Step by Step Instructions on How to Access the Buy-In Deletion Reports 

from Content Manager in a Field Office

Last Updated 11/7/14
· Go to:  http://128.212.254.106/
· Enter your USER ID and PASSWORD (Same ID as MMIS/ password same requirements)
· Select the folder called:  “Reports-Buy-in Data Maint – RemoteUsr PHI after 10/15/2003”

Click OPEN button

· This will load a screen that allows you to pick the dates that the report ran, the number of the report, or the name of the report.  The Buy-In Deletion report runs on the 16th of every month so the only thing that you have to make sure of is that the 16th is within the date range that is on this page.  The name and the number of the report are not needed.

Click SEARCH button

· Both the Part A and the Part B Buy-In deletion reports should appear on the list.  Click on “Part B Planned Buy-In Deletions”

· This will then load JAVA and you may get a pop up box asking if you want to “run” something.   If you don’t have JAVA contact your IT staff as it is needed to run this report. 

Click the RUN button.

· The statewide report will load.  You will note in the middle of the header it lists the
 “SECTION-UNIT-CASELOAD”

· Click on the binocular button in the top tool bar.  This will pop up a box.  In the STRING box, put in the SECTION number (first 3 digits) of your caseload followed by a dash.
Click FIND button
· This will take you to the first page that has the string of numbers that starts with the section number that you entered.

Note in the top right hand corner is a page number.

Use the Page Down key on your keyboard until you get to the page that you want to print.

· You can print pages one at a time, or if you need more than one caseload number, you can print a page range.

Print by clicking on Printer button in the gray tool bar at the top of the report.  This will pop up the printer box that you are familiar with.  DO NOT CHOOSE TO PRINT “ALL”, AS THIS WILL PRINT THE WHOLE STATEWIDE REPORT.  You must pick “PAGES from ___ to ____” Fill in the number range of the pages you wish to print.  If you only want to print one page, then you must indicate what page you want.  Example:  “from: 145 to: 145”

Click the OK button

· This will then pop up another print screen.  On this screen you can indicate if you only want “Current Page” or if you want a “Print Range” .  If you want to print multiple pages, then indicate the “Start Page” and the “End Page” .

Click PRINT button

· Your report should print.

