c. DYS — Access, View and Run
oo 4 .
i Reports Job Aid

User
e All DYS Users

Process
These Job Aid tables describe the actions needed to access, view, and run DYS Reports.

Introduction
® Reports are available to run in three different ways depending on the report:

o On-line = report is real-time.
0 Batch =report must run in a batch process before it is generated.
o Both =report can either be run in batch or in real-time.
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Access and View the DYS Reports

e Reports will show and be executed based on the user’s profile.

Steps/Output Screenshot

From the Modernized Trails home AW [cotomave

page:

Fakotrs Welcome to Trails, Mod Test13!
1. Click Show Menu.

Restricted Record ID Yy Record Type Y Name Y Date Assigned vy Responsibility Y County/Agel

1853915 Client Wjmwrasjevb  4/20/2020 Primary Division of You
Agdfssasysz Correction

The Left Navigation expands to
show those items the user has
access to view.

RecordID Y  Date ¥ ¥  RecordType Y Name Y  AlertTitle Y Details T

No data available in table
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From the Left Hand Navigation:

2. Click Reports.

The DYS Reports Workspace
displays.

A & |coLorano
0¥ |0

cparment o Human Services

« D¥SYouthVictim
& Clier

Workspace - Home

Welcome to Trails, Mod Test13!

My waorkioad @) Q & -
Restricted Record ID Y Record Type Y Name Y Date Assigned vy Responsibility Y County/Ager
1853015 Client Ijmwrasjevh  4/20/2020 Primary Division of You

Agdfssasysz Correction

RecordID y  Date v v RecordType Y Name v  AlertTitle ¥y Details Y

No data available in table

In the DYS Reports Workspace:

Note: Any set of reports can be
expanded to see all reports for
that section. Client Management

reports are shown as an example.

3. Click the +icon to the right of
the DYS Client Management
Header.

Note: The number of reports in
DYS Client Management displays
in the badge.

A @ |coLorapo
¥ |o

cpactment o Human Services

Welcome,

Reports )

Batch 10 +
DYS Admissions 1 +
DYSARD 3 +

I DYS Client Management <3 + I

DYSCYDC 11 +
DYS Education 13 +
DYS Facility Operations 5 +
DYSIE 3 +
DYS Multiple User Groups s +
DYS Other 15 +
Fiscal 1 +
Organization s +
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4. Use the icons to the right of A% [sosomree
each column heading to sort p—— —
or filter the table. e — _

Report Title Ay Report Mode ¥

Note: Navigate through the DYS
Client Management reports by
using the scroll bar at the right of
the page.

After expanding the section (or all
sections) hit Ctrl+F and type the B
report name or number, it will
appear highlighted in the list.

DYSIV-E 3

+ o+ o+ o+ o+

DYS Multiple User Groups &
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Run the DYS Reports

e Reports will have varying parameters required/optional for running the reports.
® Reports can be viewed as an Excel file, or as a PDF.

Steps/Output Screenshot
From the Modernized Trails Home AW |coromsee

page: f::::: ::::::::

i Welcome to Trails, Mod Test13!
1. Click Show Menu. y Wordozd @ Q& -

Restricted RecordID Y RecordType Y Name Y Date Assigned Ty Responsibility Y County/Agel

1853015 Client Ijmwrasjevb  4/20/2020 Primary Division of You
Agdfssasysz Correction

The Left Navigation expands to
show those items the user has
access to view.

RecordID y  Date v v RecordType Y Name v  AlertTitle ¥y Details Y

No data available in table
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From the Left Hand Navigation:

2. Click Reports.

The DYS Reports Workspace displays.

A & |coLorano
0¥ |0

cparment o Human Services

Back to Workspace Workspace - Home

Welcome to Trails, Mod Test13!

My waorkioad @) Q & -
Restricted Record ID Y Record Type Y Name Y Date Assigned ¥y Responsibility Y County/Agef
1853015 Client Ijmwrasjevh  4/20/2020 Primary Division of You

Agdfssasysz Correction

« D¥SYouthVictim

& Clier

RecordID y  Date v v RecordType Y Name v  AlertTitle ¥y Details Y

No data available in table

From the DYS Reports Workspace:

Note: Any set of reports can be
expanded to see all reports for
that section. Client Management
reports are shown as an example.

