SACWIS Management-Administrative Cubes
User Guide

A) Description

Ohio SACWIS affords users access to a series of Management Cubes and drill-
through reports that support broad State/agency management/administrative reporting
needs.

Generally speaking, unlike regular, traditional, canned or ad hoc reports, these
management cubes enable users to analyze or present data in a more dynamic and
customizable fashion by using multiple measures applied over a variety of
dimensions. These cubes are currently on a weekly refresh cycle; meaning that they
are refreshed every week with data from SACWIS PROD.

B) Breakdown of the Cubes

Ten management/administrative cubes, spanning three modules (Intake, Case
Management, and Adoption/Court) are available. They include:

e Investigations - Initiations & Completions: This cube provides details
regarding timeliness of investigation initiation and completions where decision
code is CA/N Reports or FINS and screening decision code is screened in.

e Placement Analysis: This cube provides details about initial and subsequent
placement changes for a child over a period of time where placement status is
completed.

e Adoption Case Length: This cube provides details on the length of time
between the TPR date and the finalization of a child's adoptive placement.

e Child Legal Status: This cube provides details about legal status changes for a
child in the care and/or custody of an agency over a period of time.

e Discharge Analysis: This cube provides details regarding a child’s reasons for
discharge including the length of time required to achieve adoption or
reunification.

e Placement Leave Analysis: This cube provides details about all placement leave
information for a child in the custody of an agency with an active placement or a
placement status of Completed over a period of time.

e Intake Characteristics: This cube provides details regarding intakes with a
completed Screening Decision.




e Services to Clients: This cube provides details about all Non- Placement
services to clients.

e Alleged Child Victim: This cube provides details about all children with an
intake participant role of Alleged Child Victim (ACV) associated to an intake
with a screening decision code of Screened-In.

e Case Openings and Closings: This cube provides details on an agency’s number

of case openings and closings over a specified period of time.

For an overview of the content of each of these cubes in terms of both purpose and
measures/dimensions, please click R:\sacwis\Management
Cubes\Documentation\Management-Administrative Cubes Summary.xIs.
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C) The Process for Establishing Security Access to the Cubes

Establishing security access to the management/administrative cubes requires the
completion of two related forms: the JFS 7078 and the BIC Access Form. Both forms
are available at http://bic/.

For the 7078 (below), after completing the top identifying section, OCF - SACWIS
Management Reports should be entered under the OTHER access section. The
boxes in the ACCESS REQUESTED section do not necessarily need to be checked
off. Enter your Novell ID in the Existing RACF/Novell ID box. Sign and also have
your supervisor sign the form.
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For the BIC Access Form (below), the Project Name(s) field should be completed as
OCF - SACWIS Management Reports. Select the type of access needed by using
the drop down menu. All agency staff for whom access to this folder/project is being
sought may be listed on a single access form.
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For more detailed instructions on how to complete JFS 7078 and the BIC access
form, please go to: http://bic/RequestAccess.asp

Once completed and signed by the agency employee’s supervisor, both forms should
be faxed or mailed to the BIC Project Point of Contact:

John McKibben

ODJFS/OCF/ Bureau of Automated Systems/SACWIS
4200 E. 5™ Avenue

Columbus, Ohio 43219

Fax # (614) 728 — 9678

Following the successful processing of the access request, MIS Info Security will
contact each agency employee directly with their account log on information.



D) How to Get to the Cubes

All of the 10 Management/Administrative Cubes can be accessed from the COGNOS
“BIC” portal.

1) In the Internet Explorer, type the URL: http://bic/
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2) Sign-in using a valid User 1D / Password.

3) Click on Public Folders

(The following screen appears.)
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1) Inthe COGNOS Connection page, click on OCF - SACWIS Management Reports
folder. The following screen will appear with all the cubes listed.
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Under OCF - SACWIS Management Reports, there are two categories of data
products, represented by two distinct icons. They are:

Ii SACWIS Cube - Has data a user is able to manipulate and modify to create
customized data tables and statistics. The data can be retrieved and manipulated at
different levels in multidimensional ways. For example, information can be

displayed for all counties or just one. Counties can be replaced to display race and
gender.

<@ SACWIS Management DT Report — Has data on a preset specific report

format and has less flexibility in manipulating data for customization and cannot be
modified.

