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Purpose of this Instructional Guide 
The purpose of this instructional guide is to provide CaseWorks Admin users with additional guidance in utilizing CaseWorks 
Reports using analysis tools in Excel. 

Run the CaseWorks ‘Modified By Report’ 
Follow the instructions in the CaseWorks Admin Manual to run the ‘Forms Processed Report by Modified’. This report is built to 
provide data on documents being modified (processed and filed down). This report includes documents that have were modified 
within the date range in the report parameters.  

This report can provide insight into the DocTypes being processed, how many documents are being processed, and staff 
processing them. This guide will also instruct on how to get average time for processing by type of document and by worker.  

The purpose of this instructional guide is to aid CaseWorks Report Users in summarizing document processing for your County. 

Tip: when you run your report, immediately save the report with a name that helps you identify the parameters you set for the 
report, like the time period. Example: Modified By Report_Intake Team_Sept2024_Novemeber2024 
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Preparing the Report 
Adjust your table to easily read all data 
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Add filters  
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Add Days to Process column 
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Analyzing the Data 
Click on the Insert tab in Excel and select Pivot Table 

 

Table will auto populate. The selection should be New Worksheet, then click OK 
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A new worksheet will be created within your excel document with a pivot table for analyzing your data 
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Pivot Tables for Analysis 
 

Average Time to Process Specific Document Types 
Follow the below steps to build a table to look at the average time to process a specific type of document. 

 

Build your pivot table by dragging the appropriate data fields to the pivot table fields. 
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Important: Change the “Sum of Days to Process” by clicking on Value Field Settings. We want to see an average, not a sum of 
days to process. 
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Once the Value Filed Settings box comes up, click on Average (instead of Sum) and click OK. 

 

Now you have a table to look at each type of document and the average days to process 

Tip: Rename your tab to describe the data on it. In the next steps, we will instruct how to add more tables to the same report. 
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Average Days to Process All DocTypes 
The same table as shown above will show an average to process all Document Types. 
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Documents processed (filed down) by Worker 
 

Start again from your ‘Export Detailed Data’ tab and click on Insert and Pivot Table 

 

Click OK to create the Pivot Table on a new tab 
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This time, we are looking at the Count of specific documents processed and the workers that processed (filed down) those 
documents from a DocBox. 

In this table, follow these steps to build your pivot table: 

1. Title to Rows 
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2. Modified By to Columns 
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3. Title to Values  

 

Note: This should read as "Count of Title". If not, click on the arrow and update Value Filed Settings to 'Count' 
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Looking at the table: 

Each row shows a DocType. 

By following the row across, you can see the total number of that DocType that was processed (filed to EFC) during the 
time period you set when you ran the report. 

Example: During the time period, 3 Combined Application Forms (CAF) were filed in total. 
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This number tells the Grand Total of all documents processed during the time period. 
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Each column will show how many of each DocType was processed by each staff member and the grand total for that 
person at the bottom. 
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Average Days to Process by Worker 
To add the Average Days to Process to look at worker detail, add ‘Days to Process’ to Values and make sure the ‘Value 
Field Settings’ are set to average. 

Now the column to the left of each worker shows (1) average days to process for each DocType and (2) average overall by 
worker. 
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Looking at Specific Data Points 
 

Using Filters 
Tip: to ‘drill down’ on a specific data point, go back to the Export Detailed Data tab on your report and use filters to look 
at specific document processing.  

For example, I noticed that the average time to process Earned Income during this time period was higher than most 
other DocTypes. 
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If I go back to my Export Detailed Data tab, I can filter down to see if there may have been an outlier that took longer to 
process (possible it remained in a DocBox for some time after being reviewed and processed).  

 

This will filter down to one or more Titles (DocTypes) that the filter was applied to. 

 

Tip: a filter can be applied to any column on the Export Detailed Data tab to look at report results. 
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Looking at Outliers 
If an outlier is found, it can be removed from the analysis by clicking on the row and deleting it from the Export Detailed 
Data Tab. Please note that outliers should be considered and/or removed at the Counties discretion to more accurately 
reflect overall document processing. 

Highlight the outlier and delete entire row. 

 

On your Average to Process tab, follow these steps 

(1) PivotTable Analyze tab  
(2) Click Refresh 
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With the outlier removed, and a pivot table refresh, the average time for processing goes down to about ~5 days for processing.  
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Appendix – Pivot Table Setup 
Average Time to Process (file down) Specific DocTypes 
Rows: Title 

Values: Days to Process (Value Field Settings: Average)  

 

Documents Processed By Worker 
Columns: Modified By  

Rows: Title 

Values: Title (Values Field Settings: Count of)  
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Average Days to Process By Worker 
Columns: Modified By 

Rows: Title 

Values: Title (Value Field Settings: Count) 

Values: Days to Process (Value Filed Settings: Average) 

 


