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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.
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Internet and MOHSAIC Support page Access

= In order to access Crystal Reports,
open an Internet connection, i.e. g
Internet Explorer Icon. T

E=plorer

= Type the following address in the address field of the Internet Explorer page:
http://172.17.34.5/mohsaic/

— —-— e [ L - _— s

Address| /11721734 5imohsaic/ Bl

= The MOHSAIC Support page displays, select the Reports link on the left side of the
screen.

AddrEs Iej hitp-//172.17.34 B/mohsaic],_D -] B Ge |Links = -
MOHSAIC SUPPORT
MISSOUREI HEALTH STEATEGIC ARCHITECTURES & INFOFRMATION COOPEEATIVE
MONSKHIC

Welcome to Missouri Department of Health
and Senior Services MOHSAIC Support site

Downloads and Links

User Instructions and Alerts and I\"'IESSﬂgES
I |
2l September 19, 2006 - CLPPV 1.1.7
< Bepors > At 5 P, the web application Childhood Lead Prewvention Program will be updated. Changes in
the application are listed below:
Citrix MAT Links o

o
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MOHSAIC Reports page:

The MOHSAIC Reports screen displays; scroll down on the page to select the
appropriate link:
o If the user is a DHSS Intranet user, select the Crystal Reports Intranet link.
o If the user is an Internet user, select the Crystal Reports Internet link.

R g — L [ L o e e T [y e o) ——

Address [&] hitp://172.17.34.5/mohsaic/Reparts. him =] &G
Welcome to =]

MOHSAIC REPORTS

Access Links & Reports Instructions

MOHSKRIC

Hermne

Dowlosdsend ks REPORTS ACCESS LINKS:

User Instructions and

tanuals MO RYSTAL REPORTS (Sesinstructions beld

Citrix BAT Links Intranat link:
hitpoficrystall /businessobjectsienterprise 1 15/ nfoviewllogon. aspx

ASAP Informatian Internet link ) ) ) ]
ttpforystalweb. dhss. mo.gowbusinessobjects/enterprise 115/ nfoviewlogo
OHSS Computer Standards |
[&] || | [sd Localintranet
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.

@- |

Addressl hittp: #/cipstall ferystal /enterprise] O/desktoplaunchsen/default bt d Go | Links *
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CRYSTAL REPORTS — SECURITY LOG ON:

The BusinessObjects security logon screen will display.
Lo I

Log On to nfoView

Welcome to BusinessObjects

Enter your user information and click Log On.
(if you are unsure of your account information, contact your system administratar)

Systern: |crysta|1
username:
FPassword: |
Authentication: |Enterprise d

Log Cn |

L]
|&] Done [0 4 intemet
2 . r——n e

0 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.)

o 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.
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CRYSTAL Reports — Service Coordination Report Folder Access:
* BusinessObjects XI screen will display. o

S - [ Mew ~ B LY Send - My Infoview | Searchtile v| ||‘_j 3@
3 Folders it ||Home F OF X
CecBdmE X -l
= $H0me Personalize

nty Folders Businessobiectsm Ifini e piovy

[ public Folders Go to Infoview

Release 2 lnbio

BusinessObjects InfoView collects and presents business
intelligence information and provides:

e Complete viewing and interaction for query & analysis, reporting, and performance
management

« Integrated collaboration with threaded discussions, intuitive navigation, and 1
support for 3rd party documents

-

| Discussions = |

= To access all SHCN reports, select the + next to the Public Folder to open the folder.
= Select the + next to the Service Coordination folder to reveal all SHCN report
folders.

& E B - | [0 New » ¥ [ Serd » My Infoview | Searchitle « | |3 S o
[ Folders . ¢ |[Home FOF X
DecsBzi X E

= @Hnme ::'?r;qnalize
B S Fold a o 2 b, rifa e ro
B BusinessObjects
A Public Falders Erind e
[ =ervice Coordination Release 2 Inbo

BusinessObjects InfoView collects and presents business
intelligence information and provides:

s Complete viewing and interaction for query & analysis, reporting, and performance
management

+ Integrated collabaration with threaded discussions, intuitive navigation, and —
suppart for 3rd party documents

Discussions m
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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 +).
0 SC-Claims contain reports pertaining to participant claims
SC-Participants contain reports pertaining to participants.

o]
0 SC-Providers contain reports pertaining to SHCN providers
o]