Ii SACWIS CUBES

Clicking on one of the cubes would open up the following screen:

(This screen appears.)
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e The Dimension viewer shows a full tree-view of all the dimensions and measures
of the cube. In the dimension viewer, users can see an organized view of all the
dimensions, levels and categories in a selected cube.

e Inthe display area on the right side, users can perform actions that are associated
with individual data elements.

e By default, the first measure is displayed since it was preset as the default
measure. All totals displayed are for the default measure.

e The display toolbar at the bottom of the page displays the “drill-through” button —
which would allow the user to drill-through to a report based on the dimension
and measures selected on the cube.

The data manipulation capabilities of SACWIS cubes are as follows and represented
by the toolbar icons at the bottom of the screen shot:

- Crosstab (types of cross tabulation available for user to customize the tables)
1) Crosstab
2) Indented Crosstab

[t Chart (the range of chart types available)
1) Simple Bar
2) Pie
3) Clustered Bar
4) Stacked Bar
5) Multiline
6) 3D Bar

®  Options (many options available for user to modify appearance of the screens and
the tables in the display area)
1) Options
2) Edit Title
3) Split View
4) Get Data Later
5) Reset

Swap (allows the ability to swap columns and rows so as to modify the tables)

I’l

Hide/Show (short cut to hide/show options as the user can modify the tables in
display by hiding a column or a row)

Calculation (user can customize a table by adding or subtracting columns or rows
to create user defined new variables)
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Rank (allows user to sort columns or rows in ascending or descending orders)

Zero Suppression (user can delete rows and columns that have zero values).
1) Zero Suppression (rows and columns)

2) Rows Only

3) Columns Only

80/20 Suppression (This option removes rows or columns which absolute values
do not contribute to the top 80% of results)

Custom Exception Highlighting
Custom Subsets (allows user to create custom subset of data tables)
Drill Through (allows user to extract individual data that formed the cubes)

File (allows user to export reports created in COGNOS to other media)
1) Export PDF

2) Export CSV

3) Export XLS

4) Prepare Bookmark

Help (provides brief explanations for cubes)
1) Help
2) Find
3) Explain

Save As — (allows user to save a customized report in the News Box — My folders)

Return to Source — (Go Back to COGNOS Public Folders)

E) How to Drill Through

Click on Gk Drill Through (allows user to extract individual data that formed the

cubes)

(This screen appears)
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Clicking on this drill through icon will automatically cause the report to
generate

However, drill through provides two options to deliver a report.

Click on Select a Delivery Method
(This screen appears)
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1) Save as Report View (this is default setting)
2) E-mail Report (allows user to e-mail the report to a recipient)



The result of drill through is the following screen (report):
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The icons on the top right hand side provide options for this report. Following is a
key:

it Home — (go back to the COGNOS Public Folders)

4= Return - (go back to the Cubes)
About (description about COGNOS)

#  Save Report as View

2] E-mail Report (E-mail the report)

b Run

o

Drill Down

B

Drill Up



Bl GoTo (go to Options)
View in HTML Format
& View in PDF Format

B View in EXCEL Format. This has three options.
1) View in Excel 2000 Single Sheet Format
2) View in Excel 2002 Format
3) View in CSV Format

For instance, when View in Excel 2002 Format is selected, the following window for file
downloads will open:
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Clicking on Select a Delivery Method would again cause the following screen to
appear:
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1) Save as Report View (this is default setting)
2) E-mail Report (allows user to e-mail the report to a recipient)

Click on Save as Report View
(This screen appears)
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428454 Abney, 1 . - " 10/26/98  Adoption
Dustin B
420454 Abney, 0 Less  10/26/98  Adoption
Duastin B 3
eat
428434 | Abney, o 102678 Adeplion
Dhastin B Horme
336498 Abney, 14 071995 Reursfication
Grace B
338498 Abney, 14 iN9e5  Beurdicansn
Grace B
384533 Abney, 135 031296 Reundfication
Jazrze
350516 Abney, 1 031795 Reundfication
Terry
350516 Abney, 1 OIS Reursfication
Jerry Agency
Hebwark
31747 Abney, 1] Unkenown OTAOBMISE | 07/0R/1998  Tnst Congregate  Closed In State | Tn Agency OTNT7F1998  Mowve to Lese 031401 Adoption
Zachary Care Hlevarark Eesmetone
Eranronment
341747 Abney, 0 TUnlenown OTI0BAS5E 07171558 Foster Care Closed InState  InAgency 12062000 Mevedte 03H14/01  Adoption
Eachary Hevarark Adeptive Home
3]
e =rsgeup ¥ Page down T lotton

o I T
#istant| @ ot | ) ~c.|[E] save as report view- . 3¢ | ) sacwis monsgement ... | GIFETOmMNG 2=m




User is presented with two location option hyper links:

1) Select another location . . .
2) Select My Folders

Selecting option # 2, saves the report output as an Excel file on the user’s folder---My
Folders---in BIC. Option # 1, on the other hand, allows the user to save it to a
different location.

