[image: image1.jpg]Oklahoma’s Official Web Site



[image: image37.png]Oklahoma State Department of Health

Welcome back,
JVARSHALL

Logout Template Status Report

 Bock | Print |
Deputy Area Report  Service Area Template Section Status
Direct Reports Office of Performance Management Ovenview Template Denied
Direct Reports Office of Performance Management Strategic Plan Approved
P p— Direct Reports Office of Performance Management Annual Review Approved

oo J et [ ooumions

© Copyright 2008 - State of Oklahoma Help Desk | Po About Okiahoma's Web Portal | Feedb



[image: image5.jpg]



[image: image2.png]



[image: image3.jpg]



[image: image6.jpg]


Table of Contents


Chapter 1



Getting Started
2

Chapter 2



Overview and Public Health System Alignment
5
Chapter 3



Strategic Plan and Performance Measure Template
11
Chapter 4



Annual Review
14
Chapter 5



Edit Profile
17
Chapter 6



Send/View Comments
18
Chapter 7



Reports
20


Trend & Target Report
21


Data Source Report
22


Template Status Report
23
[image: image7.png]o

Healthy People 2010 - Leading Health Indicators € Check ne Leading Healih ndicaors tis organizational unit addresses, Some orgarizatinal unifs may not have specifc aignment wit the HP2010 Leading Healh Inicators, <o tis section may be
omited. Check all that appy

Physical Activity Mental Health
Overweight and Obesity Injury and Violence
Tobacco Use Environmental Quality

Immunization
1you would like o find more information

on e Natons! Focus Arese. pieseé vist Accessto Health Care
s ollowing website:

it hesttnypeople aou.

Hdresses. Check allthat apply. Note: All areas should choose at least one HP2010 Focus Area

Access to Qualiy Health Senvices Injury and Violence Prevention
Athrits, Osteaporosis, and Chronic Back Contion Maternal,Infant, and Child Heatn
Cancer Medical Product Safety

Chronic Kidney Disease Mental Health and Mental Disease
Diabetes Nutition and Overweight

Disability and Secondary Condition ‘Occupational Safety and Health



Chapter 1
Getting Started

The Step UP Performance Management System application was designed to give the Oklahoma State Department of Health/direct report service/direct report areas a defined system to promote thoughtful planning and decision making toward creative programmatic and organizational goals and objectives, enhance the development of innovative activities and strategies for meeting those objectives, and assure periodic measurement of quantifiable performance measures important to achieving the selected goals and objectives.

Step 1:  To access the Step UP Performance Management System Application, navigate to https://www.ok.gov/health/stepup.
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Deputy Area: Report Area: Date Initiated:
Direct Reports Office of Performance Management Wiay 2, 2008
Goal:
Reduce injuries and deaths due to motor vehicle crashes among children in Oklahoma
Objective:
Increase child passenger restraint use among children 0-6 years of age to 95% by 2013
Performance Measure: Formulas & Definitions: Data Source:
% child passenger restraint use among children 0-6 years Numerator # children 0-6 years utlizing child passenger restraints in  Okla Highway Safety Ofc State CPS survey
. . motor vehicles Denominator- # children 0-6 years .
Objective:
Increase number of certified child passenger safety technicians in state by 50 by SFY 2013
Performance Measure: Formulas & Definitions: Data Source:
number of certiied CPS technicians Count: number of certified child passenger safety technicians in OHSO CPS trained technicians list
. . Oklzhoma .
Goal:
Improve the health of Oklzhoma familes through increased breastfeeding
Objective:
Increase breastfeeding intiation rates of WIC mothers by 5% by SFY 2013
Performance Measure: Formulas & Definitions: Data Source:
breastfeeding initiation rates of WIC mothers Numerator # of mothers reporting ever breastfeeding their infant/child - BREAST_FEEDING_HISTORY table-PHOCIS
. 3 Denominator: Total # of WIC mathers .
Objective:
Increase percent of post partum women on WIC who breastfeed by 3% by 2013
Performance Measure: Formulas & Definitions: Data Source:
% of post partum women on WIC who breastieed Numerator # of WIC post partum women breastfeeding Denominator:  WIC Participation by Priority rpt-PHOCIS
. . #total WIC post partum women .
Goal:
Achieve excellent customer senice to agency leadership, management and all employees

Objective:
Achieve "Good” to "Excellent” overallrating on Ofc of Perf Mt trainings by SFY 2013
Performance Measure: Formulas & Definitions: Data Source:
% good-excellent overall rating on training evaluations Numerator training participant evaluations giving "good” to "excellent”  Training Evaluations-OPM Database
overall ratings on performance management trainings Denorminator
total training participant overallrating evaluation




The Step UP Performance Management System application login page will appear.  

