SanWITS SSRS Tip Sheet

“How to Run Reports from SSRS and Save as Excel File”

e Note: Proper menu access to SSRS is required to display this link. If this link is absent, please contact
the SUD Support Desk for assistance.

1- Click on the SSRS link in the upper right-hand corner of the SanWITS window.

IEI SSRS Reports || @ Snapshot

2-  On Home Screen > click on the “Provider Reports” Folder.
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3- Click on any Folder you would like to go and select the report you want to run. For example, the TUOS Reports Folder.
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4-
Report

Once you click on the selected Folder, you'll see the available reports. For this example, we’ll use the TUOS Claim Summary

{[] TuOS Reports

Home Pronader Reports > TUDS Reports

PAGINATED REPORTS

Encounter Report For 10 ***

Encounter Report For 15 """ b e )
Mins Duration Based E% Mins Duration Bazed Encounter Report For Unit a, TUOS Claim Details Repo TUOS Claim Summary
: ' Based Services Report
Services Services

5-

[ manag:

Wait for the screen to load and a prompt bar will display. Once you type in the parameters you need, click “View Report”

and wait for report to load (may take a few minutes). In this TUOS Claims Report example, you will be able to select Claims

Service Dates, Payor, Facility, Service, Perinatal and Modality for your parameters.

Home > Provider Reports » TUDS Reports » TUOS Claim Summary Repart
Service Start Date From: |5/1/2019 K] Sarvica Start Date To: |5,31/2019 @ Senvice | *Group OO Case Management ¥05,Ca |
Payor DM Bilable.County Bllable Justice Ov|™ Farility Main Facility ~ Modality |Aftercare, Nonresidential/Outpatient D™
Perinatal YesNoT [Yesmg |*
—
4 < 1 Jatr > Bl (Y @ 100% v] B+ & | Findt | mest
TUOS Claim Summary Report
Facility Modality Payor Perinatal Service Total Billing
Indicator Unit Count
Man Faclity 005 05 DM Dillsble No Case Management 105 467
Total 467
Tatal 467
Total 467
| Total 467

5/I0/2019 64725 PM

6- After Report fully loads, click on Save icon from the dropdown on the Menu bar.

TUOS Claim Summary Report

Sendice Start Date Fram: | 5/172019 | @3

Service Start Date To: |5/31/2019 | Service  |“Group 005 Case Maragement 105 Ca| ¥
Bayor DME Rillable, County Rillable Justice | ¥ Facility [nasin Facility [»

I
Macdality | Aftarcare Nonresdential/Outpatient n;l b

Perinatal Yes/Na? [vesna e

KM < 1 o1 > Bl D @  [oo= 'v‘- =] [ | Firt | en

TUOS Claim Summary Report

Faslity Modality Payor Perinatal Service Total Billing |
Indicator Unit Count
Mo Cast Management 108 447

Mam Faalty oDs 05 A Billable

Total 4.67)

Toital 467
Tedal 4.67)
Total 467

5/30/2019 6:45:49 PM
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Service Start Date From: [5/1/2018

SanWITS SSRS Tip Sheet
“How to Run Reports from SSRS and

Select save file in Excel format.

TUOS Reports - TUDS Claim Summary Repart

TR ol e os s T Sh [oee e Pimspeentiio 8
Payer [onc eaable county Bilable e el Facity [ raciey ¥l ity [Afercare Nowesental/Outpatent 0
Perinatal YesNoT [vesno oui
K < et > B0 © [100% v Bl & | Find | maest
A Ward
TUQS Claim Summary Report
Facility Modality E[ & Perinatal Service Total Billing
Indicator Unit Count
Main Faaility Q05 05 DMCE  Exced o | Case Management 105 I.ET_
Total 467
Tot  PowerRoint 467
Total_ = 467
Teotal i 467
TIFF file
Sr307201% B8
MEHTML (wab archive)
SV (romma defimited)
XML file with report data
Duata Feed

Save as Excel File”

You're going to receive a message window asking: “Do you want to open or save “Report” from reports.witsweb.org?” Click

Open.

