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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
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Add filters
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R 2 decimal number

141M-Ag [10:30:13 T /

1310 Er ALPM [ ]
1.3 IM - File Retention Data 51212022 2:36:22 PM 4/3/2024 9:31:27 AM
1.7 IM - Residency 8/10/2022 12:54:04 PM  (4/23/2024 10:29:44 AM
1.4 1M - Application 4/26/2023 5:59:54 AM 12/4/2023 3:14:29 PM
1.8 IM - Other Dept Comm 10/5/2023 3:27:.02 PM  |2/27/2024 1:36:50 PM
. . v |Days to Process ~ |Create) | . . . -
[~] [~|Created 7{ PM 684.09Xou Le \\any [~ [First Name |~ |Middle Nan ~ |Last Nan ~ |
1.11M- ion-Identity [2/3/202210:09:19AM [ h Y Pebbles A Flintstone [These areD's for 3 clients, plea:
1.3 IM - File Retention Data 6/16/20227:0822AM__|A M &th W 'man Pebbles A Flintstone |T-Rex Flintstone
1.91 1M - Misc-Bulk Scanning 2/3/2022 10:10:27 AM man__|Wilma L Flintstone [Case Transfer In
1.61M- Other Dept Comm 213/2022 10:09:37 AM D amn Wilma 0 Flintstone [December 2023
1.8 IM - Other Dept Comm 2/3/2022 10:09:37 AM__|A ~JWitma L Flintstone [June 2023
1.8 IM - Other Dept Comm 2132022 10:09:37 AM__[I\M Dani L Flintstone |February 2023
1.3 1M - File Retention Data 6/9/20221:21:51 PM___ |12, Cor Ja [V i i
L1IM- fon-dentity 3/412022 1:38:07 PM__[7/1 Syst an Otto P wor
LIIM- ion-ldentity 2/3/2022 10:09:19 AM__[7/16 gan Otto
1.4 1M Applicati 11/15/2022 10:43:09 AM [4/23/202% /fDani Gorman__|Wi s i
[RIE o iday 104532 AM_[5/6/2024 500 Drx Dani Gorman | Click into the corner of 1
1.3 M- File Retention Data 5/2/20222:36:22 PM___[4/3/2024 9:31: 0, _ N |paniGorman__[sai 1
1.7 M- Residency 8/10/2022 12:54:04 PM_[4/23/2024 10:29:44 v Al Dani Gorman | Wil the ce]l until you see the
1.41M- Application 472612023 8:59:54 AM__[12/4/2023 3:14:29 PM [Dani Gorman __[Dani Gorman | Wi plus icon to drag down
1.8 1M - Other Dept Comm 10/5/20233:27:02 PM_|2/27/2024 1:36:50 PM Nikk Livingston _[Xou Le Vang Jo .
1.51M- Income. 12/4120238:11:07 AM__|12/472023 1:15:25 PM Xou Le Vang Xou Le Vang Joe) the entire column
1.51M- Income 12/4120238:11:18 AM__|12/4/2023 1:15:25 PM Xou Le Vang Xou Le Vang Joe
151M- Income 12/4/20238:10:56 AM__[12/4/2023 1:15:25 PM Xou Le Vang Xou Le Vang Joe
15 1M- Income 12/4/2023 1:15:21 PM__[12/4/2023 1:17:49 PM Xou Le Vang Xou Le Vang Joe hs p
1.6 IM- Assets 12/4120237:32:51 AM__[12/4/2023 1:19:29 PM Xou Le Vang Xou Le Vang Joe )
L1IM- ion-ldentity 10/17/2023 8:15:51 AM_|12/4/2023 1:19:29 PM Xou Le Vang Xou Le Vang Joe [
1.9 M- Insurance-Correspondence |10/18/2023 3:47:01 PM_|12/4/2023 1:19:29 PM Xou Le Vang Xou Le Vang Joe [ Rockhead |MSE copy
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c D £ F B H | 1 0 o M &
1 ~ | Taxonomy - |Created - |Modified ~ [Days to Process ~|CreatedBy [~ |ModifiedBy |- |First Name |- [Middle Nan - |Last Nari - | P
2 [rityCard (55N) 1.1 1M - Enumeration-Identity 2/3/2022 10:09:19 AM__|12/19/2023 12:24:54 PM 684.09 a
3 1o State Agency 1.3 1M - File Retention Data 8/16/20227:08:22 AM__|7/15/2028 11:11:01 AM
4 [Misc-Bulk Scanning 1.91 M- Misc-Bulk Scanning 77812024 2:39:27 PM 1
5 for 1.8 1M - Other Dept Comm 4723/2024 10:31:43 AM i
6 fer 1.8 IM - Other Dept Comm 472312024 10:31:11 AM 1
7 feor 1.8 IM - Other Dept Comm B 472312024 10:30:54 AM i
8 3 Overpayment 1.31M - File Retention Data 6912022 1:21:51 PM__|12/7/2023 11:20:55 AM Il
9 Cae (B0) 1.1 1M - Enumeration-Identity 37472022 1:38:07 PM__[7/16/2024 9:53:39 AM 5
10 Eate (BC) 1.1 1M - Enumeration-Identiyy 2/3/2022 10:09:19 AM__|7/16/2024 9:54:28 AM i
11 tion Request Form 1.41M- Application 11/15/2022 10:43:09 AM |4/23/2024 10:30:13 AM ]
12 ity Card (SSN) L1IM- fon-ldentit 9/22/2022 10:45:32 AM_[5/6/2024 3:26:41 PM 1
13 fo State Agency 1.31M - File Retention Data 5/2/20222:36:22 PM__|4/3/20249:31:27 AM i
14 ement (LA) s 04 PM_[4/28/2024 10:29:44 AM 1
15 ed Application Form (CAF) 54AM __|12/4/2023 3:14:29 PM i
16 tion for Social Services 02PM__[2/27/2024 1:36:50 PM i
17 [(Pay) " 07 AM__|12/4/2023 1:15:25 PM 1
18 (Pay) Drag down the entire row to add the 16 AM_|12/4/205 1:15:25 PM i
19 [(Fay) f I Ild (56 AM__[12/4/2023 1:15:25 PM i
20 {(Pay) ormula to all documents 21PM_[12/4/2023 1:17:49 PM »
21 pments (BStmnts) 51AM __|12/4/2023 1:19:28 PM ]
22 Cate (BO) 550 AM_|12/4/2023 1:19:29 PM [