3. Click the +icon to the right of
the DYS Client Management
Header.

A @ |coLorapo
¥ |o

cpartment of Human Services Welcome,

Batch 10 +
DYS Admissions 1 +
DYSARD 3 +

I DYS Client Management <3 + I
DYSCYDC 11 +
DYS Education 13 +
DYS Facility Operations 5 +
DYSIE 3 +
DYS Multiple User Groups s +
DYS Other 15 +
Fiscal 1 +
Organization s +
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4. Use the icons to the right of Wl
each column heading to sort —

or filter the table. B —— _
5. Find the report by using the — —

scroll bar at the right of the — e

page. e

D Oneli
DYS +
DYS Education 13 +
DYS Facility Operations 5 +
DYS-E 3 +
DYS Multiple User Groups & +

6. Click the Report Title link of 49 [corommoo

Depaciment o Human Services

the report needed. m—

Reports DYS Client Management 23 _

The Parameter list pop-up e - __
displays.

264)Q)

on-

On-line

On-line

On-line
DYS CYDC +
DYS Education 13 +
DYS Facility Operations 58 +
DYSIV-E 3 +
DYS Multiple User Groups & +
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10.

Enter all required fields.
Choose Download Report as
XLS to receive the report in an
Excel spreadsheet.

<OR>
Choose Run Report as PDF to
display the report as a PDF in
a separate tab.

<OR>
Choose Cancel to cancel the
report request.

Report Parameters: 159 - DYC
IVEELIGIBLE

Select aRegion ™

Select Start Date *

MMDDAYYY

Select End Date ™

If the report is a batch process:

11.

Click Run Batch Process if the
report requires that it must be
run in a batch process, or
Cancel to cancel the report
request.

Report Parameters: 110 - Roster
Report - Region

Select a Region ™

Select a Client Manager: *

Report Start Date:

Report End Date: *

MMDDAYYY

SortOn: ™

Run Batch
Process

DYS CM — Access, View, and Run DYS Reports

© 2020 Proprietary and Confidential

Page 8 of 10
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Once the Batch Process runs:

12. Click View Report as PDF, or
Cancel to cancel the report
request.

Report displays in a separate tab.

Report Parameters: 110 - Roster
Report - Region

Select aRegion ™

Al

Select a Client Manager: *

Mod Test13

Report Start Date: *

44172020

Report End Date: *

5172020

Sort On: *

All Youth

Report displays in the GetReport
tab.

13. Use the scroll bar to scroll
through the report.

Note: Report can be made
smaller or larger, saved and/or

printed using the icons displayed.

c

GetReport

Bl RIS9xs

X @ GetReport

@ trails-tstrel state.co.us)

Colorade Department of Human Services
Trails Svstem Reoort
Divison of Youth Services

DYC IVE ELIGIBLE REPORT
For Region: ALL
From: 1/1/2020 To: 5/1/2020
For: Central

Region Client 1D Client Name Client Manager County of Residence
Central 1833144 CODSAADFZQQ TLJGTAFRZL Custer, Chip

Placement Start Date End Date

MOUNT VIEW YOUTH SERVICES CENTER 06/21/2019

Region Client ID Client Name Client Manager County of Residence
Central 2297038  DCDSAADBJJP ENJGTAYZHK Friedman, Martin Arapahoe

Placement Start Date End Date

Parents/Guardian 08/13/2019 02/13/12020

Region ClientID __Client Name Client Manager County of Residence
Central 2471076 DQDSAADTQIC JXJGTAFDNG Phason, Anika

Placement Start Date End Date

LOOKOUT MOUNTAIN YOUTH SERVICES CEN  12/06/2018 01/08/2020

Relatives 01/08/2020

Region Client ID Client Name Client Manager County of Residence

Central 3127621 ~ DWDSAADDZWK GQJGTAQXTJ Friedman, Martin Denver
Placement Start Date End Date

MOUNT VIEW YOUTH SERVICES CENTER 08/26/2019

DYS CM — Access, View, and Run DYS Reports
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@ Colorado Trails x  +

If the report is created as an XLS
file:

< C @ tuils-tstrelstate.cous

A @ |coLorADO
0 | commecrmama s

14. Click the link at the bottom of 7
the page to open the Excel file — e
into the Microsoft Excel tool. -

DYS Client Management 43 -

DYS CYDC 11 +
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