OPTIONS COUNSELING - Custom Report

1.- Go to Operations > Reporting > Custom Export Report
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2.- Click on Custom Type drop down box, select “Client”

Aging and Disability

Resource Connection Powered by RTZ £~ User Preferences | Dashboard | Help | Logout | Not Antonio Villarreal? Click here

<4 1&R WM Caretool & Operations

Custom Export Reporting Repods | Saved Repods  Custom Expont Repont Reports v
@’p@: [ x> [ Use a saved filter

Select Report Fields
Resource Listings

I -
At Save cumrent filter | Keep Private v Edit Saved Filters

Options Counseling Reports GetCare2 v01262018 Page 1 of 4



3.- Check the boxes for the fields needed from sections:
-Identification: GC ID, Last Name, First Name, DOB, Internal ID
-Progress Notes: Note Date, Encounter Date, Status, Agent, Element Unit Date, Element
Enrollment, Element Units
Select Report Fields
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4.- Select the Date Type (Progress Note), enter the Date Range, select your Agency Name,
Service, Fund Identifier (Other), Service Detail (Options Counseling and/or Enhancing Equity),

make sure the format selected is Excel (XLS) and click on “Run Report”

* for quality assurance select all options in Service Detail and review the data for other types of enroliments

Client Filters:

Date Type Progress Note v “«

From | 12/01/2017 | To [12/31/2017 | 4«

*Reflects any enrollments active during date range. If you want to see actual enrollment or disenroliment date, you

need to select "Enroliment from” "Enrollment to” in theService Enrollments section.
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Specific Client
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Immigrant and Refugee Community Organization (IRCO)
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Site: Al r

Service: Options Counseling - o
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If your reports are not downloaded instantly, you can check in “Dashboard”, they will be listed in
the “To Dos & Reminders” area.
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