Note: If View in CVS Format is selected, the user may experience some difficulty
manipulating the data if it is not first saved as an Excel file.

o View in XML Format

SACWIS Management DT Reports

As detailed above, users have the capability to drill through to a report from the cube
to reveal the detail information that supports the totals they see in the cube. When
drilling through to a report, its current measure and dimension are applied to the new
report. The report will display data for the time dimension selected on the cube.

Click on Public Folders

(This screen appears)

/2] Public Folders - Cognos Connection - Micrasoft Internet Explorer provided by ODIFS . =] 9

| Fle Edit View Favorites Tools  Help ‘ "
Qo - 9 - %] [&] T | ) search S Favariees £67) | S - = & 1 :'l_'] 15

address [&] http:/bic fbicnet jcgi-bincognosisapt.di7b_action=xts.runém=portalfcc. xtségohome= = Go |JL|r|ks ”H &y -
Nr - 2 =] searchweb|-| 0 3+ @~ @ | cmal - - @My vahoo! - Mable + (O Travel -+ G Games - 4 Music - »

Cognos Connection tudia s, O udio  Fe An

Senarath Abeyratne Log Off

- A public Folders My Folders. Al
Public Folders = o B i
R e con
- MName & Modified & Actions
I @® GO Sales and Retailers January 18, 2007 1:36:13 PM More. ..
™ @8 OCF - SACWIS - SURF June S, 2007 §:38:04 AM More...
T @8 OCF - SACWIS Management Reports June 25, 2007 11:50:17 AM More..,

Entries: |1 = I -

[ OCF - Office of Children and Families Thursday, August 11, 2005 12:39:53 PM More...

T 07075 Security Form Tuesday, January 10, 2006 01:46:08 PM
T BIC Access Request Form Tuesday, January 10, 2006 01:46:34 P

& Cognos 101 Tutorial Monday, August 09, 2004 02:42:35 PM
Guide to Documentation Monday, May 02, 2005 03:24:42 PV More...
B Returnbo Cognos g Thursday, March 29, 2007 03:13:44 FM More...
@ sample Cube Tuesday, May 30, 2006 12:41:13 PM o ..

] User Access Paint of Contact Wednesday, April 05, 2006 06:43:56 AM More...




Click on OCF-SACWIS Management Reports

(This screen appears)

n - Microsoft Internet Explorer provided by ODJIFS =3l x|
File Edit Yi=w Favorites  Tools  Help | o
Ok - © - [x] &) | Lot Yerevern: @) 23 i B - I % D 2
| Address [&] hiep: fbic bicnet fogi-bin /eagnosisap difh_action=sts rungm=portalfce xtstm_folder=IE355966 1 FDZ44FS48500AZE06 1 ADTIEA =1 Go |JLinks >>|J & -
| Szr - 2-] ;|5earchWEb‘v|Q B - @ | =val - B+ @wyvahoo! « G mobile « O Travel + EAGames v 4 Music - >

Cognos Connection
Senarath Abeyratne Log Off @~ £~ | Toos~ Hep~
| A public Folders by Folders [«Iv]

Public Folders > OCF - SACWIS Management Reports E =S w |e= B
Entries: ll— - lll— L

| |Mame s | Modified & | Actions

™ [ OCF - SACWIS Management DT Reporks June 5, 2007 8:52:46 AM More...

I~ [®] adoption Case Length June 29, 2007 12:38:39 PM @ pore...

[m} alleged Child Wictim May 30, 2007 10:47:54 AM

[m] Case Openings Closings May 29, 2007 4:45:00 PM

™ [® chid Legal Status May 29, 2007 4:48:28 PM ' @ More...

r Discharqe Analysis May 29, 2007 4:48:39 PM @ rore...