23 ‘ation for a Good Cause Waiver 7.01 PM_|12/4/2023 1:19:29 PM
24 fed on Form (CAF) — M [12/4/2023 1:22:49 PM (]
25 se (DL) - State ID 1.11M- Enumeration-Identity ] 12/4/2023 2:18:40 PM x
26 ed on Form (CAF) 1.41M - Application 1244121 Q023 2:19:15 PM
27 ration for Release of 1.5 1M - Income 124672023 11:33: SQ7:35 PM ]
28 [0 State Agency 1.3 M - File Retention Data 10/18/2023 1:53:37 PM_|1. M
29 fency Appeals Summary 1.3 IM - File Retention Data 12/172023 9:30:39 AM__[12/6/2023 2:0350mm i
30 cate (BC) 1.1 1M - Enumeration-Identity 10/11/2022 11:07:37 AM |12/6/2023 2:02:35 PM 1
Lot 1.41M - Applicath 6/15/20232:26:58 PM__|12/6/2023 2:17:42 PM
32 tion Request Form 1AIM- i 6/15/2023 2:06:43 PM__|12/6/2023 2:17:42 PM (]
33 1.41M- Application 6/22/20233:46:24 PM__|12/6/2023 2:17:43 PM 1
34 tion Request Form 1.41M - Application 6/20/20232:40:49 PM__|12/6/2023 2:17:43 PM i
35 tion Request Form 1.41M - Application 12/7/2023 9:40:54 AM__[12/7/2023 9:41:05 AM ]
35 5 Overpayment 1.31M - File Retention Data 12/11/2023 10:27:10 AM [12/11/2023 10:27:13 AM 1
37 lency Appeals Summary 1.3 1M - File Retention Data 12/11/2023 10:28:14 AM + i
38 led Application Form (CAF) 1.41M - Appli 1
39 lency Appeals Summary 1.3 M - File Retention Data 10/6/2023 11:36:16 AM Nikk Livingston _|Nikk Livingston _|Dino D .
e e — i = e =
Export Detailed Data + i >
@ Avoswe @om) B D~ O fll S Export Detiled Dotanlx - Read-Only
File Home Insert Pagelayout Formulas Data Review View Autg
o~ [A i P — e BB SR [ Zaen by O
[ Copy ~ Fill -
paste 2 » | [Nauta [Catcuation ] nset Delete Format Sot& Find& | Addins | Anabyze
< < Fomat Pinter e G B e e Y Goare e Seet Outa
Clipboard ] Font. & v Days ‘o Process v c reate Styles. Cells Editing Add-ins ~
123 v Fe~ | XouleVang /24 54 PM 684.09Xou L V& v
D E I . - - oule J K L M N
1 Taxonomy ~|Created . S FirstName - |Middle Nam - |Last Nam - ~ | D
2 11IM- Identity 2/3/2022 10:04" 1 1 1 AM 697' 17 Cathy Wa r_|Pebbles A Flintstone |These are ID's for 3 client: eview | Shan Xou LeVang I
3 | 1.3IM-File Retention Data 8/18/2022 7:00y« i Pebbles A Flintstone |T-Rex Flintstone Cathy Wasse
4 1.91IM -Misc-Bulk Scanning 2/3/2022 10: '27 PM 886'19 Danl Gor 1 |witma L Flintstone |Case Transfer In Dani Gorman
5 1.8IM-Other Dept Comm 2/3/2022 10:0h « . A Wilma L Flintstone |December 2023 Dani Gorman
6 1.8IM-Other Dept Comm 2/3/2022 10 '31'43 AM 810'02 Danl Gorm Wilma L Flintstone |June 2023 Dani Gorman
7 1.8IM-Other Dept Comm 2/3/2022 1( . . Wilma L Flintstone |February 2023 Dani Gorman
8 | 1.31M-File Retention Data 6/9/2022 1:21. 3 1 “ 1 1 AM 8 10 '0 1 syStem AC’ Fred M Flintstone |Ready for signature Xou LeVang
5 o Jloe N Rubble | copying documents from CP workgroup. Dani Gormar
810'01 Danl Gory Bam Bam N Rubble | John Rubble Dani Gorman
545 92 ani G in Wilma L Flintstone Cathy Wasse
1.11M - Enumeration-Identity 5: - an Wilma & Flintstone |November 2022 Renewal Cathy Wasse
13 1.3IM-File Retention Data 5/2/2022 2:36:22 PM w 6 4 \ Sam S Slagheap |123456789 - Claim note Dani Gorman
14 1.7IM-Residency 8/10/2022 12:54:04 PM AM 8 '84 Me% | Flintstone |March 2024 Dani Gorman
15 | 1.41M-Application 4/26/2023 8:59:54 AM AM 893.99 hiGorman Wy e AL Ed Latek
16 1.8IM - Other Dept Comm 10/5/2023 PM [2/2 - fXouLe Vang Joe Nikk Livingst
17 1.5IM-Income 12/4/20238:11:07 AM__|12/4/20: 524 9 Xou Le Vang Joe Xou Le Vang
18 1.5IM-Income 12/4/2023 1 = g Xou Le Vang Joe You Wl" now have "Days to Xou Le Vang
19 [15IM-Income 12/4/2023 1:15:25 P, __CmotileVang Xou Le Vang Joe 2 Xou Le Vang
20 [1.5IM-Income 12/4/2023 1:17:49PM 0.00|Xou Le Vang Xou Le Vang Joe Process" for all douments Xou Le Vang
21 1.61M-Assets 12/4/2023 1:19:29 PM 0.24|Xou Le Vang Xou LeVang Joe Xou Le Vang
22 |1,1 IM - Enumeration-ldentity 10/17/2023 8:15:51 AM |12/4/2023 1:19:29 PM 48.21|Xou Le Vang XouLeVang Joe Xou LeVang
23 |1.9 IM - Insurance-C 10/18/2023 3:47:01 PM [12/4/2023 1:19:29 PM 46.90|Xou Le Vang Xou Le Vang Joe 1L [ROCkREad™ [MSECoD! Xou Le Vang
24 1.41M-Application 12/4/2023 1:09:05PM _ [12/4/2023 1:22:49 PM Xou Le Vang Xou Le Vang Joe ‘J ‘Ruckhead ‘ Xou Le Vang
25|1.1IM- Identity 12/4/20238:19:16 AM_{12/4/2023 2:18:40 PM 0. EXUU LeVang XouLeVang Joe ‘J ‘Rackhead ‘Autarcapy'rom MSE: MAXIS match XouLeVang
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Analyzing the Data

