Report Rewrite User Guide
Beginning in October 2016, CRP will begin to migrate the billing, banking, claim and eligibility reporting from the current Microsoft reporting tool into a new tool named Cognos.  Cognos is an IBM reporting tool designed for its business ease of use and its efficient performance.  The first report to migrate into the Cognos software is Health Paid Claim Report.  Any new reports created in CRP will also be written in Cognos.  Please note the changes outlined in the accompanying documents pertain to only the Health Paid Claims Report, there were no changes to other reports at this time.  
New Features Overview:
· More efficient report extraction capabilities
· HPC report: Fully Insured Groups- Paid Date Range will now only display months with accessible data
· Users can now print without exporting to Excel or PDF first
· Multiple report screens can display simultaneously
· 

Health Paid Claims (HPC) Report
Parameter Page
The HPC report will be accessed in the same location as prior to the rewrite under Reports>Claims Reports> Health Paid Claims.  The new reporting technology required us to rewrite the parameter page, now when the user selects the link for the HPC report they will be now be directed to a Cognos reporting page.  While there were no changes* to the parameter page, the look and feel of the page is different from the legacy Microsoft parameter pages. 
[image: ]
*Note: For Fully Insured Groups when running the report for custom dates in the Paid Date Range, the start and end date drop down will now only display months that have accessible data.   


HPC Report Parameter Page Layout
· Health Paid Claims Report title displays in the top center of the page.
· Group ID & Group Name will display below the Health Paid Claims Report Name title.
· On the left side of the page there will be the following headers and report options:
· Report Type:
· Report type with two radio buttons; Summary & Detail (defaults to Detail)
· Specific Stop Loss with three radio buttons; Non-Pooled, Pooled & All (defaults to Non-Pooled)
· Dates:
· Paid Date Range with two radio buttons; Custom Dates & By Month (defaults to By Month with drop down box)
· Incurred Date range with two radio buttons; Custom Dates & Return Any Dates (defaults to Return Any Dates)
· Classification:
· Subgroup (s) (defaults to All)
· Class (es) (defaults to All)
· Plan (s) (defaults to All)
· Claim Details:
· Member ID (defaults to None and editable)
· Claim Type (s) with drop down box (defaults to All)  (List: All, Adjustment, Capitation, Care Reward, Contracted, Fee, Overpayment, Paid, Vision, Surcharge)
· Claim ID (default to None and editable)
· Claim amount 
Simply make your selections for your report criteria, and then click ‘Run Report’.  


Report View- HTML and PDF 
All reports will open in HTLM, similar to the legacy reporting, and the report layout will be the same.  
[image: ]
The screen layout for Cognos is different than Microsoft Report Writer, now the print options will be located on the upper right hand side instead of the upper left hand site.  Users can choose to print the report directly from the HTML view by clicking on the print option, or you can export the report into a PDF or Excel by clicking on the PDF or Excel document image. There are no changes to the report layout when exporting into PDF; however you do need to have PDF installed on your computer to use the PDF option.
[image: ]
The page forward options have changed, and are no longer located at the top of the screen, but rather in the bottom left hand corner of the report.  
[image: ]
Excel
When exporting to the Excel option the report will now generate into two tabs, with the summary of the report on tab one, and the report details on tab two.  Several years ago Microsoft updated Excel to no longer restrict the number of Excel lines available within a document, now as a result of moving to Cognos the HPC report is no longer restricted.  
The Health Paid Claims Summary Report
· The Health Paid Claims Report title displays in the top center of the page.
· Group ID & Group Name will display below the Health Paid Claims Report title.
· There will be three icons in the top right corner.  There is a blue backward arrow; pressing this arrow takes the user back to the HPC Parameter page.  The other two icons permit the user to export the report in both PDF and Excel formats.  
· The Report Run Date displays under the three icons.
· Below the Group ID & Group Name is the header section which includes the following `selection criteria information:
*Paid Date Range          *Fee Types
*Subgroups                    *Fee ID (default value to "Not Entered")
*Class(es)                      *Column Sorting	*Plans
HPC Summary Report will display the following rows:
· Relationship, Transaction Type, Plan Description & Subgroup. 
· There is also a Paid Amount at the end of each row.
[image: ]

Navigating Between CRP and Cognos Reports
Cognos permits multiple report windows to be open simultaneously, you will no longer need to close the report in order to rerun the report, and users can simply click on the CRP tab at the top of the browser and return to the parameter page to rerun the report.  Reports can be printed or exported as needed in the individual tab.
[image: ]

*NOTE: Cognos will time out after 20 minutes of inactivity, similar to CRP.  If you time out, you will receive the below dialog box.  Users will not be able to log into Cognos directly, instead you will need to close the dialog box and log back into CRP in order to access the Cognos report again.  
[image: ]
[bookmark: _GoBack]Users may receive the following message while attempting to run a report; however the ‘Select a delivery method’ will not work, users will not be able to have the report delivered, instead continue to allow the message to appear until the report displays.
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