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N-FOCUS Reports (InfoView) Tips
Accessing InfoView Reporting Portal
1. Open your Web Browser

2.Type http://nreports in the address field
e If you are at a DHHS workstation, simply type

nreports in the address field
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Preferences | Log Out

3. Press Enter

You may need to click the Home button to view the Navigation
Panel.

Logon

If you see a Log On screen, follow these steps:

1.System = BF200X47

2.User name = Your LAN ID

3.Password = Your LAN Password

4. Authentication = Windows AD

5.Click Log On

Navigation Panel
The display of folders is determined by your security level. This

portion of the window is
often referred to as the [ &2 New - Add -

E- Al L

Organize
tree list.

1. Click the plus sign in
front of the Public =
Folders

e The selected folder
is highlighted in
yellow & _

e Additional folders iy izj:z: -
within the Public - £ Case Management -
Folders display

My Favorites
Public Folders
* Instruction Guides (upds
Admin3.1 Test folder
Administration Tools

Adult Protective Services

2.If a folder contains more 22:‘:::
folders, a list of MESA
subfolders displays in - [ cFs (FYED)
the navigation panel child care

e The absence of a -

Children and Family Servi
plus sign indicates

no additional sub- Claims Processing - Centr
folders [ Consolidated Payment Re|
3. Click the desired Folder | _>|_I
or Sub Folder name.
Result: A list of reports held within the Folder or Sub-Folder
will display in the Workspace Panel

Claims Processing

InfoView Reports Workspace Panel
Search Title

e Select (highlight) the Folder to search — Select Public Folders to search All

N-FOCUS folders
e Select the preferred Search from the drop down
e Enter your search criteria

o Example: A portion of the report title
e Press Enter

Search title| v|| child care
Search all fields

|T Search title
Search keyword
Advanced Search

Type [y
Folder A

Crystal Report A

Result: The Search Criteria will display in the Navigation Panel and reports that match your criteria will display in the Workspace

Note: - Clearing the Search title field is tricky. As you use your mouse to highlight, “swish up” at the end or just backspace to clear.

Actions Menu

Select a report and click Actions — Selected reports are

F

[ & | & | new - add - | organize - | Actions] [ | Search title - |chid care & [Jof2+ » n
. . . - an O T Properties Last Run Type Owner TInstances
highlighted in Yellow D Scarch resulfor: "chid] &1 | Cotesees Folders Folder Administrator =
care" in "Public Folders" view
e Properties - Click to view additional information about v emartes § auf vewsestmme  Leoiers/Provider AudiJon 01, 2007 6:43 Crystol Report | Adrminisrator 27
#-I5 Public Folders History
the report such as the date created, last modified, last G onf_ MekhsResd FoldersfProvider Audil Jan 01, 2007 11| Crystal Report | Administrator 36

run and report Category
e View Latest Instance - Click to view the most recent
version of the report
Note: If View Latest Instance is not displayed and the
Instances column says 0O, there is no report available
e History - Click to view past reports

e Description — A description of the report may be

A description of the
report may be displayed
under the report title.

¥ Child Care Pgm Cases Wit Public Folders/Child Care Administrator 5
Quarterly Report organized £

1% Child Care Providers with Public Folders/Provider Audil Jan 01, 2007 6:37 Crystal Report

Dec 10, 2006 6:59 Crystal Report

Administrator 36

¥ Child Care Providers with Public Folders/Provider Audil Jan 01, 2007 6:41 Crystal Report  Administrator 36

¥/ Child Care Providers With Public Folders/Child Care  Jan 01, 2007 7:53 Crystal Report  Administrator 3

B |™ Public Folders/Child Care

Home Child Care Provider| Administrator 4

Jan 08, 2007 11:5¢ Crystal Report
Listing of child care provider.
-home care (8775)

¥ License Exempt Child Care Public Folders/Child Care  Jan 02, 2007 2:15 Crystal Report  Administrator 5

«l I vlll

Total: 18 objects
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displayed under the report title. Hover your mouse over the description to view the entire report description.
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Personalize Preferences
Changing the Preferences will allow you to have a specific
Folder or Category displayed automatically when you open
InfoView. This is beneficial if you only view specific folders on
a regular basis.
1. Click the Preferences button
2. Make the desired changes
o InfoView Start Page
o Select Folder or Category radio button
= Use the Browse button to select the Folder or
Category
Note: To make it
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Set the number of objects per page
o Set the maximum number of objects to greater than
10 to view more than 10 report names per page. The
maximum number is 100.
e Document Viewing
o For optimum viewing, select ‘in multiple full screen
browser windows, one window for each document’

Document Viewing:
" In the InfoView portal

" In a single fullscreen browser window, one document at a time

# In multiple fullscreen browser windows, one window for each document

Preferences - dkoza 3. Clle OK
easier to v General
locate the e ser Fag: My Favorites Folder
¥ Home = Y Favories
reports you vy Hfoview Copies of frequently viewed reports can
most often © Favorites be placed in the My Favorites folder.
use, select C Folder: (unspecfied) | Browse Folder .. | 1.5 Organize|-|| Actions -
.Select the report
Onl the © Category: (unspecified) Browse Category ... ] ) P ‘?k Cut
v 2. Click Organize>Copy Shortcut N
F0|der or Document Navigation View: I3 Copy
& Folder 3. 0pen the My Favorites folder
Category that © Category 4. Click Organize>Paste Shortcut [ paste
contain those X Delete
Set the number of objects (max.) per page: IlDD
reports.
Crystal Reports Viewer-When Viewing a Report
. ) ) View Latest Instance - Summary of Program Case Count Supervisor Report. S n:Eo;r:
The tree list on the left side of the window may be several levels — |# 5 & e By N # '
=
deep. The report side will not change as you click the + or — sign, 2
you need to click the text in the tree list for the report to change. . -
. . . Administrator: BECK, CYNTHIA
1.Click the + to open the available tree list Supensor, BECK CTNTHIA Postion: 1000070
. . A . . Program Name Total Pending Active Transitional Exempt Sanctionsd Spendown Prem.Dus
2. Click the corresponding tree list text for the portion of the m ET w9 [ o] 0 ; 0
' PASS 2 ] 2 ] 0 1] 0 ]
report you wish to view il I R B L B o o ¢
e The first instance of the report will display. Use the Search
and Navigation toolbars to move through the pages of the
report 5l | e

Searching for Text within a Crystal Report

e Enter the search criteria and |ﬂﬂb.j

|

click the Search icon
= The first occurrence of the criteria will display
o Click the Search icon to see the next occurrence
Navigating Through Crystal Reports

e Click the Right & Left M4 ,«29,3 [
arrows to move through
the report — Or - /

e Type the desired page number of the report and press
Enter

Export Crystal Report Data
Your security level may allow you to export report
@ data to different formats. When a report is exported

to MS Excel, the formatting Export
will remain intact however File Format:
Microsoft Excel (S7-2003) -
the page breaks may not Page Range
. " AllPages
remain. {* Select Pages
1. Click the Export button Fom{1___JTofs ]

2.Select the File Format
3. Enter the desired page range

4. Click Export