Step 2:  There is a one time registration process. If you have already completed the registration process, enter your Login and Password and select the ‘Submit’ button.
Step 3: If you are a first time user, click on the “First Time User?” link. This will open the First Time User setup page.
Step 4: Enter your email address and select the ‘Next’ button.
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Ifyou have accessed this application previously, please use your account information you provided to login to this application

[—y— fFyou are a first time user to this application, please enter an email address below that you would like to use to set up a login and password to have access to the OSDH Step UP Performance Management System

Forgot Login?
* - Indicates required field

* Enter an email address:
OSDH Home

OSDH Step UP Home
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D UP Home Objective : asfsafa
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Action Plan
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User Guide (HTML)
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This will open the Account Set-up page. 

Note:  Email is used throughout the application to notify the user of status changes.

Step 5: The red asterisk (*) indicates the required fields. Enter all of the required fields and select the ‘Next’ button.
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Annual Review Template: Performance Measure
Instructions: This form should be used to report actual data and current information for each of your identified performance measures.

Goal : Reduce injuries and deaths due to motor vehicle crashes among children in Oklahoma
Objective : Increase child passenger restraint use among children 0-6 years of age to 95% by 2013
Performance Measure : % child passenger restraint use among children 0-6 years

Performance Measure Details
Performance Measures: Baseline:
% child passenger restraint use among children 0-6 years CY2007/87%

Formulas & Definitions:
Numerator: # children 0-6 years utlizing child passenger restraints in motor vehicles Denominator: # children 0-6 years

HP2010 or Other Benchmark: Reporting Frequency: Performance Measure Reporter:
HP 2010 - 100% annually John Doe.
Data Source: Data Time Period:
OKla Highway Safety Ofc State CPS survey Calendar  State Fiscal
Data Type: To Maximum Minimum :

Numbers | Percentages  Dollars To Maximum  To Minimum

Trend Data (Target and/or Actual Data for previous 10 years,

. 19972007, if available)

Year Target Data Actual Data
2005 84.0% 83.0%
2006 840% 86.0%
2007 855% 87.1%
2008 88.0% 87.0%

View Line Graph | View Bar Graph

Target Data for this year (or the most current year) and the next five years.

Year Target Data

2009 89.0%
2010 90.0%
2011 92.0%
2012 93.0%
2013 95.0%
2014 97.0%

Close Performance Measure Details

Instructions: Please report the actual value for the above-referenced performance measure for the current time period

Action Plan

* Was an Action Plan developed & used for the year completed?
@ ves Ono

* - Indicates Required Fields
[Crentton) ——— [provosson ||
88.0% 87.0% 99% 855% 871% 102% 9

*Briefl Identify Factors To Success

494 Chars Left
*Briefly Identify Barriers To Success

493 Chars Left

pyright



Step 6: Enter all of the required fields and select the ‘Submit’ button. This will open the Thank you page. 

An email notification will be sent to the email address that you entered with a URL link and an activation code. Make a note of the activation code.

Open the email and select the URL link. This will open a window that will allow you to enter the activation code provided.  After entering the activation code in the space provided, select the ‘Submit’ button. This completes the one-time registration process and you are now ready to login with your login and password.
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Performance Measures

Instructions: List performance measures that are critical to measure movement toward achieving the strategic objective. A maximum of § performance measures may be entered for each strategic goallobjective.
*Indicates Required Fields

Goal : Achieve excellent customer sence to agency leadership, management and all employees
Objective : Achieve “Good" to "Excellent” overall rating on Ofc of Perf Mat trainings by SFY 2013

* *
Pertormance easure: € ‘easeine: @

35 Chars Left

% (2]
User Guide (HTML Formuias & Defiitons:

105 Chars Left

* (20 (20 (2]
12010 or Otner Benchmar @ *Reporting Frequency. @ *Performance Heasure Reporter:

* *
‘Data source: @ ‘Data Time perios: @
Calendar * State Fiscal

17 Chars Left

*
*DataType o aximurn inimum - @
Onumbers @ percentages O Dolars ToMamum o Mmimum

Trend Data (Target and/or Actual Data for previous 10 years, i.e. 1997-2007, if available)

Year Target Data ‘Actual Data
2006 10% 0%
2007 75% 7%

View Line Graph | View Bar Graph

Target Data for this year (or the most current year) and the next

Year Target Data

2009 83%
2010 8%
2011 90%

2012 9%
2013 100%
2014 82%




     
   Chapter 2                                                            Overview and Public Health System 

                                                                                                       Alignment Template

Introduction: This chapter describes the Overview and Public Health System Alignment Template. Both this template and the Strategic Plan and Performance Measure Template (described further in Chapter 3) must be completed in order to submit the Annual Review.