I~ [®] mtake Characteristics May 29, 2007 4:45:47 PM @ rore...

™ [® nvestg Init Compl tMay 30, 2007 10:48:02 AM @ rore...

r Placement Leave Analysis May 29, 2007 4:49:12 PM @ rore...

I~ [® plocement analbesis tMay 29, 2007 4:49:03 PM @ pore...

[m} Services To Clients May 29, 2007 4:49:21 PM

Click on OCF-SACWIS Management DT Reports

(This screen appears)

‘2 Public Folders - Cognos Connection - Microsoft Internet Explorer provided by ODJFS =10l =]
| Eile Edt ¥iew Fovorites  Tools  Help | ar
JeBackva |ﬂ @ -:j|/:__)5earch \j\\?Favorites €)|Er<'l '_JE' % Lll-J D|j ﬂ

3 - -
Jngdress |@ hitp: jfbic/bicnetcgi-bin/cognosisapi. di?b_action=xts.runfm=portalfcc. xtsam_Folder=i3FS9639DA32 1 40C8AGDE61 4E204F0A3D = Go |JLlnks » J & -
J Yr - 2 = search Web‘v| & - @~ @l cgmail - El- @wmy vahoo! - & mabile - i Travel - GAGames - J5 Music - >

Cognos Connection

Senarath Abeyratne Log Off ﬁ - g ~ | Tools + Help «

EBo v | & Public Folders My Folders <[]
OBE®EE 8 | [=)Ers
Entries: ll— - llS— bl Lol sl

Public Folders » OCF - SACWIS Management Reports > OCF - SACWIS Management DT Reports

| | Hame & | Modified & | Actions

™ [@]p AdoptioncasefversaslengthDT June 5, 2007 8:52:57 AM P BY more...
I~ [g]p adoptioncasefversgeMatchConferenceshT May 31, 2007 1:29:33 PM "3

7 [@lF AdoptionCasefversoeMatchesDT May 31, 2007 1:31:00 PM "3

I~ [Glb adoptionCaselengthiDT June 11, 2007 10:06:08 AM b BY rore...
I~ [@lr alecedchidvictimDT June 25, 2007 2;18:02 FM b B Mare...
™ [@lF CaseciosingsDT May 30, 2007 3:41:53 PM 3

M [@lF CaseOpeningénalysisDT May 30, 2007 5:42:52 PM "3

M [@]F CaseopeningsandClosingsDT May 31, Z007 B:42:12 AM b BY rore...
N [@lp CaseopeningsDT May 30, 2007 3:45:18 PM b B Mare...
O P Childl eqalStatusavabaysInPlomkDT May 31, 2007 5:21:03 aM b

I~ [@lF ChidlegalstatusavaDurORLalSEDT May 31, 2007 6:22:21 AM 3

I~ [@lp chidiegalstatusaygtoofLolstChngshT May 31, 2007 G:33:47 AM b BY rore...
I [@Elp childlegalstatusCurrentDT May 31, 2007 8:28:25 AM b B Mare...
™ [@]p ChidieqalstatusDT June 29, 2007 9:12:32 &M 3

™ [@lF chidlegalstatusTobChidCurPledDT May 31, 2007 6:26:43 AM 3




Then select and click on the particular report the user wants to run (no need to Drill
Through as drilling is pre-selected)

Select your specifications for the report and click ok (at the bottom of the page) — The

following two screen shots are parts of the same screen shot.
(This screen appears)

23 AdoptionCaseAverageLengthDT - Cognos ¥iewer - Microsoft Internet Explorer provided by ODIFS

Ele  Edit VWiew Favorites Tools  Hslp

Qs - O - ¥ B | Do Syrowne @[ - L W - IR % 0 () L

| address [&] hitp: fbic /bicnetjcgi-bin/cognasisapi.dizh_action=sxts.rungm=portalreport-viewer, xtsuwi, action=rungwi, object="%2f content %2fpackage % 5h:40n: ¥ | Ga HLinks ”“ & -

| % - 24 jSEar[hWEh|" & B - @ | =@mal - @wyvahoot + F voble - O Travel - GAGames - S Music ~ »

Pravide values For the report you are sbouk ko run,
# Indicates a required fisld.

