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Quick Steps
e Qo to Reports List
e Select the Billing Report
e Enter Desired Timeframe and Run Report
e Copy Report
e Minimize Database
e Open Excel
e Paste Report Into Excel and Print
Detailed Steps:
1. After logging into the database, your Staff Workpad window appears
Il Staff Workpad For: Team, Data (150155) |-
Home Case Related &
Information for: Cases
Tearm, Data (150155) - Case Members
v Evaluations
Goals/Outcomes
Pregnancy
Service Plans
Referrals
Client Related 3
’ Clients
Staff Related 3
Tasks
Agsignments
Services

b R/Client for Children - Provider Module (SYMPRV) [

File  Reports ___ Staff/Providers
T
Reporting Tools... ’
® Standard Reports 4
Export Grid
Refresh Printers

Cases/|

Go to the main menu at the top and click on Reports and then select “Print My Reports”.
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3. Click on “Case Rate Billing — Summary (Units)” and click on the “Print/Perform” button.

@& Outputs/Actions — O X

Files Notes/Instructions  Keyword | ¢ | »

Notes
[This is a billina zl
L billing.

v

-

Instructions

|4 Case Rate Billing - Summary (Units)

Clinical Instrument (CIAP) Dates (Most Recent)

Clinical Instruments Due Dates (Show all)

Print
€ AT

D/&/@& T pinPerom | >

9 of 16 Action( 1 Selected

4. Enter the date range in the beginning and ending dates, then click “Run Report”.

@ Report Options: Case Rate Billing - Detail

Report Options

Report Title Case Rate Billing - Detail
Selection Phrase
Time Period For the period: 09/01/2025 to 09/30/2025

[]SetDefault Printerta: = HMPreview Report Output [] Skip Pre-Query
ClPrint To Fite. ¢ [ 5 Copen
[ISeparate Reports E N Add EEBBIIIN o the output file name (e.g. c\MyDocuments\StaffSummaryFor10
Processing Queries %

C ~

Feport  Customize Layout
Selection Options
Report Date

segining

Cagng [T ]

) e Current Month | [Clear Dates |

Edit QR2 Print Run Report | Close
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5. When the report launches, click on the “Copy to Clipboard icon” on the lower left of the
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@ Report Options: Case Rate Billing - Summary (Units) - ] *
Report Options
Report Title Case Rate Billing - Summary (Units)
Selection Phrase
Time Period For the period: 9172025 to 9/30/2025
[]Set Default Printer to: [IPreview Report Output [ ] Skip Pre-Query
OPrint To File (=] &l Clopen
[Iseparate Reports E Add Label to the output file name (e.g. c\MyDocuments\StaffSummaryFor101.pdf)
Processing Complete RV
Feport  Customize Layout
H HIH A
£ Provider /Program Client Id To!al Billable  Billing Amount Record
Units Level count
» IMH CPP Amistad PIP 440004 2.09 Level 2 $400 1
IMH CPP Amistad PIP 440005 2.42 Level 2 $400 1
IMH CPP Amistad PIP 440006 6.18 Level 3 $750 1
IMH CPP Amistad PIP 440016 1 Level 1 $150 1
IMH CPP Amistad PIP 440022 2 Level 1 $150 1
IMH (PP Amictad PIP 440n73 2 1 aunl 2 «4nn 1
77 $26,750 77 v
Grid Options  Printed Fepart Options
M auto-Size Rows
Configure/Refresh Grid | Sewve Customized Feport | Close
6. Minimize the database and open excel. Paste the invoice into excel and print.
If you need further assistance, please contact ECSC Data & Web Services:
ecscdata@unm.edu
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