Step 1: From the Main Menu, click on the Overview and Public Health System Alignment Template link.

[image: image13.png]Do you want to open or save this file?

= Name: Trend_Report_2008-04-23.415
i Type: Mirosoft Excel Worksheet

Fiom:test.yourckiahoma.com

Open Save

‘Whie s fiom the Itemet can be useful, some fles can poterially
harm your compute. I you do not st the source, do not open or
save s fle. Wha's the k?





This will open the Overview and Public Health System Alignment Template page.
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Oklahoma State Department of Health
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Welcome to the Oklahoma State Department of Health (OSDH) Step UP Performance Management system

application

This site was created to give OSDH seniice areas a defined system to promote thoughtful planning and decision-making toward creating
programmatic goals and objectives: enhance the development of innovative activties and strategies for meeting those objectives; and assure
periodic measurement of quantifiable performance measures important to achieving the selected goals and objectives

Please login to enter the OSDH Step UP Application!
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Note. If you have already submitted a Template or if you have already previously saved a Template, it will display on this page. You can edit or view a previously submitted or saved Template until it has been approved by your Deputy or Chief Operating Officer. This is further explained on pages 9 & 10.
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— OSDH Step UP Performance Management System Account Set-up

Please enter your registration information below. When validated, you will be asked to set up an account using the email address osdhdemo@yahoo.com to access the OSDH Step UP Performance Management System application

[—y— Please follow the instructions on each page that follows

Forgot Login?
* - Indicates required field

* FirstName: Joe
OSDH Home

Widdle niial
OSDH Step UP Home + LastName: Smith
e_filo * Email Address osdhdemo@yahoo.com
State of *Red @
e websie Re-Enter Email Address: losdhdemo@yahoo com
* Phone: 14055559898 | (No spaces or dashes)

* Select Direct ReporSenvice Area: [Fariy Suppor § Pevertion Sevcs
=
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Step 2: To create a new Template, select the ‘Add’ button. This will open the Add Template page.  There are three tabs to the Overview. The first tab is the National Framework tab.
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OSDH Step UP Performance Management System Account Setup
‘You will need to set-up an account to access the OSDH Step UP Performance Management System. Please enter the information requied below to continue.

* - INDICATES REQUIRED FIELD
User Information:

Frsttame o —
]

idle it
LastName: *[sMITH

Email * |osdhdemo@yahoo com

Re-Erter Email .
10-DightPhone: g ant) * [oesssess |

Create Login Information:
You will be required to reset your password every 90 days.
Your Password must

Be a minimum of 8 characters and digits long.

Not based on anything somebody could easily guess (birth date, telephone number, etc ).
Be free of consecutive identical characters or digits.

Not be all-numeric or all-alphabetical characters

An example of a valid password is ASf3Z4b0.

Password IS case sensitive.

Your Login D
© IS NOT case sensitive.
 Hustbe a minimum of 8 characters and/or digits long

Create Login ID; B
Create Password: B
Re-Enter Password: B

Security Questions:
‘Question 1 * | What is your father's midde name?
s —

Question 2 * [ Who s yourfavorte professionl sports team?
Answer2. S




Note: For additional information for any of the fields, select the (?) icon next to the respective fields. This will be available throughout the entire application.  The additional information will be displayed (see below)

Step 3: Enter all required fields and select the ‘Save and Continue’ button.

The asterisk (*) indicates the required fields.

To avoid losing any information you have already entered, you can select the ‘Save’ button. This will save all of the data you have entered.
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NOTE: Your account must be activated before you can login.
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If all required fields are entered and you are ready to continue to the next section, select the ‘Save and Continue’ button. This will verify you have completed all required information on the current page and open the Oklahoma Framework section.

If all required fields are entered and you are ready to continue to the next section, select the ‘Save and Continue’ button. This will verify you have completed all required information on the current page and open the Overview section.

Step 4: Enter all of the required fields and select the ‘Submit’ button.