# Paints to missing information.

AGENCY_NAME
Provide a value:
[aGENCY_MamE B3|

AGENCY_SIZE
Provide a value:

AGENCY_SIZE =
AGENCY_TYPE =
Provide a value:
[acEnCY_TPE =]

AGE_GROUPS_18
Provide a value:
[acE_GrOUPS 18 B3|

GENDER_DESC
Provide a value:

[GENDER_DESC =]
MEPA_FLAG
Provide a value:
[MEPA_FLAG =
BarE TYEE near |
-} AdoptionCaseAveragel engthDT - Cognos Yiewer - Microsoft Internet Explorer provided by ODIFS =]

J File Edit Wew Favorites Tools Help

Qo= O 5] [2) (] D Fremim B[ 21 w1~ LI % 00 1)

Address IEhttp:,f,l’b\cft:i:nat,icgi-binf:ognus\sap\.dll?b_actiun=xts.run&m=uurtaljrepurt-wewer.xts&ui.act\un=run&ui.Ubjsct=%2fcDntent°.fo2fpackage°.fo5b°fo40nej Go HLmks ”“ 'ﬁ -

J Y.’ - £'| jSearchWeb|v‘ < (5 0 @iv ®| = mMail - @Myvahoo! - @"Moblle - CﬁTravel - EAGames ~ JBl Music - »

REPORT_DATE - |
Provide a value:
From:

o [ ]
@ Lowest value

Ta:

o [ ]
& Highest value

TPR_DATE

Provide a value:
From:

o [ ]
& Lowest value

Ta:
o [ ]
[ Highest walue

TPR_TO_INITIAL_MATCH_DESC
Provide a value:

TPR_TO_INITIAL_MATCH_DESC j

WEEKS_TO_FIND_PLCMNT_DESC
Provide a value;

[wnEErs_TO_FIND_PLCMNT _DESC =]

[«




Then the report will run; producing the following screen (report)
(This screen appears)

-} AdoptionCaseaAveragel engthDT - Cognos Yiewer - Microsoft Internet Explorer provided by ODIFS o] =]
| Ele Edt view Faverites Tooks Help ‘ In

J Qe - ) - %] 2] @n /-“SBarch ¢ Favarites 462 | - i - ) = DJ 1

| Aduress [£] heep:ibic/bicnetegi-binjcognosisap.di E=E HLinks ”H & -

| % - 24 | search WEh|" & B @ @ | camal - @y vahoot - G vobie ~ CjTravel - GAGames = 3 Music - »

[Z) cognos Viewer - AdoptionCaseAveragel engthDT

Senarath Abeyratne Log Off

Adoption Case Length Report

Average Length of Adoption

= B~ EE

{in Months)
ilter - Report
L) R TE O Name: AdoptionCasedverageLengthDT
Run Date: 07/02/2007 Time: 2:11:00 PI Page No: 1

Agency: Ashland County Department of Job and Family Services

=Top #Pageup ¥ Page down = Bottom

Child ‘ Child's Birth Mame | Age | Gender | Race |MEPA ‘ Adoption TPR Date Mumber of Match ‘ MNumber of ‘ Adoption Casze | _ |
I Finalized Date Conferences Mdatches Length
6239389 Ames, Janet b 11  Fetale WWhite Mo 09/11/198% 06/07/198% 0 0 3
691845 Banks, Beryl A 11 Female White Mo 017291530 11/13/198% 0 a 2
700520 Baum, Todd 16 Male  White Mo 0171141982 06/12/1986 0 0 30
681081 Bellemy, Alexis 17  Female “White Me 05/04/2004 010171852 0 0 145
Linnae Heather
701751 Bishop, Crystal 3  Female White Mo 02/08/1938 03/28/1986 0 0 22
694087  Bistline, Lisa 13 Female White Mo 091171588 06/08/198% 0 a 3
701753 Bogdan, Carel P 20 Female White Mo 1172271588 09/27/1988 0 0 1

As was the case above under SACWIS Cubes, icons on the top right-hand side
provides options for this report. Following, again, is a key:

it  Home- (go back to the COGNQOS Public Folders)

@ Return - (go back to the Cubes)
About (description about COGNOS)
T Save Report as View
= E-mail Report (E-mail the report)
b Run
Drill Down
Drill Up

P Go To (go to Options)




[@1

View in HTML Format

3]

View in PDF Format

View in EXCEL Format. This has three options.
1) View in Excel 2000 Single Sheet Format

2) View in Excel 2002 Format

3) View in CSV Format

]
N

For instance, when View in Excel 2002 Format is selected, the following window for file
downloads will open:

=1 |

osoft Internet Euplorer provided by ODIFS

[ 22

S search) e raorke:. €D | 30 i ral—al e RE )

é Back ~ ()

B3 |June =[] o -

Vr - 2 | search Weblj = - - @ | cImMal - @My vshost - G Mobile - i Travel - G Games - JB Music -

[LJ) cognos viewer - ChildLegalStatusDT
Senaral th Abeyratne Log OFF

¥our report is running.

