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HIPAA Disclaimer

· Special Health Care Needs produces this guide for training an employee of SHCN or of an agency contracting with SHCN.

· The guide, in its entirety or any portion, may not be reproduced without permission.  SHCN solely retains reproduction rights.

· Any health information used (reproduced in screen shots for the guide or data viewed during training) is solely for the purpose of training.

· This guide is to be located in a secure (locked) area, not available to the general public.

Internet and MOHSAIC Support page Access

· In order to access Crystal Reports, open an Internet connection, i.e. Internet Explorer Icon.
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· Type the following address in the address field of the Internet Explorer page:

http://172.17.34.5/mohsaic/
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· The MOHSAIC Support page displays, select the Reports link on the left side of the screen.
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MOHSAIC Reports page

The MOHSAIC Reports screen displays; scroll down on the page to select the appropriate link:

· If the user is a DHSS Intranet user, select the Crystal Reports Intranet link.

· If the user is an Internet user, select the Crystal Reports Internet link.
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TIP:

· If the user types the link, in its entirety and exactly as listed, in a Web Address field the user will be linked to the Crystal Reports website.


[image: image5.png]oso plo LET=

B B W s | &
Dk - ) - x] [B] ] ) seaeh o owites @hMese €] - D B - JT B
Aderess [ o /oyl eystalfrepicel 0/ deioplunchien etk il o1 6o [tinks »[ &1 -

SHCN INTRANET

SHCN Home DHSS Intranet DHSS Home

Employee Information
HCY/PDW Forms
HFY Fiscal Processing Procedures & Forms

= Phone Lists
perations Links of Interest Redional offices
Manual =

Operational Plan

Processes

Reports iy

commNG s0oN! SHCN FY05 MCH Block Grant Information Binhdays
Training Academy

Last Updated: 05/3012006

2 [ [ KJ Losanuanet
Astar] | & 9 ® | @ 2 Novell..o| 32 Wind... | [¥] Misrasot..| [ 2 Miero.. -|[ETSHON 1. | Deskiop [« 280





Crystal Reports – Security log on

The BusinessObjects security logon screen will display.
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· User ID field is the same ID as your MOHSAIC login, the first five (5) digits of your last name and the first initial of your first name.  (When a user’s last name is less than five (5) letters the ID is usually the entire last name, first letter of the first name, followed by number(s) to make a six (6) digit User ID.)

· Password is the first and last name initials with the last four (4) digits of the social security number.

Example:  John Smith would be JS1234.

CRYSTAL Reports – Service Coordination Report Folder Access

· BusinessObjects XI screen will display.
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· To access all SHCN reports, select the + next to the Public Folders and scroll down (on the left side of the screen) to the Service Coordination folder.

· Select the + next to the Service Coordination folder to reveal all SHCN report folders.
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CRYSTAL Reports – Service Coordination Report folders

· All SHCN folders display under the Service Coordination folder.

· The User Name defines which reports can be accessed.

· To open a report folder, select the name of the report folder (do not use the +).

· SC-Claims contain reports pertaining to participant claims

· SC-Participants contain reports pertaining to participants.

· SC-Providers contain reports pertaining to SHCN providers

· Test Reports contain reports being developed by SHCN.  (Report titles are only visible; a higher access level is required to view these reports.)

Example:  Select SC – Participants
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TIP:

· The reports will display in alphabetical order on the right side of the screen.

VIEWING REPORTS

· To view a report, select the name of a desired report by placing the mouse over the report title on the right side of the screen (cursor will change to a hand [image: image10.png]Butons Poiies | Finier Opons | Wl Hardwar |
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) and select the report.

TIP:

· Note the type of report requested, count vs. listing.  The significance between the two choices occurs in exporting, count reports export into Word documents and listing reports export into Excel documents.
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TIP:

Button Functions are:
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 - The panel will be shown in a new window
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- Will hide the header panel
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 - Maximizes the panel
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 - Restores the panel to a previous view
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 - Returns to the last main workspace page view.

VIEWING REPORTS – Secondary Security Log On

· A second Database Logon screen will require the same information as the first security logon.

· Complete the User Name and Password fields.

· Select the ‘OK’ button.
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TIP:

· User ID field is the same ID as your MOHSAIC login, the first five (5) digits of your last name and the first initial of your first name.  (When a user’s last name is less than five (5) letters the ID is usually the entire last name, first letter of the first name, followed by number(s) to make a six (6) digit User ID.)

· Password is your first and last name initials with the last four (4) digits of your social security number.  Example:  John Smith would be JS1234.

VIEWING REPORTS –Parameter Field(s)

· For reports with multiple Parameter fields, the user may need to scroll down the page to view all required parameter fields.
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VIEWING REPORTS – Date Parameter Fields

· A Crystal Parameter Field(s) requiring a Date has a Calendar icon to the right of the Value field.

