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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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+ WIC Updates + Frequently Asked Questions Communicable Diseases

« Related Links « Non-Discrimination Statement Healthy Families
Women, Infants and Children (WIC) is a special supplemental nutrition program which provides services to \Wonor infnts £ Crdren (DAC)
pregnant women, new mathers, infants and children up to their 5th birthday based on nutritional risk and Genetic Disease & Early Childhood

income eligibility. The primary services provided are health screening. risk assessment, nutrition education
and counseling, breastfeeding promotion and referrals to health care. Supplemental food is provided at no
cost to participants

Food Programs
Wellness & Prevention

Local Public Health Agencies
Past experience shows that pregnant women who participate in the WIC Program have fewer low birth weight

Immunizations
babies, experience fewer infant deaths, see the doctor earlier in pregnancy and eat healthier.

WIC and Nutrition Services

i Department of Health and

ior Senvices
PO Box 570
City, MO 65102-0570

Jefer:

Telephone: 573-751-6204 or

LOGAL WIC PROVIDERS (toll-free) B00-392-8208
a4 573-526-1.
e P b et point for Fax: 573-526-1470

FAMILIES

The goal of the WIC program is to improve ti

health and nutrition of eligible women. infants receiving WIC services This section is devoted & info@dhss.me.gov
and children. Find information here on How te o providing updates for those who provide
Apply for WIC and basic information for clinic services for participants

participants and the public
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How To Use Crystal Reports - WIC

3. Click on Data & Statistical Reports.
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Women, Infants & Children (WIC)

Forp

WIC Families Home Food Programs
Non-Discrimination Statement

Wellness & Prevention

This page is intended for use by the staff of Local Public Health Agencies

local WIC provider agencies. If you are a WIC
participant or are loeking for the location of the
nearest WIC provider, click here.

Immunizations

WIC and Nutrition Services
Missouri Department of Health and
Local WIC Providers are the contact point for

receiving WIC services. There are 118 Local WIC
Providers located throughout the state where
participants are evaluated for nutritional risk and
income eligibility.

Senior Services
PO Box 570
Jefferson City, MO 65102-0570

Telephane: 573-751-6204 or
(toll-free) B00-392-8209

WIC’s goal is to improve health by informing families $ " - "
about good health practices and by providing Fax: 573-526-1470
nutritious foods to eligible participants. Every year. thousands of women. infants and children receive health Email: info@dhss.mo.gov
streenings. 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. sl

About DHSS Useful links Stay connected
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4. Click on the wording "Missouri WIC Data Reports"
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Missou C Data Reports Chronic Diseases

The Missouri WIC Data Reports provide clinic reporting. clinic management. and other important information Communicable Diseases

click here [#1 for a short instruction sheet on using Crystal reports Healthy Families

‘You must have a user name and password to view these reports. Click here for the online ASAP form. Click Women, Infants & Children (WIC)

here ﬂ for instructions to complete the online ASAP form. Genetic Disease & Early Childhood

Missouri WIC Customer Satisfaction Report Food Programs

The 2010 Missouri WIC Customer Satisfaction Report [} is the result of the 2010 survey designed to

estimate the impact of language background on WIC pariicipant’'s satisfaction and the program’s ability to meet

the needs of different culture groups. The 2010 WIC Customer Satisfaction Survey is a repeat of the 2008 WIC

survey. Seethe 2008 WIC Customer Satisfaction Report [ for the result of that survey. The Missouri WIC Immunizations

Program also conducted a baseline survey, the 2008 Mother-Caregiver Study Report [, in 2006. Missouri

WIC repeated this survey in 2008 and 2010 in order to verify the 2006 survey results and compare the results WIC and Nutrition Services

between 2006 & 2008, and also 2008 & 2010 Misst epartment of Health and
Senior Services

Community Data Profiles PO Box 570

Community profiles are available on various subject areas such as cause of death. chronic diseases Jeferson City, MO 65102-0570
unintentional injuries. prenatal and others. Each community data profile table provides data on 15-30 —
indicators for each countyicity selected. Information provided includes the number of events, county/city rate

