother's record is to a child’'s record in the household instead of the

transfer. If the report shows a mother with two infants with the same r

Clicking on the title will open the parameter page so you can select your clinic. Please note: If your agency has
multiple satellite sites, each clinic will have to be run separately due to the conversion from Crystal to Excel.

@ - D New + ¥ @ Send - Wy InfoView | Search title v| 5 ‘E| (]

<img id="navCollapselm| Breast Pump Report for Excel FOF X
sre="imagesipanelfarroy Enter prompt values,

¥

[ Folders : e
alt="Hide Mavigation Pal
‘?"Hnme
H Df—-‘l'fFDIEIEI’S Enter Agency and Clinic Number (5 digits): Agency Mumber
= Public Folders The value must be between 5 and 5 characters long.

= @ wic Reports - Local A I
(= caseload Manage
3 clinic Managemer
3 Extra Formula

= Monitoring Report

Enter your Agency and Clinic Number then OK. When the report opens, it will NOT look pretty. To export
the report, you will need to select the Export icon located to the left side of the screen.

Breast Pump Report for Excel
Businessobjects  Advanced DHTML Viewer

%2 || # 4 [100% =] @ susivessobects
coLEEARPHER-INYRPIeR et

rivileges, n sction for civil dsmages, an sotion for criming

W |C Categort Phone Mumber Secondary Phone AIHDUHI BI’ESSITE SotFieldforB BreastPumSerial# Last Check LDCert Due Date

The window below will open.
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,’,"; Export Report - Windows Internet Explorer - |EI|5| ,f_" Export Report - Windows Internet Explorer - |EI|5|
& | httpeffrystalweb, dhss.mo.govbusinessobjects Enterprise 1 15||'Info‘v'iew||'R-j £ http:,l',l'crystalweb.dhss.mo.gov,l'businessobjects,l'Enterprise1ISIInFoView,l'Ruj

Filz Format: I Crystal Reports (RPT) LI File Format: I Crystal Reportz (RPT)
‘Crystal Reports (RPT)
Adobe Acrobat (PDF)
Microseft Excel 97-2000 (XLS)

Microsoft Excel §7-2000 - Data Only (XLS)
Microzeft Word (RTF)

Microsoft Word - Editable (RTF)

Page Range: & 4l Page Range: Rich Text Format (RTF)
] Pages: o Pages:
From: I1 To: |1 From: |1 To: |1
OK Cancel 0K Cancel

o [ [ [ [ I mtemet [ %o v g o[ [ [ [ [ [ @ meemet Rio% =

Select Microsoft Excel 97-2000 (XLS) and Click OK
x|

Do you want to open or save thiz hle?

@ j Mame: Crystalviewer,xls
[H]

Type: Microsoft Office Excel 97-2003 Worksheet
From: crystalweb, dhss. mo.gow

Open Save

|--' w, while filez fram the Internet can be uzeful, some files can potentially
e) harrn wour computer. |f you do not bruzt the zource, do not open or
zave thiz file. What's the nigh?

p

Select Open.

T CrystalViewer[@].xls [Compatibility Mode] - Microsoft Excel
{

—
Ca )
fy Haome Insert Page Layout Formulas Data Review View Developer Add-Ins

= 1
J & Cut Arial iz - |A AT §||@"| =1 Wrap Text General b iji‘ ﬁjﬂ Mormal Bad

53 Copy

Paste - - - === =| | | . - - 8 <0 .00 Conditional Format alculation

St 2 Format painter || 8| [&- A-lE== =|||EE merge & Center|~{ ||| § - % 2 (<53 5% Sondtional Fomet Calculatior |||

Clipboard [} Font E} Alignment [} Mumber E} Styles
| Al v ( fe | Breast Pump Inventory
A B C D E F G H q K L

1 = = s :
2 COLE COUNTY HEALTH DEPARTMENT
3 This report may contain confidential information. Any unautherized accezs, uze andfor dizclozure of confidential information may result in a loz= of access privieges, an action for civil damages, an action for
4 criminal charges, and/or dizciplinary action including but not limited te 2uspension or dizmizzal.

Participant HHID SWID wic Phone Mumber  Secondary Amount Sort Field for  Breast Serial# Last Check Cert Due Date
6 |Mame Category Phone Breastfe B Pum LD
-

The report will open and be useable in Excel. At this point, all of the cells can be formatted and have the ability
to be sorted, highlighted, etc.

Page 10 of 10



