DEED Reporting Services – User Guide
User Access Instructions
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Access Request

If you need access to Reporting Services, open and complete the DEED Reporting Services Access Request Form.
DEED Staff Access
Use these instructions if you are a DEED staff member, working on a computer connected to the MNDEEDDOM domain, and inside the network (at the FNB building or at a WFC)

1. To access the reporting site navigate to http://reportsportal.deed.state.mn.us
* you will automatically be logged in via your Active Directory account
2. You should see your name in the upper right hand side and the tabs and reports that you have access to.
Non-Deed Staff Access - DEED Reporting Services Logon Process
Use these instructions if you are NOT a DEED staff member, or are a DEED staff member but are working outside the network (at home, at a hotel, on a county or city network, wireless card, etc…).

Note that your account and login credentials are active only in your current internet browser session. Once you close your browser you will have to login again as outlined below in items #1 and #2.

Confirm that you have a MNDEEDDOM Account and have registered it for password recovery prior to proceeding
· Make sure that you have registered with the Self Service Reset Password Management Tool.  This is important because this tool will allow you to reset your own password in the event that you are unable to recall it.

https://ssrpm.positivelyminnesota.com/
#1   First Login Prompt

· Browse to https://reportsportal.deed.state.mn.us/
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· Type your username 



· (using this pattern = mndeeddom\username)

· Type your password

· Click “OK”

#2   Second Login Prompt will occur when you run your first report from the DEED Reporting Services portal.
· The 1st time during your session that you attempt to view a report, you may receive another Login Prompt.

This is because Reports run on a different secure database server which requires your account credentials.
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· Type your username 



· (using this pattern = mndeeddom\username)

· Type your password

· Click “OK”

Important:

Avoid selecting “Remember my credentials” which will likely cause complications after forced password changes.

If you experience issue because of selecting the Remember my credentials check box please refer the document:

http://mn.gov/deed/programs-services/reporting-services/index.jsp
DEED_Reporting_Services_Logon_Process_v2014.doc

Reporting Site Navigation

Once logged in you will see program tabs for those programs that you have access to. From there a program tab can be selected which will reveal the report categories you have access to. 

You will only see Tabs that you are authorized to view.  For example if you were to select the WF1 tab from the Reporting Services Home Page.
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Announcements

‘Welcome to the DEED Reporting Services Portal 9/18/2008 11:57 AM
by Deed Reporting Services Team

Vielcome to the DEED Reporting Services Portal, Please use the tabbed navigation seen above to go to the agency and program
for your reports. IF you do not see tabs above, then you have nat yet been given permissons to view any reporis n an agency.





You would see the following (screenshot) report categories available under WF1.  
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On the left hand margin you will see a selection labeled Caseload.  Select the Caseload category and reports that are available in the Caseload Category will display in the right hand section of the screen.
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Long Term Participant Report

the report period and does not have an Activity Status Ens Date either
before or during the report period (activity does not close during report
period). Counts can be shown statewide, by region, agency and/or agency.
location based on security access.

QA Ready - For each activity, displays number of persons who are currently.
on board or served during the report period. 'Served’ shows the count of
‘each Activity Status Type that has an Activity Status Start Date befors or
within the specified report period and without an Activity Status End Date
before first day o the specified report period. ‘On Board’ shows the count of
‘each of the Activity Status Type that has an Activity Status Start Date before.
or during the report period and does not have an Activity Status End Date
either before or during the report period. Counts can be shown statewide, by
region, agency and/or agency location based on security access.

QA Ready - This is the NEW listing of participants for a DW Project

‘The Participant Wage Information Report (PWIR) provides dlient level wage
information from wage detail records for those on-board clients who have
consented to provide such data. The PWIR provides the ability to view pre-
program eamings and any earnings in the current quarter as well as
previous quarter earnings. Current quarter hourly wage data is reported by
taking the total earnings, in the quarter, divided by total hours paid. Total
hours paid is also reported. Earnings and hours paid from multiple
employers, for the same individual, are aggregated for the reported quarter.
Pre-program earnings are aggregated for the second and third quarters prior
to the registration quarter or the quarter of dislocation for dislocated workers.
when it precedes the registration quarter. Each month's data will write over
the previous month's data; <o only one month's data is available at any time.

Allows users to view active customer records with Dislocated Worker or Adult
program enrollment dates more than two years in the past (users can also
narrow the customer list by selecting record ages beyond two years). The
report displays long term customers by project (or formula), agency,
location and staff assigned and shows open activities on each customer
record. The goal of this report is to make sure that all long term participants
are still receiving program services and have not simply fallen through the
cracks.




Parameter Selections 

Report parameters are selected from the left to right and top to bottom.  
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General Parameter Information

Standard Active Directory Security Report Parameters are located at the top the report page.  Parameters are designed to allow you to sellect specific information that you want to view within the report before it is generated by sellecting the “View Report” button.
1. Reports can also be developed with a tighter and more sophisticated level of security called Role Based Data Level Security which is usually used for reports that contain specific client data that is required to be secured at a more granular level based on the role of the employee viewing this data.  This security is build into the parameter selections of a report. The Parameters are displayed are controlled by the Role the user is assigned.  Users of these types of  reports will see different versions of the parameter lists depending on the users assigned security role.  Examples of this type of enhanced security level are WF1 reports that use Region and Access Role in WF1. If a user has rights to produce a Statewide Rollup Report, they must also select a particular Program to view.  Due to return limitations, if “Statewide” rollup is selected, the “All Programs” functionality is not allowed. When viewing by Agency ID, or Agency Loc, you may want to select “Grouped by” to place your results on pages that are grouped by Agency Name on the subtitle bar.
Executing a Report

1. Navigate to the report category desired (see aforementioned instructions)

2. Click on the report you want to execute

3. Complete the report parameters required for the selected report 
4. Click the View Report button to execute the report results
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Exporting Reports

To export a report you must first execute the report per the aforementioned instructions.  Once the report is executed you can then export it. To do so:

1. Choosing the desired format from the dropdown box

2. Click the Export button
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3. Click the save button when the File Download dialog appears and Save to desired location when prompted.
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Saving a Report to your Favorites List

If you click on my favorite Reports Link from the HOME tab, you will have the opportunity to select the reports that you use most frequently.  Select the report and the order it should be displayed and click Save. Once you save your personal list of “Favorite Reports” you can view these report favorites at any time by clicking on your home tab.
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Additional Information and Help

For Assistance with your Password—Contact MN.IT Services @ DEED Service Desk:

If you need any assistance with your Active Directory account, or getting in or using Reporting Services, contact MN.IT Services @ DEED Service Desk at 651-355-0500.

If you need additional assistance with your password, or the SSRPM tool, please contact: 

MN.IT Services @ DEED Service Desk 651.355.0500
The MN.IT Services @ DEED Service Desk will be able to assist you with password resets or other password related support questions.