· A calendar will display when the calendar icon is selected.  Choose the appropriate month and year before selecting the appropriate day.

· Additional drop down fields will allow user to select the specific entries needed.

[image: image20.png]0 =181

Fie E& Vou Fovoies Took o [ &

Q== © - [x] 18] ] D semet g rovtes. @@ bisie @[3

Adress [2) o /oytane dhos mo gov/businessobiects/enterpise 15/ view/main sspx ELE
aeei Welcome: wilkel

GE @ 0 New + S ¥ send + [ Myinfoview | Searchtie ~ 5] & e

Folders 3 Foex

sBmEX |
Siwanagers ony 2
SmcaHy

5 RegonalDisease |
SReport samples
T [ e — |
i Featre Sampc | Eteravabe

Genetcs and

i Repantsampe:
Ssc-claims
Sscparicpants

Enter the report's Begin Date.

Please enter Date n format "yyyy-mn-def

Enter the report's End Date

Please enter Date n format "yyyy-mm-det”

SC-Provider
S Test Reports Fr

378 Infection Erter a Value:

WIC Reports = -
P el | —T——
Discussions =
£10one [0 [ [ memet

Aistar] | & 5 ® | ® 2 Novell+| Ly ERswE.. | [E icrosott .| [ 2 Micro. +|[B 2 inter...~ | Deskiop ?[« a57PM





VIEWING REPORTS – Add button

· Some fields require a selection to be chosen and then added to the ‘Selected Values’ section to have multiple choices combined in one report.

Example:
  Both programs (Hope Program, & Adult Head Injury Program) vs. just one program report for Hope Program or AHI Program.
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· Select ‘OK’ when all the Crystal Parameter Field(s) is entered.

· Crystal Reports will display the report when the entire report can be viewed or downloaded.  Be patient, some reports may take a couple of minutes to load.

VIEWING REPORTS – Remove button

· If the user made an incorrect selection, highlight the incorrect addition from the Selected Values list and select the Remove button.

Example:
  Service Coordination Program should not be included in the report.  Service Coordination Program is highlighted in the ‘Selected Values Listing’ field, select the Remove button and the Service Coordination program will be removed from the listing (and not included in the report).

· Select ‘OK’ when all the Crystal Parameter Field(s) is entered.
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TIP:

· Crystal Reports will display the report with only two programs, Hope Program and Head Injury Program.

· The Service Coordination Program will not be included in the report because it was removed from the request before submitting the report.

VIEWING REPORTS – Report Screen

· When the screen first loads, the number of pages in the report field indicates if the report is only one page or multiple pages.  If a report contains more than one page, a 1/1+ will be posted indicating additional pages in the report.

· To load the entire report, select the ‘Go to Last Page’ ([image: image23.png]€1 =181
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) button.
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· After selecting the ‘Go to Last Page’ button, the screen will display the total number of pages in the report field indicating the entire report has been loaded, i.e. 162/162.
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VIEWING REPORTS – Report Screen - Filter

· The left side of the report screen lists all the Parameters requested in the Discrete Value field.

· If the user wants to ‘filter’ within the Crystal Enterprise report screen, select a specific Parameter.  Example:  St. Louis parameter was selected.  The left side of the report screen will list an alphabetical listing of participants.  The right side of the report screen will also list participants alphabetically, along with the other report information.
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EXPORTING (SAVING) A REPORT

· To save a report, select the ‘Export this Report’ ([image: image27.png]=181
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) button to display the Export Report screen.

· Select the File Format drop down and choose the most appropriate format for the report.  SHCN reports are only available in two choices:

· Report titles containing ‘count’ use ‘Microsoft Word (RTF)’ format.  (Address Label is a Word document.)

· Report title containing ‘listing’ use ‘Microsoft Excel 97-2000-Data Only (XLS) format.  (Master Spreadsheet is an Excel document.)

· Not all reports are titled in this fashion, export using both choices to determine which format is the more appropriate.

· Select the appropriate Page Range ‘All’ for all report pages or choose a range.

· Select ‘OK’ to start the export/download process.
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Example:  Excel download selection.
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EXPORTING (SAVING) A REPORT – File Download

· A File Download screen will display; select the ‘Save’ button.
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· A ‘Save As’ screen will display

· Select a location to save the report.

· Rename the report by using the ‘File Name’ field.

· Select the ‘Save’ button.
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· If a Download complete screen displays, select the ‘Close’ button to complete the download.
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CRYSTAL REPORT CLOSURE/LOGOFF

· Log out of Crystal Reports by selecting the ‘gold lock’ ([image: image33.png]o oso p LET=
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) in the upper right hand corner of the screen.
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CRYSTAL REPORT – Session Expired

· Failure to logoff the system will result in a ‘Session Expired’ message after an allotted time period has been exceeded.

· Close the right side of the screen (using the ‘x’) and select the report folder from the left side of the screen to display the report options again.
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