[image: image18.png]Oklahoma State Department of Health
‘OSDH Step UP Performance Management System

Welcome back,
JMARSHALL
Direct Report/Service Area Main Menu

Oveniew and Public Health System Alignment Template

OSDH Home

Strategic Plan and Performance Measure Template
OSDH Step UP Home

Annual Review
Main Menu e

Login Account Maintenance [l

Helpul Files & Links ‘Send/View Comments
ContactUs

Reports
‘State of

‘Okiahoma Web Site Logout

© Copyright 2008 - State of Okiahoma Help Desk| Policies | About Oklahoma's Web Portal | Feedback






If you answer ‘Yes’ to the Target Population question, a series of questions will appear and you must specify at least one target question.

If you answer ‘Yes’ to the Customer Satisfaction question, you must give a brief description. 

If you select ‘Fee’ or ‘Other’ to the Funding Source question, you must specify in the field provided.

If you answer ‘Yes’ to the Mandate question, you must give a brief description. 

If you answer ‘Yes’ to the Advisory Board/Council question, you must give a brief description. 

If you select the ‘Save’ button, the fields you entered will be saved.

If you enter all of the required fields and select the ‘Submit’ button, the form is verified and will be submitted for review.

Note. You may be able to edit the Template until it is approved. Once approved, you can only view the Template.
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The Template will be displayed in the Overview and Public Health System Alignment Template page as shown here.

To view the Template, you can select the ‘View’ button.

You can select the ‘Edit’ button to make any changes to the Template. If you make any changes to a Template, the previous version will be saved to archive and the current version sent to the deputy for review and approval. You may view archived Templates by selecting the ‘Archived Versions’ button. This will open the Archived Versions page.

The page is sorted by the Last Modified Date. You may select the ‘View & Print’ button to view or print any archived versions.
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Direct Report/Service Area Status: Denied
Office of Performance Management ~ Last Modified Date: 03-MAY-08
Deputy Area Last Modified by J MARSHALL
Direct Reports

- Denotes Reauied Field

*Contact Name

Joyce Marshall
*phone Number (Format: (###)## )

(405) 2714200

Instructions: The following sections relate to the information included in the Step-UP Operational and Assessment Plan. Detailed information related to these areas is included in the full document and through hyperlinks and pop-up screens within the
document. At least annually, each organizational unit should review and complete this document.

n 1: National Fram

x|
‘Three Core Functions of Public Health @
Indicate which of the following best describe the organizational unit. Check allthat apply.

Assessment O Policy Development [ Assurance

*,
“Ton Essential Services of Public Health @
Check all the essential senvices within public health core functions that apply to ths organizational unit (Essential Public Health Services) - Check all that apply

Monitor Health Status to identify community health problems.
[ piagnose and Investigate health problems and health hazards in the community

Inform, educate, and empower people about health issues.

Mobilize community partnerships to identify and solve health problems.

Develop policies and plans that support individual and community health efforts.

[ Enforce laws and regulations that protect health and ensure

[ Link people to needed personal health services and assure the provision of health care when otherwise unavailable
[ Research for new insights and innovative solutions to health problems

Evaluate effectiveness, accessibility & quality of personal & population-based health services.

Healthy People 2010 - Leading Health Indicators € Checi ihe Leacing Health Indicators this organization it addresses. Some organizationalunits may not have specfcaignment with e HP2010 Leading Healt Indicaors, so is section may be
omited. Check al that appy

O Physical Activty [ Mental Health

[ overweight and Obesity O injury and Violence

[ Tobacco Use Environmental Quality
[ substance Abuse O immunization

[ Responsible Sexual Behavior [ Access to Health Care

*
Healthy People 2010 - Focus Areas @
Checkthe Focus Areas this organizational unit addresses. Check allhat apply. Note: All areas should choose atleast one HP2010 Focus Area

[ Access to Quality Health Services O injury and Violence Prevention
[ Artnritis, Osteoporosis, and Chronic Back Condition [ Maternal, Infant, and Child Health
O cancer [ Medical Product Safety
O chronic Kidney Disease [ Mental Health and Mental Disease
[ piabetes O Nutition and Overweight
O pisability and Secondary Condition O Occupational Safety and Health
[ Educational and Community-based Programs O oral Health
[ Environmental Health [ Physical Actvity and Fitness
O Family Planning ublic Health Infrastructure
[ Food safety [ Respiratory Diseases

Health Communication [ sexually Transmitted Disease
[ Health Disease and Stroke [ substance Abuse
Onv [ Tobacco Use
[ immunization and Infectious Diseases [ vision and Hearing
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 Chapter 3                                                                             Strategic Plan and Performance 
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                                                                                                        Measure Template