SC-Special Projects contain reports developed by SHCN for special requests.
(Report titles are only visible; a higher access level is required to view these

reports.)

o0 Test Reports contain reports being developed by SHCN. (Report titles are only

visible; a higher access level is required to view these reports.)
mm Welcome: I

= @Hnme
nty Falders
B T public Folders
= 3 senvice Coardination
HFreature Samples
[ Genstics and Hea
S Report Samples
B L 5C-Claims
[ 5¢-Participants
[ 5c-Pravider
&= SC-Special Projec
S Test Reparts Fold

‘| | »

Bl - D Mew + ¥a [E Send - My Info'iews | Searchtitle v| ||___,.j E’g‘l £ | 7
3 Folders #t [|Home F 05 %
EecsBama X =

Personalize

BusineSSObiectsM InfoView nons

Go to Info'yiew
Release 2 Inbow

BusinessObjects InfoView collects and presents business
intelligence information and provides:

o Cormplete viewing and interaction for query & analysis, reporting, and performance
management

s Integrated collaboration with threaded discussions, intuitive navigation, and —
support for 3rd party documents

| Discussions

TIP:

Example: Select SC — Participants (the folder title, not the +)
» The reports will display in alphabetical order on the right side of the screen.
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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 © ) 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

Ly
Business Objects”

listing reports export into Excel documents.

Welcome: N

@ IE 3] - |:| Mew « ¥4 LE Send - IE‘ by Infoview: | Searchitle v| ||__j @ 'E] @
3 Folders It ||SC-Participants * O0F X
E BB B X (= orgsnize ~ | X | Fiter: Al Types ~
1 0O + [Titlea Last Run |Type Owner  |Instances 2]
=] ‘hH
\}._nme O —, Active Participant Count- Race, Sex, Age, M Crystal kesd 0
My Falders & epnicity by Program mt BRI popot SR
2 L Public Folders Histary | Properties i
B [ Senvice Coordination [ §) a ActvePamicipant Count@18) with 581 ooy OOt g
LA Feature Samples e Frogram Report
[ enstics and Hea History | Froperties
'-—_JRepon Samples o
5 G 1 (i rystal
B sc-claims I Qj ¢ Active Padicipant Count by Program.rpt Mewver run Report sykesd 0
— o Histary | Properies
[T Fefh
i BT elINDATS Dennis Sykes change for age 21
A 5C-Provider
[ 5C-Special Projec| [ @] + Active Participant Labsls Never run g:’:;ﬂ engelj 0
JTESTREDDHS Fald History | Properties
Active Participant Labels - printable an Avery 5160 labels. By Service Coordinator, Area
Office, and program.
'I I x Setive Padicinant | ist by Badinnal Chestal =
| Discussions ¥
TIP:
= Button Functions are:
= 2. The panel will be shown in a new window
= . .
= - Will hide the header panel
= = - Maximizes the panel
n

- Restores the panel to a previous view

=
%] - Returns to the last main workspace page view.
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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.

+ O P x
The report you requested requires further information.

Database Logon

dwprod - Oracle Server
Server Description  dwwprod

Database Type Cracle Server

User D |

Pas=waord

(814

=* |

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.
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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.

Enter prompt values. =

Select one or many Programs for this report

Ayailable Walues: Selected Values:
AL
HEAD INJURSY SERVICES
HEALTHY CHILDREN AND YOUTH
HOPE
MONITORED CASELOAD
PHYSICAL DIZABILITES WANER
SERVICE COORDINATION

Enter a Yalue:

[ remove_|

Enter the report’s Begin Date BeginDate =
Please enter Date in format "yyyy-mm-cld".

Entet & Walue:

| G

Enter the report’s End Date EndDate
Please enter Date in format "yyyy-mm-cld".

Entet & Walue:

| G

< | I
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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.
o0 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.

B+ 0O x
I ] | -]

|_ Remove !

_|ol x|

Enter the report’s Begin Date

Cictober = [|2005

Z=| = | Today [ = | ==

Plea=e enter Date in format "yyywy-mim-dd'.

= =
Enter a Value:

| 5 Su|Mo|TuWe|Th|Fr|Sa

s 8 10111213 ]14

Enter the report’s End Date 15116 (17 (181920 21
Flea=se enter Date in format "yyyy-mim-dd". gé gg g? 25|26 27|28

I~ = -

Enter a Value:

| B s
| | o

Page 11 of 19 Revised 1/4/2008



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.