Click on the Insert tab in Excel and select Pivot Table

Kl Autosave fll ¥ Report Example - with Pivot Tables... &% « Last Modified: November 12 v/ £ search ‘) = o X
File ~ Home Insert rmulas  Data Review View Automate Help Acrobat | & Comments |
9 S @ ¥ v = =N = %
~ ures © 69 3D Models i i~ @ ﬁf\”- @ ip | = m e ,f\% = © i , B A~ Tl Equation
~ I v ~ v ~
PivotTable Red ble | -OShapes™ J= Smagart checkbox | Recommended 5 W ¥ B Kaps puotchart | ke Colimn Wity | Siicer Timeline | Link | Comment | Tedt Headsr & () symoal
- PivotTabl 5 Icons &} Screenshd Charts Q) v [ v v - Loss ~ Box & Footer ]
Tables llustrations. Charts 5 Sparkiines Fitters Links Comments Text Symbols ~
AL v Jx | ExportDetailed Data - Forms Processed Report v
A B D E F G H -

1 [Export Detailed Data - Forms Processed Report By Created ||
2 [MAXIS ~ [FileSize (KI ~ [Title CreatedBy ~ [Mod
3 (59999999 176 Medial01 Voice Signature 0|megan.otto@nctinc.com |meg
4 39999992 127 DHS5223E Minnesota Transition Appl 0|xoule.vang@nctinc.com |xoul
5 (59999992 126138 DHS52120 Household Report Form 8|xoule.vang@nctinc.com |xoul
6 (99999992 127 DHS0666 Compliance with State Dec : 0[xoule.vang@nctinc.com _|xoul
7 (99999995 i 167.93 D008 Social Security Card (SSN) Now that you have prepp9d the rePO"t, click on the 50| nikkc ivi inc.cofnikk
& (99999995 1468.14 DHS0033 Appeal to State Agency 9| nikk livingston@nctinc.cof nikk
9 (99999995 5.41 DHS2402 Change Report Form Insert tab and click on the button Pivot Table 88| nikk.lvingston@nctinc.cofnikk
10 /69999955 5.62 DHS0033 Appeal to State Agency 91 nikk.livingston@nctinc.cof nikk
11 /69999995 58.30 FSE514 Bank (BStmnts) 99| nikk livingston@nctinc.cof nikk
12 /69999995 250.03 DH52402 Change Report Form 89| nikk.livingston@nctinc.cofnikk
13 /69999995 "1468.14 DHS0035 State Agency Appeals Sumni 88| nikk.lvingston@nctinc.cofnikk
14 69999992 1325.47 DH52918 Verification Request Form - 05|xoule.vang@nctinc.com _|xoul
15 /69999992 '6882.32 DH53876 HC Application for Certain Populations 1.41M- Al7/11/2024 1:00:33PM 7/11/2024 2:07:49 PM 0.05|xoule.vang@nctinc.com _|xoul
16 69999952 "3065.37 INCTFPO1 CS Forms Packet 1811M-[7/11/2024 1:15:48PM 0.04|xoule.vang@nctinc.com _|xoul
17 /69999992 239.67 INCTFPO1 G5 Forms Packet 1811M-[7/11/2024 1:3233PM 0.03|xoule.vang@nctinc.com _|xoul
18 69999992 [1137.67 DHS4621 MHCP (Minnesota Health Care Programs) Medical Support Re{1.81 1M - |7/11/2024 1:15:25 PM 7/11/2024 2. 0.04|xoule.vang@nctinc.com _|xoul
19 /69999992 @sm DHSB107 Household Update Form 141M- A[7/11/2024 12.52:17PM 7/11/2024 2:18:57PM 0.06|xoule.vang@nctinc.com _|xoul
20 (99999992 5687.42 INCTFPO1 CS Forms Packet 1811M-7/11/2024 21731 PM 7/11/20242:18:58 PM 0.00|xoule.vang@nctinc.com _|xoul
21 (99999992 299043 DHS2918 Verification Request Form 141M-A[7/11/2024 12:35:22PM 7/11/2024 2:18:58 PM 0.07|xoule.vang@nctinc.com _|xoul
22 (99999992 6882.24 DHS3876 HC Application for Certain Populations 1.41M-A[7/11/2024 12:56:38PM 7/11/20242:1859 PM 0.06|xoule.vang@nctinc.com _|xoul
23 (99999995 327.15 DHS120213 MA Denial General for MA and MCRE(METS) 181M-07/9/202410:52:10AM 7/12/20248:28:50 AM 2.90|nikk.livi inc.cofnikk
24 (99999995 103.08 DHS120202 MA Approval General(METS) 1.81M-07/9/202410:56:25AM 7/12/20248:28:50 AM 2.90|nikk.livi inc.cofnikk
ac ST Ducnnao A LinCiotoh FICT TV CIENL . LY R N-GR.Y WAV ANNNA0.N0.CN AN nonlai i, L il

Table will auto populate. The selection should be New Worksheet, then click OK

Table frc

- Select a table or range £

>

Table/Range: | ‘Export Detailed Data'! SAS2:SNS72
- Choose where you want the PivotTable to be placed -

o New Worksheet

() Existing Worksheet

=

Location:
| Choose whether you want to analyze multiple tables

- [ Add this data to the Data Model &
i oK Cancel B
N E

il — o s -
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A new worksheet will be created within your excel document with a pivot table for analyzing your data

n ) 2 = =] =] =] E==] - =]

PlfrutTabIe MName:  Active Field : = - @ ?? L—Fv [Hé @ m lﬂ_:\ @ fq\ [K{% m

|PivotTable1 | [ £} | Insert  Insert ¢ Refresh Change Data = Clear Select Move | Fields, ltems, ¢

ﬁoptigm v F t E @ Slicer Timeline t v Source ¥ v v PivotTable & Sets ~

PivotTable Active Field Group Filter Data Actions Calculations
A3 v X v fav
A B g D E F G H | Il K L M N O B Q R &

1
2 o
s ]
4 PivotTablel
5 ble
6 To build a report, choose fields
fi fromthe PivotTable Field List
8
3
10
11 .
12
13
14
15 =i - .
16 | ] | A new sheet will be created with a
1; | 1 | pivot table for analyzing data
19
20
21 J
22
23
24
25
26
27
o v

< > Sheet1 w4 4 O

PivotChart Recommended

lﬁ__z"l?

E‘E =1
+/- Field
Buttons|\Headers|

PivotTables List
Tools Show ~
>

PivotTable Fields vooX
Choase fields to add to report:
| Search ,O|

[ maxis L

[ Filesize (k2)

[ Title

| Taxonomy

[ createa

[ Modified

[] navs tn Prace: A

Drag fields between areas below:

T Filters il Columns
= Rows 2 Values
[_| Defer Layout Update

Copyright © 2024 by Next Chapter Technology, Inc.
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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.

© — ;oo B oW

[

10

12
13
14
15
16
17
18
19
RO

L2
P3
P4

pe
E7
P&
P9
EO

B2
E3
p4

Es

-

D 3 F

A B
BLFO010 CEHI Reimbursement Voucher 0.000439815
D000 Birth Certificate (BC) 5.736435185
D001 Drivers License (DL) - State ID 0
D008 Sacial Security Card (SSN) 20.89891204
DHS0033 Appeal to State Agency 5 103.7022801
DHS0035 State Agency Appeals Summary 42.07421296
DHS0666 Compliance with State Decision 5.110520833
DH5120202 MA Approval General(METS) 2.897511574
DH5120213 MA Denial General for MA and MCRE(METS) 2.900462963
DHS2120 Household Report Form 69.25703704
DHS2402 Change Report Form 133.7814468
DHS2707 Facts on Voluntarily Quitting Your Job 0.026631944

DH52776D RCA OVERPAYMENT WORKSHEET

DHS2919 Verification Request Form

DHS3767G Application for a Good Cause Waiver

DHS3876 HC Application for Certain Populations

DHS4621 MHCP (Minnesota Health Care Programs) Medical Suppart Referral
DHS5223 Combined Application Form (CAF)

DHS5223E Minnesota Transition Application Form (MTAF)

DHS8107 Household Update Form

EA303 Voluntary Request To Close

r

Build Pivot Tables by

dragging data fields to the

boxes below

To look at Average Days to
process specific DocTypes, drag
(1) Title to Rows
(2) Days to Process to Values

FSES14 Bank Statements (BStmnts)

FSEBO2 Lease Agreement (LA) 4.840451389
FSE707 Utility Bill (UT) 6.838854167
FSE709 Vehicle Title (VTitle) 5.034398148
FSE736 Earned Income (El) 57.04196759
FSE924 HMLS Shelter Tracking Sheet 0.032824074
Medial01 Voice Signature 0.000104167
NCTFP01 CS Forms Packet 0.08162037
(blank)

Grand Total 588.4953588

> Avg to Process  Sheet1 Export Detailed Data Pivot Table Example (2)

-+

PivotTable Fields

Choose fields to add to report:

| Search

T FIESIZE (KB]
Title

O Taxanomy
[ created

L Modified
Days to Process
O CreatedBy

Drag fields betweej

T Filters

= Rows Z Values

Title v | || Sum of Days to Process
[_| Defer Layout Update
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NCT

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.