Introduction: This chapter describes the Strategic Plan and Performance Measure Template. The Strategic Plan and Performance Measure Template includes several levels and screens. A Strategic Plan and Performance Measure Template includes Goals, and within Goals include Objectives, and within Objectives include Performance Measures. In order to submit the Strategic Plan and Performance Measure Template, all of these elements must be completed.
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@nNo O ves
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500 Chars Left

[<voc J Sove | Fr J o comners | focco s | S ]




Step 1: From the Main Menu, select the Strategic Plan and Performance Measure Template link. If you have not already created a Strategic Plan and Performance Measure Template, it will take you directly to the add screen as shown below. 

Step 2: Enter all of the required fields and select the ‘Save’ button.
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Note. To submit a Strategic Plan and Performance Measure Template, you must have at least two Goals. To add a Goal, select the ‘Add Goal’ button. This will open the Goal page.  You must select one choice from both of the following drop-down lists: “Relationship to Strategic Map Goals” and “Relationship to Focus Areas”.
Step 3: Enter all of the required fields and select the ‘Save’ button. 

Note. To submit a Strategic Plan and Performance Measure Template, you must have at least two Objectives. To add an Objective, select the ‘Add Objective’ button. This will open the Objectives page.
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28-FEB-08 JMARSHALL  Pending Approval by Deputy Commissioner / Chief Operating Officer | Yol
28-FEB-08 JMARSHALL  Pending Approval by Deputy Commissioner / Chief Operating Officer | ol
27-FEB-08 JMARSHALL  Pending Submission ==
27-FEB-08 JMARSHALL  Pending Submission ==
25-FEB-08 JMARSHALL  Pending Submission ==
25-FEB-08 CHAD HESTER Pending Submission ==
15-FEB-08 JMARSHALL  Pending Submission ==
15-FEB-08 JMARSHALL  Pending Submission ==
15-FEB-08 JMARSHALL  Pending Submission ==
12-FEB-08 JMARSHALL  Pending Submission ==
08-FEB-08 Admintest  Pending Submission ==
06-FEB-08 JMARSHALL  Pending Submission ==
28-JAN-08 JMARSHALL  Pending Submission ==
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Step 4: Enter all of the required fields and select the ‘Save’ button. 
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Note. To submit a Strategic Plan and Performance Measure Template, you must have at least one Performance Measure. To add a Performance Measure, select the ‘Add Performance Measure’ button. This will open the Performance Measure page.

Step 5: Enter all of the required fields and select the ‘Save and Continue’ button. 

If you enter all of the required fields and select the ‘Submit’ button, the form is submitted and will be sent for review.  If you are not ready to Submit the template, click ‘Save’ and return to the ‘Main Menu’ by clicking that button.

Please note that for target data, you need to enter target information for current year and next five years.

Also, please note that to minimum/maximum means which direction is favorable. If the goal is to increase in number, percentage or dollars, you would mark "To Maximum, " but if goal is to decrease in number, percentage or dollars, you would mark "To Minimum."
Note: To view the Graphs, click ‘View Line Graph’ or ‘View Bar Graph’.  The graph will display.  If you would like to save a copy of the graph image, place your mouse on the graph image and right-click with your mouse.  Choose ‘Save Picture As” which will allow you to choose where you want to save the graph image.  Click ‘Save’

Note: You may be able to edit until it is approved by your Deputy or Chief Operating Officer. Once approved, you can only view the Template.
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The Template will be displayed in the Strategic Plan and Performance Measure Template page as shown here.

To view the Template, you can select the ‘View’ button.

You can select the ‘Edit’ button to make any changes to the Template.

You can also view the Plan Status by selecting the ‘Show Plan Status’ button. The Plan Status will display which part of the Strategic Plan and Performance Measure Template is completed and which part is missing.  Here is a sample of the Plan Status.  Note: If an item is not complete, the Status will be labeled as “Incomplete”
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 Chapter 4                                                                                               Annual Review

Introduction: This chapter describes the Annual Review. In order for this option to be available, both the Overview and Public Health System Alignment Template and the Strategic Plan and Performance Measure Template must be submitted and approved.
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Deputy Report Area: Date Initiated:
Area:  Office of Performance Management May 2, 2008
Direct

Reports
Goal: Strategic Map Goal:
Reduce injuries and deaths due to motor vehicle crashes among children in Oklahoma Increase emphasis on health status improvements in all programs