Wellness & Prevention

Local Public Health Agencies

Telephone: 573-751-6204 or
statistical significance, quintile ranking and the state rate. Some tables are have trend lines and advanced fioll-free) GO 28209
graphics Fax 573-526-1470

Missouri Information for Community Assessment (MICA) info@dhss.me.gov

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 infarmation, contact your system administrater)

System: |crysta|1

User name: INienhm

Passwaord: |

Authentication: |Enterprise ﬂ

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|DNEWvSSendvMylnfu‘-.-’iew|5:earcht'rtIEv| | =3

B #Home

Ei My Folders Businessobiect;m Personalize Inf

) 1 Public Folders Go to InfoView
Release 2

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

Business Objects ]

@@v|DNEWvSS’BndvMylnfu‘-.-’iew|5earcht'rtlev| |3
B i Home

=y Folders BusinessObjects’ D
= [APublic Folders _

_ Go to Infoliew

" WIC Reports - Local Agency Release 2 =24 10 T VIEW

L Iili‘.".fIC Repaorts - State and District

Page 4 of 10



How

/2 Info¥iew - Windows Internet Explorer

To Use Crystal Reports - WIC
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s )
GE D0 rew - G [ send -
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TR MoWINS End of Manth Report
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Click on the name of the
folder that has the report
you want.

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

@—\:’ - Iﬁ, htkp: ffcrystalweb,dhss.mo.gov/businessobjects/enterprise 1 15/ Infaview/main. aspx
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Clinic Management
@ Qrganize - X Fiter: Al Typez -
- 0 4 | Titlea

O 2l _@Pump Repart-@

Schedule | History | Properties | Modify
The breast pump report will serve to track breast pumps loaned cutto paricipants and help
fallowing, it will be highlighted: WIC Category C, M, or P. BF Amount Mot Applicable or Partial

- @j # Breastfeeding Women - Detail
Schedule | History | Properties | Modify
The Breastfeeding Women Report provides a list of breastfeeding women, their infants, mot
to provide assistance during critical times that mothers may need extra support. ltis possikl
mather's record is to a child's record in the household instead of the infant's, the actual deli
transfer. If the report shows a mother with two infants with the same name, this means that1

Il @j # FlPick-Up/Mo Show Report - Detail
Schedule | History | Properties | Modify
This report will assist with follow-up of participants who have not received checks recently, b
last check expiration month. Within the month, records are sorted by household 1D, Ifthe par
The terminatian reasan field is blank for active participants. Post Date: 7/24/2010
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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 beginning ###00 and ending range ###99 and then
click on Add Ranwdd it to the selected valu X. Then click OK.

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

B

Enter Agency & Clinic Number (5 digits):

Agency Number

The valug must be between 5 #Fcharacters long.

Start of Range:
Enter a Walue:
J10100

End of Range:
Enter a Value:
J10159

¥ Include this value | No lower value ¥ Incluge thiz valus [ Ho upper valug

.

Add Range

Selected Values:
[10100 .. 10189]

Remove | | Remove All

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_; InfoView - Windows Internet Explorer

@‘H/ - |g http:fferystalweh, dhss.mo.govibusinessobjectsjenterprise .
PR To search for an item,
' say a SWID, type in the
$ - D New - &3 Dﬁ' Send - My InfoView | Searc] DCN and then Clle the
Breast Pump Report - Detail banCUIarS.

[l| Busiressobjects Advanced DHTML Viewer

B 5 Il /1 [Main Report x| & I

10199

i & [100% =] @ ects:
Missouri Department of Health and Senior Services
WIC and Nutrition Services

Click on the arrows to

move from one page to

Breast Pump Report - Detail

another.

ANDREW COUNTY HEALTH DEPARTMENT (10199)

Padicipant Mame

Household ID WIC Category Breast Pump Issue Date CertDue Last Check
State WICID  Amount Breastfeeding Serial # Date LoTU

Phone Mumber
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How To Use Crystal Reports - WIC
Printing Reports

11. To print reports, you will need to select the Export icon located above the LWP number on the
left side of the screen.

f_'; Info¥iew - Windows Internet Explorer i ] 4
e http:jjcrystalweb, dhss.mo.govibusinessobjects/enterprisel oview main.aspx x| [*2|| X | |Live Search B~
NS

o & Infoview

J 50 - B - o= - =k Page - () Tools - ?