A B < D g F &
Bl Sum of Days to Process PivotTable Fields vooX

ent Voucher 0.000439815
F) 5.736435185 Choose fields to add to report: L v
) - State ID 0
K (SSN) 20.89891f ) ‘ Search p|
Agency 103.7022 f |
ppeals Summary 4207421 | rrrEsETD) .
[th State Decision 5.110520; Title

General(METS) 2.897511! " n
eneral for MA and MCRE(METS) 2.900462¢ Change the Sum Of days to process to D Taxonomy I
e - look at an average (not a sum) 1 created

Form 133.78144 0 iy

arily Quitting Your Job 0.026631 - i
YMENT WORKSHEET 0.0323262 " u " ad Days to Process
Luest Form 31287384 Click on the arrow and click Value Filed [T crasiaany

r a Good Cause Waiver 6.9411458 .

for Certain Populations 0.1030004 Setti ngs
pta Health Care Programs) Medical Support Referral 0.0909027; Drag fields between areas be¢

ication Form (CAF) 76.885590) Y Move to Report Filter
nsition Application Form (MTAF) 0.1976967; T Filters

ate Form 3.85760411 L Il Move to Row Labels

To Close 4.907118056 = Move to Column Labels
(BStmnts) 3.935578704

(LA) 4.840451389

7< Remove Field
ftle) —
Fl) FJ Value Field Settings.. L
cking Sheet Sum of Days to Process  ~
=
et
v
a Pracess (5 ot Pl et [ A SN, Dlunt Tkl E Lo 7Y 1 : 4 - || Defer Layout Update
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Once the Value Filed Settings box comes up, click on Average (instead of Sum) and click OK.

Value Field Settings o X

Source Name:  Days to Process

Custom Name: | Average of Days to Process

Summarize Values By Show Values As

Summarize value field by

Choose the type of calculation that you want to use to summarize
data from the selected field

sum
Count

Number Format

Select Average (instead of

Sum) and click OK

[ Taxonomy

[ created

[ Modified

Days to Process
[ createdsy

Drag fields between areas below:

T rilters il Columns
= Rows = Values
Title ~ | || sum of Days to Process ~

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.

Fle Home Trset Page Layout Formulas Data Review View Automate Help Acrobat

2 leonren o A& = P B [omen v
e 2T B ru-|Eeo- A B $-%9 93
Gobors o & gt 5 Nmber “
) v fx

DHS0035 State Agency Appeals Summary

25 FSES14 Bank Statements (BStmnts)
26 | FSEG02 Lease Agreement (LA)
27 |FSE707 Uritiry Bill (UT)
26 FSE709Vehicle Title (VTitle)
29 | FSE736 Eamed Income (El)
50 FSEO24 HMLS Shelter Tracking Sheet
31 |Media101 Voice Signature
32 |NCTFPO1 CS Forms Packet
33 | (blank)
34 Grand Total
5

3
4 |BLFO10 CEHI Reimbursement Voucher

5 D000 Birth Certificate (BC) 1147287037
€ D001 Drivers License (OL) - State 1D [}
7 D008 Social Security Card (SSN) 6966304012
& |DHS0033 Appea to State Agency 1296278501
5 DHS0035 State Agency Appeals Summary £414842563
0 DHS0666 Compliance with State Decision 2555260417
11 DHS120202 MA Approval General(METS) 2897511574
12 |DHS120213 MA Dental General for MA and MCRE(METS) 2:800462963
13 |DHS2120 Household Report Form 2308567901
14 | DHS2402 Change Report Form 23.44536169
15 |DHS2707 Facts on Voluntarily Quitting Your Job 0026631944
16 DHS27760 RCA OVERPAYMENT WORKSHEET 0032326389
17 | DHS2919 Verification Request Form 4869626323
18 | DHS3767G Application for a Good Cause Waiver 6941145833
19 | DHS3876 HC Application for Certain Populations 0051950231
20 DHS4621 & 0045451389
21 DHS5223 Combined Application Form (CAF) 2562853009
22 DHSS223€ Minnesola Transition Application Form (MTAF) 0.197696759
23 DHS8107 Household Update Form 1926802083
24 EA303 Voluntary Request To Close 2453559028

PivolTable Analyze  Design

E @ ?/ Hinsent ~ - ,Z\v /O

Conditional Formatas cen | 220elete « | B 0g Foaa | Adans

Formatting ~ Table > Stles~ (@ format~ ¢~ Fiter~ Select~
ayes cets catng sdoms
b € . .

Now you have an average
days to process for each
type of document

Tip: Rename your sheet to save this

table

> Avg to Process

T Comments | S |

@ B B

Analyze  Create Create a PDF
Data  aPDF and Share link

Addobe Acrobat ~
PivotTable Fields v X
Choose fields to add to report: &~
rresze sy <
Title
Taxonomy
 Created
Modified
B Days to Process
Createdgy v

Drag fields between areas below:

Y Filters 1l Columns

= Rows % Valves

Tirle ~ || Average of Days to Proc_.~

Defer Layout Update

Copyright © 2024 by Next Chapter Tec
Updated: December 37, 2024
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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.

3
4 |BLFO10 CEHI Reimbursement Voucher

5 |D000 Birth Certificate (BC)

6 EDDO‘l Drivers License (DL) - State ID

7 5D00850cialSecurityCard(SSN)

|DHS0033 Appeal to State Agency

| DHS0035 State Agency Appeals Summary

10 ;DHSU'SSS Compliance with State Decision

11 | DH5120202 MA Approval General{(METS)

12 iDHSlZOZlS MA Denial General for MA and MCRE(METS)
13 |DHS2120 Household Report Form

4 |DHS2402 Change Report Form

15 |DHS2707 Facts on Voluntarily Quitting Your Job

16 |DHS2776D RCA OVERPAYMENT WORKSHEET

17 \DHS2919 Verification Request Form

18 |DHS37676G Application for a Good Cause Waiver

19 |DHS3876 HC Application for Certain Populations

20 | DH84621 MHCP (Minnesota Health Care Programs) Medical Support Referral
21 EDHSSZZS Combined Application Form {CAF)

22 EDHSSZZSE Minnesota Transition Application Form (MTAF)
23 |DHS8107 Household Update Form

24 ;EASUS Voluntary Request To Close

25 |FSEB14 Bank Statements (BStmnts)

26 EFSEGUZ Lease Agreement (LA)

27 |FSE707 Utility Bill (UT)

28 |FSE709 Vehicle Title (VTitle)

29 |FSE736 Earned Income (EI)

30 EFSE92A HMLS Shelter Tracking Sheet

31 Medial0lVoice Signature

32 |NCTFPOL CS Forms Packet

32 |(blank)

w

B34 ~| & Jfr~ 6.95218333333284
. R -

0.00043%815
1.147287037

0
6.966304012
12.96278501
8.414842593
2555260417
2.897511574
2.900462963
23.08567901
33.44536169
0.026631944
0.032326389
4.469626323
6.941145833
0.051950231
0.045451389
4.901990741
0.197696759
1.928802083
2.453559028
1.311859568
4.840451389
2.279618056
2517199074
57.04196759
0.006564815
0.000104167
0.020405093

34 |Grand Total

6.952183333

35

This table will also tell
you an Average Time
to Process for all
DocTypes

Copyright © 2024 by Next Chapter Technology, Inc.
Updated: December 37, 2024
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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