Enter prompt values. -

Select one or many Programs for this report

Available Walues: Selected Values:

ALL
HEAD IMJURY SERMICES \ HEAD IMJURY SERWICES

HEALTHY CHILDREM ARD Y OUTH

HOPE
FAOMITORED CASELOAD =
PHYSICAL DISABILITIES WANER
SERWICE COORDIMATION

Enter a “Walue:

|

Remowve |

BeginCrate
*

Enter the report’s Beqgin Date

= 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.
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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.
o 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.

F OF X
Enter prompt values. -

Select one or many Programs for this report

Available Values: Selected Values:
AL HEAD INJURY SERWICES
HEAD IMJURY SERWICES HZOPE

HEALTHY CHILDREMN AMD Y OUTH SERMICE COORDIMNATICN

HOPE

MOMITORED CASELOAD |
PHYSICAL DISABILITIES WYWANER

SERNICE COORDIMATION

Enter a “alue:
*
| —
Cremove )
\ /
Enter the report’s Begin Date | EquinDate_lﬂ
4 *
TIP:

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

0 The Service Coordination Program will not be included in the report because it
was removed from the request before submitting the report.
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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’ ( ¢ ) button.

ma T L L1

Businessonjects  Advanced DHTML Wiewer =

[l 5 b@ # 1+ [Main Report =] & || # @ [1ooee |
=H-CAPE GIRARDEA. Regional Otfice Participant OCH

OB,

H-IMDEFPEMDEMCE
H-5PRIMNGFIELD —
H-5T LOUs

-

| T T T T T s

ol

= 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.

e T L1 CT

-

Businessobjects Advanced [ Evier e
@lﬂ M 4 ainRepDr't;IS I ﬂﬁﬂﬁ'lm

CAPE GIRARDEA
COLUMEBLA
INDEFEMDEMCE
SPRIMNGFIELD —
ST LOUIS

Gt ()~ f - (- 3]
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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.

Businessobjects  Advanced DHTML Viewer

- MDEFEMDENC
H-5PRINGFIELD

S TEl 4 M |131 /162 |Main Report =] %2 I i IlDD%
H-CAPE GIRARDE®] Regional Office Participant Name DCN DOB
H-COLUMEBIA

Fe
—
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EXPORTING (SAVING) A REPORT:

» To save a report, select the ‘Export this Report’ (| ) 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:
0 Report titles containing ‘count’ use ‘Microsoft Word (RTF)’ format. (Address

Label is a Word document.)

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

+
e ———,
BusinossObjects Ad""\-"":'ﬁ'—“':' = —
= ‘2l Export Report - Microsoft o ] e -
) es [Tz w0« [or
HCAPE GIRARDES File Format: | crvstal Reports (RPT) =]
El-COLLUMB LS, :
=H-MNDEPERDEMC—
FH-SPRIMNGFIELD
ST LOUIS
Page Range: = g
2= FPages:
From: |1 To: I'
- L] 4 Cancel
J
=

Example: Excel download selection.
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File Format:

Crystal Reports (RPT)

Crystal Reports (RPT)
Adobe Acrobat (PDF)
Microsoft Excel 97-2000 (HLS)

Microzoft Excel 97-2000 - Data Only (XLS)
mMicrosoft Ward (RTF)

Microsoft WWord - Editable (RTF)

Rich Text Format (RTF)

Page Range:

I Pages:

From: I'I To: |1

QI Cancel
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EXPORTING (SAVING) A REPORT - File Download:

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

= A ‘'Save As’ screen will display

(0]

(0]

Select a location to save the
report.

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

Select the ‘Save’ button.

= |If a Download complete screen
displays, select the ‘Close’ button to
complete the download.
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Costabiwss ]
Micrasaft Excel Warksheet ]

Download complete

B
Dawnload Complete

Saved:
Crystalviewer.doc fram crystall

Downloaded: 1.45 ME in 1 sec
Daownload to; H:hafer 1.doc
Transfer rake: 1.45 ME[Sec

[ Cloze this dialog box when download complates

Open Open Folder | Cloze I
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CRYSTAL REPORT CLOSURE/LOGOFF:

= Log out of Crystal Reports by selecting the ‘gold lock’ (1) in the upper right hand
corner of the screen.

|6

j v |_| New + ¥ [E send + [ My Info¥iew  Searchitle -

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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