Cancel

Address [@) http:jibicibicnet/cai-binjcognosisapi il
>

Clicking on Select a Delivery Method would again cause the following screen to
appear:

2l ChildLegalStatusDT - Cognos ¥iewer - Microsoft Internet Explorer provided by DDIFS i
| &7

Eile Edit ¥iew Fawvortes Tools  Help

Qowr - O - =) [2B) Do | s Soreone @ 5- ix B - ) I % [0 01 L

address [&] http:/bicjbicnet/carbinjcognasisapt,di | so ||unks >

S - 2 ] seachweb|+| &0 T @i+ @ | CamMal + @y vehont « G Moble = (i Travel - CfGames + J5 Mosic -

) cognos viewer - ChildLegalStatusDT

Senaral th Abeyratne Log OFF

¥our report is running.

GQ Instead of waiting, ¥ou can set it £o run in the
backaground with one of the Following delivery
options:

Save as Report Wiew
Email Report

Cancel




1) Save as Report View (this is default setting)
2) E-mail Report (allows user to e-mail the report to a recipient)

Click on Save as Report View
(This screen appears)

i1
Fle Edt Wiew Favortes Took Help | o
(Deeck ~ () - |ﬂ |EL‘ . ‘ /-]Seavch \j\L\/Favnntes &}| - i -
Address [{€] heeps/Jbic bicnetiegibinjcognosisapl di Sl Bee [ >
() cognos viewer - PlacementAnalysisDT
Troabuchi Arum Log CFf
- =R B- - =
LN =icl Haosd o]
asep —_—_— s
341382 | Abner, 1 x Currently
Tyler Specify a name and location For this entry. A report view shares the same report specification as the source report Placed
Joseph i
341382 Abner, 10 [Report view of PlacementanalysisDT Currently
Tyler Placed
Toseph Location:
Public Folders > OCF - SACWIS Management Reports > G:CF - SACWIS Management DT Reports
341382 Abner, 10 Select another lncation. . Seleck My Folders from Currently
Tyler plive Placed
Joseph K Cancel 3
428454 | Abney, 1 10/26/38 | Adoption
Dustin R
428454 Abney, 0 Less 10/26/98  Adoption
Dustin B E
ent
428454 | Abney, 0 10/26/98 | Adoption
Dustin B Home
336498 Abney, 14 07/18/95 | Reunification
Grace K
336498 Abney, 14 07/15/%5  Reunification
Grace K
384538 Abney, 15 03/12/36 | Reunification
Jamie
350516 Abney, 11 03/17/35 | Reunification
Terry
350516 Abney, 11 03/17/95 | Reunification
Jerry Agency
Metwork
341747 Abney, 0 Unknown 07/08/1898 (07/08/1998 Inst Congregate Closed InState  InAgency 07/17/1998 Mowe to Less 03/14/01 | Adoption
Zachary Care Hetwork Restrictive
Envirenment
341747 Abney, 0 Unknown 07/08/153%8  ON1T1998  Foster Care Clozsed InState  InAgency 12/08/2000 MMowvedto 03/14/01 | Adoption
Zachary Hetwork Adoptive Home
=Top £Pageup ¥ Page down = Bottom —
[&] pone [ [ [ [ NJtocalintranet
14 start| ) novel Groupitise - Maibasc | &) PlacementanalysisoT - C... |[ ] save as report wiew - ) CeiDocuments and settin... | B] S4CwIS Management 4. [OTEFO@HAND 252em

User is presented with two location option hyper links:

1) Select another location . . .
2) Select My Folders

Selecting option # 2 saves the report output as an Excel file on the user’s folder---My
Folders---in BIC. Option # 1, on the other hand, allows the user to save it to a
different location.

Note: If View in CVS Format is selected, the user may experience some difficulty
manipulating the data if it is not first saved as an Excel file.

o View in XML Format