Insert Page Layout Formulas Data Review View Automate Help Acrobat =] Commen(sl
B Pictures v 3D Models ~ v ~ - = E + = v Tl Equation ~
&) @ poaEa @ e e © O QA T
f » v v B v
‘ommended Table ©1 SmartArt Checkbox | Recommended 2% ¥ b ¥ & Maps PivotChart  Line Column Wir/  Slicer Timeline  Link  Comment  Text Header = Q) symbol
PivotTables Charts @) [~ ~ - Loss v Box & Footer ]
Tables Charts 1 Sparklines Filters Links Comments Text Symbols
Al ~ i fx
F G H
~ [Modifiea - [Daysto Process | ~ [GreatedBy
g [6/6/20241:26:43PM 0.00|megan
Click Insert tab and create another 77672024 15504 PV 0.20)xoule it
P . 7/9/2024153:04PM 0.18]xoul inc.com|
Pivot Table (follow prior steps) [7/9120241:56:26 PM 0.00]xoule vang@nctinc.com|
M 20.80|rikkivi i
M 20,83 ik I
M 23.88|nikk.
M 20.91nikk.Ii
1.99]nikk.
0,89 ik I
DHS0035 State Agency Appeals Summary 131M-F|6/17/2024 11 23.88|nikk.
[DHS2918 Verification Request Form 141M-A7/11/2024 T 0.05|xoule.vang@nctinc-com|
DHS3876 HC Application for Certain Populations 141M-A7/11/2024 1:00:33PM 0.05]xoul inc.com|
NCTFPO1.CS Forms Packet 1811M-|7/11/2024 1:15:48PM [7/11/2024 2:17:33 PM 0.04]xoule.vang@nctinc.com|
NCTFPO1.CS Forms M 0.03]xoul inc.com|
[DHS4621 MHCP (Mi Y] 0.04]xoule.vang@nctinc.com|
DHS8107 Household M 0.08]xou inc.com|
NCTFPO1CS Forms P ] 0.00]xoule inc.com|
DHS2918 Verificatior M 0.07]xoul inc-com|
DHS3876 HC Applica: . ' . ] 0.06]xoule.vang@nctinc.com|
DHS120213 MA Deni Start again from your 'Export Detailed oA solnik v ;
DHS120202 MA Appr ' 0 AM 2.90]nikkli
DHS0033 Appeal to S Data' tab 0 AM 0.90]nikk.
DHS0033 Appeal to S 0AM 0.90]nikkli
FSE709 Vehicle Titte ( 0AM 90]nikk.
EA303 Voluntary Reqll 12 AM 0.00|nikk.li
29 99999992 126142 |DH52120 Household § 8 AM 2.95soul inc.com|
30 /99999904 662 DHS2402 Change®” 45 AM 40.85|megan.otto@nctinc.cor|
31 99999994 fa5.14 |FSE736 Ea 1.51M- 7/10/2024 L31:30 PM 9/5/2024 231:56 PM 57.04|megan i
32 99999996 /6.20 [FSE ent (LA) 1.7IM-R[7/10/2024 1:31:30PM 771512024 0:41:45 AM 4.84]megan. i
33 [bo009094 15049 Certificate (BC) 1.11M- E[7/15/2024 10:23:10 AM 7/15/2024 5:03:03 PM 0.28]megan.otto@nctinc.con|
> Export Detailed Data + : a4

Click OK to create the Pivot Table on a new tab

&voﬂ'able from table or range ? X

Select a table or range

Table/Range: |'Export Detailed Data'lSAS2:SNS79 3
Choose where you want the PivotTable to be placed

© New Worksheet

O Existing Worksheet

Location; 4

Choose whether you want to analyze multiple tables

() Add this data to the Data Model

Cancel

Copyright © 2024 by Next Chapter Technology, Inc.
Updated: December 37, 2024
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NCT

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

PivotTable Fields vooX

Column Labels

Active All
B brandon.weeks@nctinc.com dani.gorman@nctinc.com

LF010 CEHI Reimburs=ment Voucher |:
000 Birth Certificate (BC) Choose fields to add to report: ‘@} v

| D001 Drivers License (DL) - State ID

|D008 Social Security Card (SSN)
| DHS0033 Appealto State Agency ‘ Search £
0 | DHSD035 State Agency Appeals Summary
| DHS0866 Compliance with Statz Decision

TE e R oo =

B Range a
5120202 MA Approval General(METS) [Erang

HS 120213 MA Denial General for MA and MCREMETS) 1 maxis I
EDHSZIZU Household Report Form

|DH32402 Change Report Form
|DH82707 Facts on Voluntarily Quitting Your Job
|DHS2776D RCA QVERPAYMENT WORKSHEET

| DHS2918 Verification Request Form H

|DHS37676 Application for a Bood Cause Waiver D rag (1 ) Title to Rows
|DHS2876 HC Application for Certain Populations

|DHS4621 MHCP (Minnesota Health Care Programs) Medical Support Referral
|DHS5223 Combined Application Form (CAF)

|DHS5223E Minnesota Transition Application Form (MTAF)

|DH88107 Household Update Form

[ FiteSize (kB
Title

[ Taxonom v

Drag fields betweglf areas below:

T Filters 1l Columns

| EA203 Voluntary Request To Close 2 | MadifiedBy %
|FSES14Bank Statements (BStmints) 3 !

|FSEB02 Lease Agreement (LA} 1

|FSEZ07 Uty Bil{UT) 3

|FSE709Vehicle Title (VTitle) 1 1

|FSE736 Earned Income (E 1 |

|FSE924 HMLS Shelter Tracking Shest 5

| Media101 Voice Signature ) Rows = Values

|NCTFPO1 €S Forms Packet 1 | |[ count of Title ]
[ Grand Towal 1 9 6 1 34 —

b S = S O e PSS e = v =

18|Page
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2. Modified By to Columns

.com eric.duong@nctinc.com megan.otto@nctinc.com nikk.livingston@nctinc.com xoule vang@nctinc.com Grand Total

Drag (2) Modified By to
Columns

PivotTable Fields

Active All

Choose fields to add to report:

| Search p‘
LI Modified a
] CreatedBy
ModifiedBy I
| First Name
[ ] Middle Name »

ields between areas belo

‘ Il Columns

|
| ModifiedBy

‘ % Values

|
| Count of Title

Copyright © 2024 by Next Chapter Technology, Inc.
Updated: December 37, 2024
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3. Title to Values

PivotTable Fields v X
Active All

Choose fields to add to report: @ ~

‘ Search ,O|

r Ekange a
Drag (3) Title to Values L waxs i
[ FiteSize (kB)
R Titl
Note: This should read as DT;X;U A i
"Count of Title". If not, click

on the arrow and update Drag fields between alas below:
Value Filed Settings to Fiters U columes
'Count’ | Modifiedsy  ~|

: |
: 3 } 3 Values

1 = = = Title + ||| count o Title o |

[ Defer | aunut Lindate

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

B E Range A
[T maxs I Value Field Settings (] %
[ Filesize (x8) Source Name:  Title
Titte Custom Name: | Count of Trﬁ
[] Taxonomy

Summarize Values By  Show Values As
Drag fields between areas be
Summarize value field by

Y Move to Report Filter
T Filters Choose the type of calculation that you want to use ta summarize

n to Row Label:
EvE i omianes data from the selected field

= Move to Column Labels

Sum

- Average I
X Remove Field s

= Rows [ Value Field Setting: Min
T = stdDev
Title ~ | |[ Count of Title

Mumber Format Cancel

[ | Defer Layout Update

20|Page
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NCT

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.

w N

Count of Title Column Labels n
E8 Row Labels nbrandun.weeks@n\:tin:.com dani.gorman@nctinc.com eric.duong@nctinc.com megan.otto@nctinc.com nikk.livingston@nctinc.com xoule.vang@nctinc.com Grand Total

5 |BLF010 CEHI Reimbursement Voucher
6 |D000 Birth Certificate (BG)

7 D001 Drivers License (DL) - State D Each row will tell a grand total of how

& D008 Social Security Card (SSN) o=y
9 DHS0033 Appeal to State Agency many of the specific DocType was
10 DHS0035 State Agency Appeals Summary r D .
11 DHS2666Complancewih Stc Do processed during the time period report
12 DH5120202 MA Approval Gervéral(METS)
13 DHS120213 MA Denial General for MA and MCRE(METS) Was run -
14 DHS2120 Household Report Form
15 | DHS82402 Change Report Form