Objecti Status:
Increase child passenger restraint use among children 0-6 years of age to 95% by 2013 _Complete

Performance Measure: Status:
% child passenger restraint use among children 0-6 years Complete

“Objecti Status:
Increase number of certified child passenger safety technicians in state by 50 by SFY 2013 Complete
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Achieve excellent customer senice to agency leadership, management and all employees _Conduct systematic agency-wide performance management & other key QI processes
Objective: Status:
Achieve "Good" to "Excellent” overall rating on Ofc of Perf Mgt trainings by SFY 2013 _Complete

Performance Measure:

Status:



Step 1: From the Main Menu, select the Annual Review link. This will open the Annual Review page.

If this is your first Annual Review, you will see an ‘Add’ button.  Click ‘Add’ to begin your Annual Review.

If you have already started an Annual Review previously:

To view the Annual Review, select the ‘View’ button. This will open the Annual Review in View-Only mode. 

To edit the Annual Review, select the ‘Edit’ button. This will open the Annual Review in Edit Mode.
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The page will display all goal, objective and performance measure information that you created in the Strategic Plan and Performance Measure Template as described in Chapter 3.

Note. You must report on each Performance Measure in order to submit. If Performance Measure has not been reported on, it will be marked with an (*)
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Step 2: Select the ‘Report’ button to report on a Performance Measure. This will open the Performance Measure Report page.

Step 3: Enter all of the required fields and select the ‘Save and Continue’ button.

Step 4: Repeat Step 2 and Step 3 until all Performance Measures are completed. 

If you enter all of the required fields and select the ‘Submit’ button, the Annual Review is submitted for review.

Note. You may be able to edit until it is approved. Once approved, you can only view the Annual Review.

Show Performance Measure Details
This option allows you to view the Performance Measure Details. Click on the ‘Show Performance Measure Details’ option to view. Below is a sample of the Details page.
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To view the Graphs, click ‘View Line Graph’ or ‘View Bar Graph’.  The graph will display.  If you would like to save a copy of the graph image, place your mouse on the graph image and right-click with your mouse.  Choose ‘Save Picture As” which will allow you to choose where you want to save the graph image.  Click ‘Save’

To close, select the ‘Close Performance Measure Details’ button.
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   Chapter 5                                                                                                    Edit Profile
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Step 1: From the Main Menu, click on the Edit Profile link.

This will open the Edit Profile page.
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Step 2: Make any necessary changes and select the ‘Update’ button. This will update any changes and return you to the Main Menu.
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 Chapter 6                                                                                  Send/View Comments

Introduction: This chapter describes the Send/View Comments section. This option allows you to view comments that are sent by the Deputy Area, and gives you the ability to send comments to that Deputy Area.
Step 1: From the Main Menu, select the Comments link. This will open the Main Comments page.

The page will display all previously received comments and all previously sent comments.

Step 2: To add comments, select the ‘Add Comments’ page. This will open the Add Comments page.

Step 3: Enter a Subject and enter Comments. Then select the ‘Send’ button. This will send the message to the Deputy Area and return you to the Main Comments page.

    
     Chapter 7                                                                                                                            Reports

Introduction: This chapter describes the Reports section. This option allows you to view the different reports.
Step 1: From the Main Menu, select the Reports link. This will open the Reports Menu page.

Trend & Target Report

Step 1: Select the Trend & Target Report link to view. Below is a sample.


You may download the data on the report. This will convert the data displayed on the report to a CSV file.

Step 2: To download the data, select the ‘Download’ button. This will open the File Download window.


Step 3: Select the ‘Save’ button. This will open the File Save window.

Step 4: Select a filename for the file and select the ‘Save’ button.

Data Source Report

Step 1: From the Reports Menu page, select the Data Source Report link. Below is a sample of the report.


You may download the data on the report. This will convert the data displayed on the report to a CSV file.

Step 2: To download the data, select the ‘Download’ button. This will open the File Download window.


Step 3: Select the ‘Save’ button. This will open the File Save window.

Step 4: Select a filename for the file and select the ‘Save’ button.

Template Status Report
Step 1: From the Reports Menu page, select the Template Status Report link. Below is a sample of the report.

You may download the data on the report. This will convert the data displayed on the report to a CSV file.

Step 2: To download the data, select the ‘Download’ button. This will open the File Download window.


Step 3: Select the ‘Save’ button. This will open the File Save window.

Step 4: Select a filename for the file and select the ‘Save’ button.
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