FSE Monthly Reporting Guide

A note about using Excel:
Most of these reports will export very nicely to Excel, below follows a brief guide for exporting.
Exporting/Saving:
To export your report into Excel, click on the “Export all records…” button in the lower right corner.
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Click on “Save”
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In the “Save As” Dialog box, click on “Create New Folder” (If you already have a folder for reports on your desktop, you can skip this part)
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Name the new folder something easy to remember.
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Double-click on the new folder to open it.
Rename the report something easy to remember.
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Click on Save.

Click on Open after it’s saved.
You may get this message:
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Click on Yes

Viewing/Sorting Reports:
Click on the 1 in the first row. It will select the whole row.
Right-click and select delete. (This deletes the title row so that we can sort the data)
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Next, click on the G in the G column. (Or the letter of any column that you want to sort by)
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This will select the entire column.

Click on Sort&Filter, and sort oldest to newest.
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Click on Sort when the Sort Warning appears.
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You may need to resize all of the rows for easier reading.
To do this, click on the button in the upper left corner.
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This will select the whole worksheet.
Next, move the pointer below the 1 until it has an arrow above and below.
Click and drag to resize the row height.



Home Visits:
[bookmark: OLE_LINK1][bookmark: OLE_LINK2]Click on Reporting
Click on Head Start Reports
Click on SmartForm Reports
Click on Smartform Report (Fourth one down)
Select “Child” and click on Submit
Select your center(s), and click on Submit
Select your classroom(s), and click on Submit
Select the status (leave all selected if you want to view dropped children, otherwise uncheck “Withdrawn), and click on Submit
Leave the funding checked, and click on Submit
Select FSE FPM notes (all the way at the bottom) and click on Submit
Click on Submit
Check on all or just the date, and click on Submit

Export to excel and sort by “Date of FPM”




Parent Meetings:
Click on Reporting
Click on Head Start Reports
Click on Family Reports
Click on Casenote Report
Select Child
Select Case Management Tools
Select Parent Meeting Attendance
Select All
Select your name (and teacher if they were also entering parent meeting notes), and click Submit
Select your center(s), and click Submit
Uncheck all, and select your classroom(s), and click Submit
Select from and to dates, and click Submit

Export to Excel, or if all families came, note the count at the bottom of the page.




Parents Enrolled in GED classes:
Click on Reporting
Click on Head Start Reports
Click on Executive Reports
Click on FPA Analysis
Select Center(s), and click on Submit
Select Classroom(s), and click on Submit
Select status, and click on Submit
Enter in the first day to count FPAs or leave blank for all FPAs since enrollment
Click Go if the date was changed
Click on “Families with FPA”
Click on Preferences
Check Area of concern, Goal, Action Steps, Date of Goal, Status of Goal
Click on Update View

Export to Excel and sort by Area of Concern (look for Education)
From there you can determine which families are in the GED phase of this goal.




Homeless Familes:
This information is being tracked by the Family Service Manager




Child Abuse Consultations:
Click on Reporting
Click on Head Start Reports
Click on Family Reports
Click on Casenote Report
Select Child
Select Case Management Tools
Select Abuse Consultation
Select All
Select Staff name, and click on Submit
Select Center(s), and click on Submit
Select Classroom(s), and click on Submit
Select From and To dates, and click on Submit

Export to Excel, or use the Record Count: Total at the bottom right.



Child Abuse Reports/FollowUp:
Click on Reporting
Click on Head Start Reports
Click on SmartForm Reports
Click on Smartform Report (Fourth one down)
Select “Child” and click on Submit
Select your center(s), and click on Submit
Select your classroom(s), and click on Submit
Select the status (leave all selected if you want to view dropped children, otherwise uncheck “Withdrawn), and click on Submit
Leave the funding checked, and click on Submit
Select Child Abuse Report (first one) and click on Submit
Select the report copy, and click on Submit
Check all, and click on Submit
Check on all or just the date, and click on Submit

Export to Excel and sort by Date of Report
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