16 | DHS2707 Facts on Voluntarily Quitting Your Job Example 3 CAF'S were flled down durlng

17 DHS2776D RCA OVERPAYMENT WORKSHEET . . . .
18 DHS2919 Verification Request Form this reporting time period.
19 DHS37676 Application for a Good Cause Waiver
20 DHS3876 HC Application for Certain Populations
21 DHS4621 MHCP (Minnesota Health Care Programs) Medical Support Referral T

22 |DHS5223 Combined Application Form (CAF) &
23 DHS5223E Minnesota Transition Application Form (MTAF)

24 DHS8107 Household Update Form 1

25 |[EA303 Voluntary Request To Close

26 FSE514 Bank Statements (BStmnts)

27 FSEB02 Lease Agreement (LA) 1
28 |FSE707 Utility Bill (UT)

29 FSE709 Vehicle Title (VTitle) 4

30 FSE736 Earned Income (El) 1

31 |FSE924 HMLS Shelter Tracking Sheet 5

32 |Medial01 Voice Signature 1
33 NCTFPO1 CS Forms Packet 1 3
34 Grand Total 1 9 6 11 34 15

Ao

E]
]

< > #Docs Proc by worker + i 4 >

21|Page
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Row Labels
BLF010 CEHI Reimbursement Voucher

D000 Birth Certificate (BC)

D001 Drivers License (DL) - State ID

D008 Social Security Card (SSN)

DHS0033 Appeal to State Agency

DHS0035 State Agency Appeals Summary

DHS0666 Compliance with State Decision

DHS120202 MA Approval General(METS)

DHS120213 MA Denial General for MA and MCRE(METS)
DHS2120 Household Report Form

DHS2402 Change Report Form

DHS2707 Facts on Voluntarily Quitting Your Job
DHS2776D RCA OVERPAYMENT WORKSHEET

DHS2919 Verification Request Form

DHS3767G Application for a Good Cause Waiver
DHS3876 HC Application for Certain Populations
DHS4621 MHCP (Minnesota Health Care Programs) Medical Support Referral
DHS5223 Combined Application Form (CAF)

DHS5223E Minnesota Transition Application Form (MTAF)
DHS8107 Household Update Form

EA303 Voluntary Request To Close

FSE514 Bank Statements (BStmnts)

FSE602 Lease Agreement (LA)

FSE707 Utility Bill (UT)

FSE709 Vehicle Title (VTitle)

FSE736 Earned Income (EI)

FSE924 HMLS Shelter Tracking Sheet

Media101 Voice Signature

NCTFPO1 CS Forms Packet

This number tells the Grand Total of all documents processed during the time period.

This number tells the Grand Total of
all documents processed

-

brandon.weeks@nctinc.com dani.gorman@nctinc.com eric.duong@nctinc.com megan.otto@nctinc.com nikk.livingston@nctinc.com xoule.vang@nctinc.c:

WHRRRERPRBREON N

-

om Grand Total '

=N W

[
= W N R WRNRN RN SRRSO oW

B

Grand Total

15 76

Copyright © 2024 by Next Chapter Technology, Inc.
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NCT

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.

Row Labels

4

5 |BLF010 CEHI Reimbursement Voucher 1

6 D000 Birth Certificate (BC) 3 2
7 D001 Drivers License (DL) - State ID 1

8 |D008 Social Security Card (SSN)

9 DHS0033 Appeal to State Agency B

10 DHS0035 State Agency Appeals Summary 1
11 |DHS0666 Compliance with State Decision

12 |DHS120202 MA Approval General(METS)

13 DHS120213 MA Denial General for MA and MCRE(METS)

14 | DHS2120 Household Report Form

15 |DHS2402 Change Report Form 1
16 | DHS2707 Facts on Voluntarily Quitting Your Job 1

17 | DHS2776D RCA OVERPAYMENT WORKSHEET

DHS2919 Verification Request Form 3 1

W e e RN
-

-

Grand total of documents
processed by person

e

30 FSE736 Earned Income (EI)

31 FSE924 HMLS Shelter Tracking Sheet
i oice Signat
NCTFP01 CS Forms Packet
Grand Total

=N W
BRORNWREORNRNEORNRNR NS RWR SN0 0WR o

! 1
\ o/

< > = ExportDetailed Data  Pivot Table Example (2) = #Docs Proc by worker

/
N

23|Page
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NCT

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.

Column Labels PivotTable Fields Nl X
brandon.wecks@nctinc.com m y megan.otto@nctine.col
Row Labels B countofTitie Average of Days to Process  Countof Title

Choose fields to add to report:

|D0O0 Birth Certificate (BC)

|D001 Drivers License (DL} - State 1D
9 | D002 Social Security Card (SSN)
10 |DHS0033 Appealto State Agency
11 |DHS0035 State Agency Appeals Summary
12 | DHS0BES Complisnece with State Decision
13 |DHS120202 MAApproval General(METS)
14 | DHS120213 MA Denial General for MA and MCRE(METS)
15 | DHB2120 Household Report Form
152402 Change Report Form
32707 Facts on Voluntarily Quitting Your Job
327760 RCA OVERPAYMENT WORKSHEET
32919 Verification Request Form
20 |DHS37676 Application for a Good Cause Waiver
21 |DHS8876 HC Application for Certain Populations

3
4
5
6 |BLFO10 GEHI Reimbursement Voucher
=
3

23 |DH85223 Combined Application Form (CAF)
24 | DHS5223E Minnesota Transition Application Form (MTAF)
25 |DHS8107 Househald Update Form
26 |EA303 Voluntary Request To Close
|FSE514 Bank Statements (BStmnts)
28 | FSEG02 Lease Agreement (LA)
29 |FSE707 Utility Bill (UT)
30 |FSE708 Vehicle Title (VTitle)
31 |FSE736 Earned Income (EI}
32 |FSE924 HMLS Shelter Tracking Sheet
|Medial01 Voice Signature
TFPO1 CS Forms Packet
lank)

22| DH84621 MHCP (Minnesota Health Care Programs) Medical Support Referral

2.13287037

1 0.000435815

0.072328389

0.026631944
10.38861111 o
0.046782407
3.797418981

57.04196759
5 0.006564815

36 Grand Total

2.13287037

0.0064814381
10.23971579 ] 0.005543981

‘ Search

[T Modified a
-] Days to Process

O CreatedBy

ModifiedBy I
L1 First Name

[ Middle Name

[ Last Name b

Drag fields between are:

Il Columns

|| ModifiedBy v

T Filters

Values

unt of Title b

| Average of Days to Proc.

