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Creating a Monthly Statistics Report in Link2Feed

1 Login to your L2F Account and open Case Management as usual
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2 On the main Dashboard, you will see 'Households Served Over the Last 6 months'
as well as 'Individuals Served Over the Last 6 Months'.

If you hover over the Blue Dots on each month, you will see the Unique numbers
for each month.

If you do not have this view on your dashboard - please reach out to SHFBOC and
we can help to add this view to your dashboard.
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3 Click "Reports"

4 Click "New Report"
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5 Click "Create New Report" under the Statistics Report

6 You can title this report whatever you'd like to - Example: Monthly Stats Report
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7 You can click 'Just Me' and have the report sent to just your own Report Inbox - or
you can choose 'Me and the Following Users' and select other users at your
organization for this report to show in their report inbox as well.

8 For the Following Cycle - to run this report once, you can select under 'Relative
Dates' and then 'What I Choose'
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9 Select the Custom Date Range - For example: If choosing the previous month,
select June 1 - June 30.

10 You could also choose to make this a Recurring report.
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11 For example - if you'd like to have this report populate every months, you can
select 'Monthly'

12 Click "Last Month" and then this report will be in your Report Inbox at the
beginning of each month (or whichever date cadence you would like).
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13 Under Organizations - you will select your Organization

14 Click "Include anonymous visits" for most accurate count
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15 Select whichever Program your organization is categorized under or you are
wanting to pull from.

16 Now when you scroll down you will see all of the options to choose from on your
report. To view the Stats (households/individuals served) - you will select 'Served'.
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17 Click the "Served: Households/Individuals (Unique)" field.

18 Click the "Served: Households/Individuals (Duplicated)" field.
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The Unique count will give you the unique households/individuals - but the
duplicated will capture households/individuals that have visited more than once
within the captured time period.

19 There are a ton of other options of things you can pull in this report. I suggest
scrolling through and hovering over each option - this will give you an idea of
what information you will get if you decide to select any other options.
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20 You have the option to save this report as a template if you'd like - and then Run
the Report from the 'Report Templates' section.

21 Click "Create Report" to run this report.
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22 This will then automatically bring you to the 'Report Inbox' and you will see the
report you just rans Status with a little blue clock - meaning 'Queued' and not
ready to be seen yet.

This may take 3-5 minutes to generate.
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23 One the report is ready to view - the Status will change to a green checkmark.

24 You can now click on the report link to open it.
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25 You can now see the amount of Unique and Duplicated Households and
Individuals served.

26 In the top right corner, you can select 'Print View' or export the numbers to Excel if
needed.
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27 Click "Report Inbox" anytime to see your previously run reports.