Do you want te open or save TUOS Claim Summary Reportadsx from reports.witsweb.org?

-

| Open |

Save |'|| Cancel | X

9- After clicking Open, you’re going to receive a Warning message saying: “A website wants to open web content using this
program on your computer.” Click Allow.
Internet Explorer Security bt
A website wants to open web content using this
program on your computer
This program wil open outside of Protected mode. Internet Explorer's
Protected mode helps protect your computer, If you do not trust this
website, do not open this program.
Mame: Microsoft Excel
Publisher:  Microsoft Corporation
[[J Do not show me the warning for this program again
* | Allow ‘ll Don't allow |
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10- Open downloaded report in Excel format.

File Home Insert Draw Page Layout Formulas Data Review View Help ACROBAT P search
Elrj b Cut Calibri AN === B 25, Wrap Text General - @ @ Normal Bad Gox
E@Copy -
Paste == === | Conditional Format as Expl
T U - LA === = 5= |E . . 0 <0 00 Check Cell Explanatory ... |Inp
. & i Ceintar U ] — SE== =z Merge & Center $ % 9 G0 e e
Clipboard [F} Font ] Alignment ] Mumber ] Styles
Al - Je
A B c | o | E F | G | H Il
1| | TUOS Claim Summary Report
Facility Modality Payor Perinatal Service Total Billing
2 Indicator Unit Count
3 | |Main Facility ODS 05 DML Billable No Case Management 105 4.67
4 Total 4.67
5 Total 4.67
6 Total 4.67
7 | |Total 4.67
8_
9,
10|
1|
12 |
13 |
14
11- Click on File in the Menu Bar.
AutaSave TUOS Claim Summary Report - Excel
Home Insert Draw Page Layout Formulas Data Review View Help ACROBAT 2 search
ﬁj EX° Cut Calibri In Cx s | === 25 Wrap Text General 1B OB B & E A‘
B Copy - Fil
Paste . . LA. | === 5 . .9 ¢o 00 | Conditional Formatas Cell Insert Delete Format
- <FFormat Painter TU- - @A SEE gt $-% % w4 Formatting~ Table~ Styles~ - - - Qa
Clipboard 5 Font 5 Alignment 5 Number I3 Styles Cells
Al = I
A B | c D | E F G | H Il
1| | TUOS Claim Summary Report
Facility Modality Payor Perinatal Service Total Billing
2 | Indicator Unit Count
3 | [Main Facility 0oDs 0s DMC Billable No Casze Management |03 4.67
4 Total 4.67
5| Total 4.67|
6 | Total 4.67
7| Total 4.67|
8_
9,
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12- Choose “Save As.”

Save As

(D)

(L) Recen

Sy !

County o San Biegs

9 OneDrive - County of San Diego

vt M Bty 2 g
E}, Sites - County of San Diego
Janeth MunexGdcounty ca gov

Canes locabion

[T msrc
@ Add a Place

[ Beowse

13- Browse and choose a location to save file.

il savess *
“ v P » This PC » Documents v 0 Search Documents o
Organize « New folder f== - o
-~
" . .
ﬂ Microsoft Excel Name Date modified Type Size
) Custom Office Templates 5/2/2018 214 PM File folder
f@ OneDrive ) ) )
My Received Files 4/9/2019 12:23 PM File folder
g This PC OneMote Motebooks 6/28/2018 5:37 PM File folder
_"l 3D Objects Snagit 7/5/2018 10:00 AM File folder
[ Desktop
Documents
4 Downloads
b Music
[&=] Pictures
E Videos
o Windows (C) W
File name: | V|
Save as type: | Excel Workbook ~ |
Authors:  MNunez, Janeth Tags: Add atag Title: Add a title
[] 5ave Thumbnail \
» Hide Folders Tools - | Save | | Cancel
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