Copyright © 2024 by Next Chapter Technology, Inc.
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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, | noticed that the average time to process Earned Income during this time period was higher than most

other DocTypes.
BLF010 CEHI Reimbursement Voucher 0.000439815
D000 Birth Certificate (BC) 1.147287037
D001 Drivers License (DL) - State ID 0
D008 Social Security Card (SSN) 6.966304012
DHS0033 Appeal to State Agency 12.96278501
DHS0035 State Agency Appeals Summary 8.414842593
[ DHS0666 Compliance with State Decision 2.555260417
DHS120202 MA Approval General(METS) 2.897511574
P DH5120213 MA Denial General for MA and MCRE{METS) 2.900462963
B DHS2120 Household Report Form 23.08567901
lt DHS2402 Change Report Form 33.44536169
F DHS2707 Facts on Voluntarily Quitting Your Job 0.026631944
b DHS52776D RCA OVERPAYMENT WORKSHEET 0.032326389
[ DHS2918 Verification Request Form 4.469626323
| DHS3767G Application for a Good Cause Waiver 6.941145833
b DHS3876 HC Application for Certain Populations 0.051950231
D DHS4621 MHCP (Minnesota Health Care Programs) Medical Support Referral 0.045451389
DHS5223 Combined Application Form (CAF)

P DHS5223E Minnesota Transition Application Form (MTAF)
F DHS8107 Household Update Form

4.84045138¢

j EA303 Voluntary Request To Close 2.27961805(

b FSES14 Bank Statements (BStmnts)

L FSEG02 Lease Agreement (LA) 2.51719907:

7 FSE707 Utility Bill {UT)

i ‘FSE'JUQVehicle Title (VTitle) 57.0419675E

b |[FSE736 Earned Income (El) 4

D FSE924 HMLS Shelter Tracking Sheet 0'00656481"
Medial01 Voice Signature 0.00010416:

P NCTFPO1 CS Forms Packet

b (blank) 0.02040509:

). Grand Total \

i \
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If | go back to my Export Detailed Data tab, | 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).

A B C D E 3 G H a
1 [Export Detailed Data - Forms Processed Report By Created
z [MAXiS ~ [FiteSize (KE  [Title [ ~ [Created ~ [Modified ~ [Days to Process | - [CreatedBy ~[Mod
3 (59999999 "1.76 Medial1Voice S 4| ovatoz - Al6/6/2024 1:29:34 PM 6/6/2024 1:29:43PM 0.00| megan.otto@nctinc.com |meg
4 799999992 2.27 DHS5223E Minnesq =" ~ -A[7/9/20249:08:23 AM 7/9/2024 1:53:04 PM 0.20|xoule.vang@nctinc.com _|xoul
5 (59999992 "1261.38 DHS2120 Househol| Z | sort 710 A 3 7/9/2024 9:34:49 AM 7/9/2024 1:53:04 PM 0.18[xoule.vang@nctinc.com _|xoul
6 /59999992 227 DHS0666 Compliar| 13IM 7/9/2024 1:56:26 PM 0.00|xoule.vang@nctinc.com _|xoul
7 69999995 "167.93 D008 Social Securi Sort by Color > LM 7/11/2024 8:32:53 AM 20.90|nikk inctinc.cof nikk
8 [0 A4R8.14 DHS0033 Appeal to 13IM 7/11/2024 8:32.53 AM livingston@nctinc.cornikk
9 :w% . DHS2402 Change R Sheet View > [1am 7/11/2024 8:33:10 AM 23,88 nikk lvi inc.cof nikk
10 /6ol Select the filter and DHS0033 Appeal to 131M 7/11/2024 8:33:10 AM ikk Ivingston@nctinc.cofnikk
11 [599) o FSE514 Bank State 161M 7/11/2024 8:33:10 AM i inc.cof nikk
12 "099} search the DOCType(S) 03 DHS2402 Change R 141M 771172024 8:33:10 AM ingston@nctinc.cofnikk
13 "Bog! t to look at 14 DHS0035 State Age| Filter by Color > [13m 06 AMW, 7/11/2024 8:33:10 AM i inc.cofnikk
14 "5904 you want 1o IooK a E.47 DHS2919 Verificati Toxt Filtere 5 [LAM-A7/1112024 12:58:18 BM 7/11/2024 2:07:48 PM 0.05|xoule.vang@nctinc.com _|xoul
15 (999 specificall 032 DHS3876 HC Appli - 1.41M - Al7/11/2024 1:00:33 PM 7/11/2024 2:07:49PM 0.05|xoule vang@nctinc.com _|xoul
16 (999 p y L INCTFPO1 CS Forms| [l ] [LBLIM - [7/11/2024 1:15:48 P 711172024 2:17:33PM 0.04|xoule.vang@nctinc.com _|xoul
17 'o99 NCTFPO1 CS Forms| = 1.811M-|7/11/2024 1:32:33 PM 7/11/2024 2:17:33PM 0.03|xoule.vang@nctinc.com_|xoul
18 - & 621 MHCP (M| - [¥ (Select Al Search Results) .811IM - 7/1172024 2:18:57 0.04]xoule vang@nctinc.com _[xoul
19 2356. Householl [ Add current selection to filter A1M-A 7/11/2024 2:18:57 0.06]xoule.vang@nctinc.com _|xoul
20 5687.4 [NC ms| i [VIFSE736 Earned Income (EI) .811M - 7/1172024 :58 0.00|xoule.vang@nctinc.com _|xoul
21 2990.4 DHS2919 Verificati AIM-A 7/11/2024 2:18:58 0.07|xoule.vang@nctinc.com _|xoul
22 19 2 882.24 IDHS3876 HC Appli S 4 Al 7/11/2024 2:18:59 xoule.vang@nctinc.com _|xoul
23 '_ 95 27.1! DHS$120213 MA Del g [o| 7) 024 250 Al livingston@nctinc.co nikk
24 '_ 95 03.0 DHS120202 MA Apjl q 7 024 150 Al nikk.livingston@nctinc.cor nikk
25 B8 05 0.51 DHS0033 Appeal to) F| 7/12/2024 8:28:50 A |nikk.livingston@nctinc.cof nikk
26 05 1468.14 DH30033 Appeal to) 3IM-F| " 7/12/2024 8:28:50 Al |nikk.livingston@nctinc.cofnikk
27 (99999995 108.54 FSE709 Vehicle Titl 1.61M - Al7/9/2024 10:50:38 AM 7/12/2024 8:28:50 AM i nikK
28 /99999995 20.43 EA303 Voluntary Rel 1.81M - 07/12/2024 8:31:24 AM 71212024 8:32:12 AM 0.0 nikk cornikk
29 59999992 1261.42 DHS2120 Househol ——— [15 M- 179024 9:38:27 AM 7/12/2024 8:32:28 AM 2.95|xoule vang@nctinc.com |nikk
30 /99999994 5.62 DHS2402 Change R ; | Cancel | [1.41M-Al6/472024 1:24:06 P 7/15/2024 9:41:45 AM 40.85|megan com |meg
31 (99999994 45.14 FSE736 Eamed Inc 1.51M-17/10/2024 1:31:30 PM 57.04|megan.ot com [dani
32 /99999996 5.29 FSEB02 Lease (LA) AT 171M - RI7/10/2024 1:31:30 PM 4.84{megan com |meg
32 [Bo9g9984 150,49 D000 Birth Centificate (BC) 1.11M - E|7/15/2024 10:23:10 AM 0.28|megan.ot com |meg «
> Export Detailed Data + i e >

This will filter down

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

File Home Insert Page Layout Formulas Data Review View Automate Help Acrobat |C‘Commems\
X I 1A g | EH Insert >+ A 00

1 |Aptos Narrow 1 Y| AT A |General ~| Eﬁ @ @ £ T oY oo @) E},

Paste "B 1 Ul de A . § v 9 < g Condiional Formatas Cal Belete v 1% o in fingm | Addins | Amalyze  Create Create a POF

v g R - ° ® 2% Formattingv Tablev Stylesv | [H]Formatv & v Filter™ Select~ Data  aPDF and Share link

Clipboard Font [ Alignment ~ Number = Styles Cells Ediiting Add-ins Adobe Acrobat ~
ATT v fr 99999999 v

A B C D E A G H

1 |Export Detailed Rata - Forms Processed Report By Created |
2 [MAXIS = [FileSize (KE = [Title ~T[Taxon| + [Created = [Modified ~ [Daysto Process |~ [CreatedBy ~ [Mod
1 69099904 [25.14 |FSE736 Earned Income (EI) [151M-117/10/2024 1:31:30 PM [9r5/2024 2:31:56 PM [ 57.04]megan com [dani
e
0
1
2
3
34
5

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

NCT

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.