Welcome: nienhm

I & - | [ new - @5 send ~ [ My nfoview | Searchtie 5] S 0
Breast Pump - Detail MmN -
i ,i&anced DHTML Viewer =
‘ & Il_ /1 [Main report =] & || # 0F [100% =] @ susimsssobjects
o 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 CertDue Last Check Phone Mumber
Parlicipant Name State WICID  Amouni Breastieeding Serial# Date LDTy Secondar Phane

12. The window below will open.

/= Export Report - Windows Internet Explorer o ] 5 ,’j Export Report - Windows Internet Explorer i ] 4|
& | http:jicrystabaeb, dhss mo.goyfbusinessobjects Enterprise1 15,|'InFo\p'iew,|'R|j e http:,l',l'crystalweb.dhss.rru:u.gov,l'businessnbjects,l'Enterprise115,|'InFn\-'iew,|'Ruj
N
File Format: I Crysatal Reportz (RPT) ‘ ﬂ , File Format:
dobe Acrotat (POF)
Microgoft Excel 57-2000 (XLS)
Microgoft Excel 57-2000 - Data Qnhy (XLS)
Microzoft Word (RTF)
Microzoft Word - Editable (RTF)
Page Range: & Al Page Range: Rich Text Format (RTF)
" pages: " Pages:
From: II To: |1 From: I1 To: |1
oK Cancel 0K Cancel
e €D mtermst | ®100% ~ | o €D 1rternet [®100% ~ 4

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.

f." Info¥iew - Windows Internet Explorer

. =lolx|
@Jﬂ\ - Ié‘ http:/icrystalweb,dhss.mo.gov/businessobjectsfenterprisel 15/ Infaview/main. aspx j || K ILNBSearch P
ST A @ Infoview J - B = - b page - (0 Toos -+ 7
& Ta help protect wour security, Internet Explarer blocked this site from downloading files to your computer. Click here for options. .. x
L ﬁ M - | [ New - % [F send - My Infoliew | Search tile - |3 B e
Breast Pump Report - Detail F OF X
Busisssonjects  Advanced DHTML Viewer B
o S 1 /1 [Wain repert =] & || 0 3 [100% =] @ BusinessOblects:
e Missouri Department of Health and Senior Services
WIC and Nutrition Services
Breast Pump Report - Detail
ANDREW COUNTY HEALTH DEPARTMENT (10198)
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.
i

Do you want to open or save this file?

. Marme: Crystalviewer . pdf
ki Type: Adobe Acrobat Document

From: crystalweb,dhss.mo.goy

Open Save

l--' w.  While files fram the Intermet can be useful, zome files can potentially
9

harm your computer. IF you do nat trust the source, do not open or
zave this file. What's the risk?

Select Open. Your report should be open.

i Crystal¥iewer[1].pdf - Adobe Reader
Flle Edit Wiew Document Tools ‘Window Help

=10l =]
[

B - € [T i@ ®[ex - = i —
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
Partlcweanl Name State WIC ID AmountBreasﬂeedmg 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".

@ - D New - F3 @ Send - Wy InfoView | Search title v| ||“_J

<img id="navCallapselm| Clinic Management

1 Folde src="images/panelfarroy @ Organize - )< Fitter: All Types -
alt="Hide Mavigation Pal

g & 0 4 | Title L

B FdHome

=i [l @j # BreastPump Report - Detail 1
My Folders Schedule | Histary | Properties | Modify

B = public Folders The hreast pump report mll serve to frack breast pumps loaned out to participants and help if an agency n

or P.BF Amount Mot Applicable or Partially BF = Max. Post Date: 21272010

B EwWIC Reports - Local 4
= ¥

8 M caseload anage r BreastF‘ump RE|JJI’”JTE\{CE|

3 Clinic Managemer] " . o f

3 Extra Formula Excel \ersian of The breast |3L|m|3 report will serve to track breast pumps loaned outto participants and ¢

following, it will be highlighted: WIC Category C, N, or P. BF Amount Mot Applicable or Partially BF = Max. P

S uanitering Report ng. gnie gor e ! I

B MowiNg End of M [T @] 4+ Breastfeeding Women - Detail 1

D".“."ehinars - MW Schedule | History | Properties | Modify

|:|'-M|C Reports - State a The Breastfeeding Women Report provides a list of breastfeeding women, their infants, mother's contact i

b assistance during critical times that mothers may need extra support. tis possible for the infant data to be

record in the household instead ofthe infant's, the actual delivery data on the mother's record is differenttl

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.

