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What you will learn in this guide

* You will learn how to run the Component History
Report to accurately select the cases for your
Billing Roster.

 You will learn how to use Excel to remove
duplicated clients from the list.
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Step 1: Generate Your List

| Home | | Back || Help |

Select “Both” for Prog ram Type . Component History Report Selection

Program Type: () pisg () BFET (@ Both
From Date: | 08/01/2019 To Date: |06/31/2019 <- Reset dates
Enter the dates for the osni201s | @ eB12019 | @
month for your billing roster. e s e e
Select Description * A
ol D Fl FOOD STAMP E&T INDICATOR
Sel eCt a I I B FET D FP RISE PILOT PARTICIPATION (BFE&T)
components (BE, BR, JS, - T [FuLLTIvE EPLOvwENT
O GE HIGH SCHOOL EQUIVALENCY - PARTICIPANTS 20 YEARS OR OLDER
JT, SL, VE) for the [———4 = T
prOVI der- E JT JOBS SKILLS TRAINING
D PT PART-TIME EMPLOYMENT
DO NOT seIeCt the FI SL STRATEGIES FOR SUCCESS (RISE) v
Componen t! H = VF VNCATIONAI FDINCATION
Contractor Codes: (Select at least one Contractor)
Select All  Un-Select All
Select Description 4
~
Select your
Contractor Code ) S itk
D 6BO RFSC - ORIA BFET
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Step 1: Generate Your List (continue)

LONUractor LOUES: (Select at least one Contractor)
Select All  Un-Select All
Select Description 2R
0 6BM NEIGHBORHOOD HOUSE - ORIA BFET
v 6BN REWA - ORIA BFET
0 680 RFSC - ORIA BFET
0 68P RISNW - ORIA BFET
0O 68Q TRAC - SNOHOMISH CO - ORIA BFET
0 6BR TRAC - KING CO - ORIA BFET
0O 6B8S TRAC - PIERCE CO - ORIA BFET
0 68T WR SEATTLE - ORIA BFET
WR TRI-CITIES - ORIA BFET v
Click Get REDort— [ Got Repor |

[ Home | [ Back || Help |

Export to Excel

Component History Report
Average hours per component: 9
Average days per component: 68

There are 41 unique clients on this report

is hours per week I | Reset Sort Order | | Export to Excel

JASID ] Component ] Status & Scheduled End Date ¢  Actual End Date % Hours ¢ Completion Code £
Al [v] v

ARASA | ESON0ENT es NSNS NN AOMEFNAN ASME AN aa AOALEIN ETEMN CATICSASTARND WV
N -
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Step 2: Create Your Billing List

File Home Insert Page Layout Formulas [ Tell me what you want to do... Skaar, David W

= [ Show Queries ’_ L] Conneh ; H Clear Y o B0 Consolidate O gl UE Group ~
= [P aiinn =i _ - B @
DFranable M ties ] Reapply H*HR&moveDupllcatfs lationships . E_EUngroup @
Get External  New Refresh =1 Sort Filter Text 3 What-If Forecast
Data~  Query~ D&) Recent Sources | pj1~ Ezt ks A Yo Advanced Columns =@ Datg ramaanon - @I e Model Analysis~  Sheet EE Subtotal

Get & Transform Co Sort & Filter Data Tools Forecast Qutline [P

A0 v J || 4sC
A B C D E F G H | J K
1 |Component History Report o o .
> \arer 1. Highlight the entire table
3 | Run for dates 10/01/2018 thru 10/31/2018 4 N
4 _A\lrerage hours per Compgnent: 24 2l Select Data ln the top rlbbon
5 |Average days per component: 114 o
6 |There are 190 unique clients on this report 3- SE'ECt Re move Dupllcates
7
B 4
4] JASID |Component|Status |Start Date|Scheduled End Date |Actual End Date |Hours Cnmpieﬁe
10 VE Active |9/24/2018 12/12/2018 20
11 VE Active |9/24/2018 12/12/2018 28
12 VE Active |9/24/2018 12/12/2018 20
12 \E Artiua | G/IA/9018 1941343018 10
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Step 3: Create Your Billing List (continue)

I To delete duplicate values, select one or more columns that contain duplicates.

5= Select All || 5 Unselect All | My data has headers
Columns L]
|:| Contractor
|:| Mame
JAS ID

|:| Component

|:| Status
[ 1 start Date v

1. Click on Unselect All
2. Click on the JAS ID box
3. Click Ok

Note: This will remove all duplicated eJAS IDs on the highlightedtable. It is best to use
JAS ID since these are unique to each client even if they have the same name.
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Step 3: Create Your Review List (continue)

O Te

Insert Page Layout Formulas Data Review View Power Pivot

DEE%E]::‘?‘“

e Wiap T
Copy a” the Names Pa'steDv EE EdMerge & Center = $ - % :vﬂﬂ ;mﬁd'ﬁ:::f&‘ In?ﬂ Delae For:nat e

Il Styles Cells

Number

Alignment M

and JAS IDs. v

Status | Start Date | Scheduled End Date | Actual End Date |Hours Completion Code
Closed | 5/30/2019 8/26/2019 8/26/2019 1|COMPLETED SATISFACTORILY
Active | 7/9/2019 10/7/2019 5
Active |6/28/2019 9/24/2019 1
Active | 7/10/2019 10/8/2019 5

Insert Page Layout Farmulas Data
ﬂ - - —
M % |Calibri i c|K A | T == | ® | BwepTe |General |
ERy -
Paste e B I = = = | €= 3= | ] Merge & Center - | $ - % * |‘_'0-3 g Condltlfmal Fa
. Formatting = 1
Mumber P Sty

Clipboard Alignment P

) : Paste them into the
pprre=— = Billing Roster.
oy | [tis acceptable to paste
i the names into the First
Name column (B).
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Need help completing your Billing Roster?

Contact a member of the BFET Operations Team for assistance.

Name Phone Email
Anita Callahan (509)225-6123  Anita.Callahan@dshs.wa.gov
Debbie Wilson (509)839-7219 Debra.Wilson@dshs.wa.gov
Kellyn Westra (206) 716-2465  Kellyn.Westra@dshs.wa.gov
Linda Dofelmire (360)688-8511 Linda.Dofelmire@dshs.wa.gov
Mike Hanratty (206)450-7251 Michael.Hanratty@dshs.wa.gov
Rick Lee (206)450-4874  Rick.Lee2 @dshs.wa.gov

Robin Thrower (425)223-1419 Robin.Thrower@dshs.wa.gov
Tea’LaunnaBrown (206)716-2432 Tealaunna.Brown@dshs.wa.gov
Terra Gilmore (253)428-3269 Terra.Gilmore@dshs.wa.gov
Terry Thomas (509)227-2643 Terry.Thomas@dshs.wa.gov
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