E100 v S

A
1 Export Detailed Data - Forms Processed Report By Created

2 MAXIS

57
2 59999004

936.38 D)
[is0.06 |
51647 |DHS5223

G
C D E F T A |

- Days to Process ¥ |Cre!
itle T[Taxon - [Created - [Modified -
HS5223 Combined Application Form (CAF) 41M-A[7/25/2024 2:22:26 PM 7725/2024 uvml Meg§inc.com
DHS5223 Combined Application Form (CAF] 41M - Al9/6/2024 2:36:18 PM 0116/2024 9:53:55 AM | xouldne.con
\bined Appll Form (CAF) L4 IM - A[7/11/2024 9:17:30 AM g16/2024 11:15:01 ML com

me;

Highlight and delete row to remove outlier

On your Average to Process tab, follow these steps

(1) PivotTable Analyze tab
(2) Click Refresh

File  Home Insert Pagelayout Formulas Data Review

A
El Row Labels

View Automate Help o PivotTable Analyze
[i
> & |

PivotTable Name:  Active Field: ~> Group Selection
2 Evll
&H Ungroup Insert  Insert
] + | [2 Field Settings [ Slicer Timeline
PivotTable Active Field Group Filter
A21 Vi Jf~ DHS5223 Combined Application Form (CAF)

B

B Average of Days to Process

4 |BLFO10 CEHI Reimbursement Voucher 0.000439815
5 /D000 Birth Certificate (BC) 1.147287037
6 /D001 Drivers License (DL) - State ID 0
7 /D008 Social Security Card (SSN) 6.966304012
& |DHS0033 Appeal to State Agency 1296278501
9 |DHS0035 State Agency Appeals Summary 8.414842593
10 |DHS0666 Compliance with State Decision 2555260417
11| DHS120202 MA Approval General(METS) 2897511574
12 | DHS120213 MA Denial General for MA and MCRE(METS) 2.900462963
13 |DHS2120 Household Report Form 23.08567901
14 |DHS2402 Change Report Form 33.44536169
15 | DHS2707 Facts on Voluntarily Quitting Your Job 0026631944
16 | DHS2776D RCA OVERPAYMENT WORKSHEET 0032326389
17 |DHS2919 Verification Request Form 4469626323
18 | DHS3767G Application for a Good Cause Waiver 6.941145833
19 | DHS3876 HC Application for Certain Populations 0.051950231
20 |DHS4621 MHCP (Minnesota Health Care Programs) Medical Support Referral 0.045451389
21 |DHS5223 Combined Application Form (CAF) 2562853009
22 | DHS5223E Minnesota Transition Application Form (MTAF) 0.197696759
23 |DHS8107 Household Update Form 1928802083
24 |EA303 Voluntary Request To Close 2453559028
25 | FSE514 Bank Statements (BStmnts) 1311859568
26 |FSEG02 Lease Agreement (LA) 4840451389
27 |FSE707 Utility Bill (UT) 2.279618056
28 |FSE709 Vehicle Title (VTitle) 2517199074
29 |FSE736 Eamed Income (EI) 57.04196759
30 |FSE924 HMLS Shelter Tracking Sheet 0.006564815
31 | Medial01 Voice Signature 0.000104167
32 |NCTFPO1.CS Forms Packet 0.020405093
33 (blank)

34 Grand Total 7.743359984
35

< > Avg to Process

Design

A G =E

v f
/ x

Refresh
Data Actions. Calculations
(= D F
Avg ~25 days to process
with outlier included
= «

=

PivotChart Recommended +/- | Field

PivotTables
Tools Show ~
PivotTable Fields voX
Choose fields to add to report: [ &~
[ searcn 0
| T3 maxis a
[ Filesize (k8)

Title

[ Taxonomy

[ created

[ Modified

{2 Davs to Process

Drag fields between areas below:

Y Fiters 1l Columns
= Rows 3 Values
Title ~ | || Average of Days to Proc..
v
> [ Defer Layout Update
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NCT

With the outlier removed, and a pivot table refresh, the average time for processing goes down to about ~5 days for processing.

Fle Home Insert Pagelayout Formulas Data Review View Automate Help Acrobat PivotTable Analyze Design © Comments |
. b F ™ f P=N 8

PivotTable Name: | Actve Field: 3 | ommseean | S E= B [2.} B Yl i 6 =g m:. i} E [

- . | @ungrowp Insert _Insert Refresh PivotChart Recommended +/- || Fiela

B v | [P Field Settings i) Slicer Timeline v |

atale acve i orow ter oaa st rg A
A21 v Jx~ DHS5223 Combined Application Form (CAF) |
&

Bl Row Labels to Process . .
¢ BLF010 CEA Reimbursement Voucher 0.00043%15 With outlier removed, average drops
5 D000 Birth Certificate (BC) 1147287037 <
l6 D001 DrversLicense (0L Stte D o to about ~5 days to process
7 | D008 Social Security Card (SSN) 6966304012
/o DHS0033 Appeal to State Agency 1296278501
lo- DHS0035 State Agency Appeals Summary 8414842503
0 DHS0666 Compliance with State Decision 2555260417
1 DHS120202 MA Approval General(METS) 2897511574
2 Y 3
3 |DHS2120 Household Report Form X ]
4 DHS2402 Change Report Form | Taxonomy
5 |DHS2707 Facts on Voluntarily Quitting Your Job. 6.941145833 O created
6 |DHS2776D RCA OVERPAYMENT WORKSHEET =
7 DHS2919 Veriication Request Form 0.051950231 o inBiEs
& DHS37676 Application for a Good Cause Waver 0.045451389 4 navs to Pracess 4
9 DHS3876 HC Application for Certain Popul
0 DHs4621 4.901990741 Drag felds between areas below:
1 |DHS5223 Combined Application Form (CAF)
2 0.197696759 Y Fiters 11 Columns
3 |DHS8107 Household Update Form
4 [EA303 Voluntary Request To Close 1928802083
5 EZEZ;; Eznks;a«emems (‘lll-:\'mms) 2.453559028
6 ease Agreement
7 |FSE707 Utility Bill (UT) 1.311859568
5 FSE709 Vehicle Title (VTitle)
5 |FSE736 Earmed Income (El) 4.840451389 = Rows | Values
0 FSE924 HMLS Shelter Tracking Sheet Title | [T Average of Days to Proc.~ |
1 Media101 Voice Signature 2.279618056 S I rrsge o o P
2 NCTFPO1 CS Forms Packet 517199
3 (blank)
4 Grand Total 6952183333
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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)

Y Filters

Drag fields between areas below:

Il Columns

= Rows

2 Values

| Title

‘ Average of Days to Proc...v |

~

[[] Defer Layout Update

Documents Processed By Worker

Columns: Modified By

Rows: Title

Values: Title (Values Field Settings: Count of)

T Filters

Drag fields between areas below:

Il Columns

| ModifiedBy v

= Rows

% Values

Title

v ‘ ‘ Count of Title v

[_] Defer Layout Update
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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)

Drag fields between areas below:

T Filters 1l Columns
ModifiedBy A
> Values v
= Rows 7 Values
Title Count of Title v

Average of Days to Proc..

-
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