—

Business Objects’ Welcome: nienhm
$ - D New » ¥ @ Send - My InfoView | Search title -—| |;_J E] @
<img id="navCollapselm | Breast Pump Report for Excel F O X
src="images/ipanelfaray Enter prompt values,
] Folders~ S
alt="Hide Mavigation Pal
‘hHume
= L3 Iy Folders Enter Agency and Clinic Humber (5 digits): Agency Number
== Public Folders The value muzt be between 5 and 5 characters long.

B 3 wic Reports - Local A
[ caseload Manage
(3 Clinic Managemen
(3 Extra Formula

3 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
qusinessobjects Advanced DHTML Viewer
@ ) [T /1 [Main report =] & (] # 3 [100% =] @ usinessonfects
coL REEBRT PHELR IR YRR enT
: This raport may contsin confidential information. Any unsuth l=gs: it civ mags: ot crimi
. PamcmantNamem SWID “IC Category Phone Numherd Secondar Phone -AmountElreasﬁe SortFnacIforEl Breast PumSerial#  Last Check LDCert Due Date

The window below will open.
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{= Export Report - Windows Internet Explorer S [ [b{| Il 7~ Export Report - Windows Internek Explorer =101 %
£ | http!/fcrystalweb, dhss. mo.gov/businessobjectsiEnterprise 1 15,|'InF0\-'iew,|'Ruj & | http:ffcrystabweb, dhss.mo.govibusinessobjects/Enterprise 1 15||'InF|:|\p'iew,l'R-j
Filz Format: | Crystal Reportz (RPT) LI File Format: I
Adobe Acrobat (PDF)
Wicroseft Excel 97-2000 (XLS)
Wicrosoft Exce 2000 - Data Onhy (XLS)
Wicrozeft Word (RTF)
Wicrosoft Word - Editable (RTF)
Page Range: & Al Page Range: Rich Text Fermat (RTF)
" Pages:  Pages:
From: |1 To: |1 From: |1 To: |1
oK Cancel OK Cancel
bl [ [ neemer NI @ Internet T100% -y

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

Do you want to open or zave thiz hle?

@ j Marme: Crystalviewer,xls
H

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

Open Save

While files framm the Intermnet can be uzetul, zome files can patentially

harm your computer. If you do not tuzt the source, do not open or
zave thiz file. What's the gk ?

Select Open.

"/E«;\‘ CrystalViewer[a].xls [Compatibility Mode] - Microsoft Excel
e 2=
fy Home Insert Page Layout Formulas Data Review View Developer Add-Ins

= o Cui

e L] 1
Arial -1z -l == —I|@/'| =) Wrap Text General 7 ;H_:,‘I %Ed Marmal Bad
g 153 Copy : =
Paste e = e [ [[= ||<= s=| || G = Al e, =0 .00||| Conditional Format |Calculation
<P Forinat Panrter B | U~ &~ A= || 25 £=|| |z Merge & Center|~| ||| $ o || %60 58| Formattaip~ o Table~ | | [
Clipboard (F] Font (F] Alignment (F] Mumber (F] Styles
FERCE TR
| Al - I | Breast Pump Inventory
A B 88 D E E G H | J K L
. = P—— iy 3
2 COLE COUNTY HEALTH DEPARTMENT
3 Thiz report may contain confidential information. Any unautherized access, use andfor disclosure of confidential information may result in a losz of access privileges, an action for civil damages, an actien for
4 criminal charges, and/or dizciplinary action including but not limited to 2uzpenszion 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.
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