Running a SACWIS User Report

The SACWIS Employee User Group Report displays all current users for the selected
agency and a list of all of each employee’s assigned User Groups. This report is
designed to allow the security administrator for each agency to ensure that all current
User Group assignments are correct and identify any records that need to be terminated.

To print the report, complete the following steps:

1. On the SACWIS Home screen, click the Administration tab.
2. Click the Reports tab. The Report Filter Criteria screen appears.
3. In the Report Category field, select Administration.
4. Click the Filter button.
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The Reports section displays the reports as shown below.

5. Click the SACWIS Employee User Group Report link on the right side of the grid

row.
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Running a SACWIS User Report

The Report Details screen appears.

6. Select either the PDF or Excel radio button.
7. Click the Generate Report button.

Administration » Reports

Report Details
Report Title: SACWIS Employee User Group Report

Report Category: ADMINISTRATION

Report Type: AGENCY

Report History
Employee ID

1D Date Created

Document History

Select Report Output Format

PDF
@ Excel

Generate Report
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HOME

The SACWIS User Report screen appears

SACWIS Usar Report
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Note: The Agency of the logged in user will appear in the Selected Agencies box. Add
or remove agencies to the Selected Agencies box by selecting from the Available

Agencies box and clicking the Add> or <Remove button(s).
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8. Click the Generate Report button.

A screen appears stating that your report is being created.

Your report is being created

S

Please wait ...

Report Requested: 09:19:23 AM
Last Checked: 09:19:23 AM
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9. When the Windows Internet Explorer box appears, click either the Open, Save, or

Save as button.

Running a SACWIS User Report

Windows Internet Explorer

Size: 16.2 KB
Type: Microsoft Excel 12
From: sacwis-uat.odjfs.state.ch.us

What do you want to do with temp.xlsx?

The file won't be Aaved automatically.

Cancel
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As shown in this example, the SACWIS Employee User Group Report appears

displaying all current users for the selected agency, along with job title, supervisor, and a

list of the employee’s assigned user groups.

SACWIS Employee User Group Report

Agency
Ohie Department of Jeb and Family Services
Ohic Department of Job and Family Services
Ohio Department of Jeb and Family Services
Ohio Department of Job and Family Services
Dhic Department of Job and Family Services
Ohio Department of Job and Family Services
Dhic Department of Job and Family Services
Ohie Department of Job and Family Services
Chie Department of Job and Family Services
Ohie Department of Job and Family Services
Ohic Department of Jeb and Family Services
Chic Department of Job and Family Services
Ohic Department of Job and Family Services

thin Nenartment of Ink and Family Services

Employee Name

Employee ID

Job Title

Supervisor

User Groups
Adoption Werker
All Case Workers
All Superviscrs
All Users
All Workers
Aszzessmentinvestigation Worker
ClesediSealed &doption Reviewer
Fizcal Read-Only Werker
Ongoing Case YWorker
Previder Read-Only Worker
Recrutment Planner
Service Authorization Worker
State Monitor Specialist

State Provider Wiarker

10.To save the report in SACWIS, when this screen appears, click the Save button.

If New Window Does not Open in a few seconds - Click here to open report
Report Rpt344 has successfully run and the results displayed in a separate EXCEL window.

If you would like this report saved in the Report History, click the Save Button

As shown in green below, the Report Filter Criteria screen appears with a message
stating your report has been saved.
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Running a SACWIS User Report
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Report Category: Administration j Report Type: j ‘

11.Click the SACWIS User Report link on the right side of the grid row.
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The Report Details screen (Report History section) appears displaying the new report

that was just saved.

12.To view the report, click the Report Number link. The new report appears.
13.When finished, click the Cancel button.

~Report Details

Report Category: ADMINISTRATION Report Title: SACWIS User Report
Report Type: AGENCY
Report History
123456
N —

Document History

rSelect Report Output Format
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® Excel

Generate Report

The Report Filter Criteria screen appears.
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