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Generating the Agency Safety Plan Report

Overview

This article describes how to generate the Agency Safety Plan Report. The Agency
Safety Plan Report is a tool for administrators, supervisors, and workers to help manage
the Active safety plans for their agency. The report offers 2 options.

Option 1 allows the user to generate a report showing all safety plans that were active for
the agency for at least one day during the selected parameter period.

Option 2 allows user to generate a report of all current active safety plans for the agency.

Navigating to the Report

1. From the Ohio SACWIS Home screen, click the Administration tab.
2. Click the hyperlink for Agency Safety Plan Report.
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The Report Details screen appears.
3. View a saved report by clicking the Report ID hyperlink.
4. Select a Report Output Format of PDF or Excel.
5. Create a new report by clicking the Generate Report button.
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The Active Safety Plan Report parameter screen appears.

Agency Sadaty Plan Report
Filter Options Applicable to Option 1 and Sption 2

Agency:
Bupeniisos

Employes:

Opiion 1 - Generate report for all safety plans for the agency that were active for at lessd cne day during the selecied parameter period.

Nots: Snly Satety Plans with an sxivting Effectivs Date or End Date will b included in this repert. (le, Safety Plans with a
wtitus of in Progress. Complets, of Refuied may nol be incheded I Bl repon.)
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Opaion 2 - All selections from Option 1 will be negased.

® L Generate report for all curent sctive satety plans for agency
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Generating the Agency Safety Plan Report — Option 1

This report option generates all Safety Plans that were Active for the agency for at least
one day during the selected parameter period.
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Generating the Agency Safety Plan Report

Important: Only Safety Plans with an existing Effective Date or End Date will be included
in this report. (le. Safety Plans with a status of In Progress, Complete, or Refused may
not be included in this report as they are not considered ‘Active’).

1.

A Sl

Select the Agency.

Note: Only the county of the logged in user will appear in the Agency dropdown.
Select the Supervisor, if needed.

Select the Employee, if needed.

Enter the Effective Date (required).

Enter the End Date (required).

Mgency Sadety Plan Report
Filter Options Applicabls to Option 1 and Option 2

Aganay: *
Buparvisor

Emiployes

Opftion 1 - Generals report for all safety plans for B agency That were active for ot lesst one day during the selectsd parameter period.

Mote: Snly Satery Plans with &n sxisting Effective Date of End Dais will b included in this report. [le. Safety Plans with a
wiatus of In Progress. Complete, or Refussd may nol be inclsded in Bhis report,)

Effective Dats: * ' m

End Disde = "~ ' H
Opaion 2 - All sslections from Opbos 1 will be negated.

= || Generate report for all current active safety plans for agency
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6. Click the Generate Report button.

The Your report is being created message appears while the report is generating.

Your report is being created

2

Please wait ...

Report Requested: 01:42:33 PM
Last Checked: 01:42:33 PM
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Generating the Agency Safety Plan Report

The Report Confirmation screen appears when the report has run successfully.

I I Mew Window Does not Open in a few seconds - Click here 1o open report I

Report Rptiéd has successfully run and the resulls displayed in a separate EXCEL window

If you would like this report saved in the Raport History, click the Save Butlon

oo [owen [

7. If the report does not open, select the Click here to open report link.
8. Click the Save button in order to save the generated report to the Report History.
9. Select Review Parameters to return to the Report Parameters screen.

The Agency Safety Plan Summary Report appears.

Generating the Agency Safety Plan Report — Option 2

This report option generates all Current Active Safety Plans for the agency.
1. Select the Agency.

Note: Only the county of the logged in user will appear in the Agency dropdown.
2. Check the Generate for all active safety plans for agency box.
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Agency Satety Plan Repaort
Filter Optiona Applicable to Option 1 and Option 2

Agancy: *
Bupardison

Employes

Oplion 1 - Generate report for all safety plans for fhe agency thal were active for ot lesst one dey during the selecied parameter period.

Mots: Oty Sadety Plans with &n sxivting Effective Dals o End Date will e incluted in this repert. (e, Safety Plans with &
wtatus of In Piogress. Complets, of Refuied may nol be incheded in il repon.)

Effectrve Date: "
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Gption 2 - All selections from Option 1 will be negated.

Generate report for all current active safety plans for agency

3. Click the Generate Report button
The Your report is being created message appears while the report is generating.

Your report is being created

2

Please wait ...

Report Requested: 01:42:33 PM
Last Checked: 01:42:33 PM

The Report Confirmation screen appears when the report has run successfully.

I i New Window Does not Open in 3 few seconds - Click here 1o open repon |

Report Rpt364 has successfully run and the resulls displayed in a separate EXCEL window

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

Review Parameters
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4. If the report does not open, select the Click here to open report link.
5. Click the Save button in order to save the generated report to the Report History.
6. Select Review Parameters to return to the Report Parameters screen.

The Agency Safety Plan Summary Report appears.

If you need additional information or assistance, please contact the OFC Automated
Systems Help Desk at SACWIS HELP_DESK@)jfs.ohio.gov .
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