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About This Manual

This manual is designed to assist you in using the Filters, Browse/List/Export and
Count/Graph menu selections that the HDIS system provides for you. These functions
will help create your own ADHOC reports or export your HDIS data for a third part
software, such as Microsoft’'s EXCEL or ACCESS. All three of these functions are
available on all of your HDIS modules.

Note: For Technical Support, (440) 235-1199



Filters

You may limit the information requested by using filters. When you create a filter, only
records that match the filter expression are available for preview or print. From any
“‘Reports, Browse/List/Export”, or “Count/Graph” you can click the “Filters” button.

& Yending Filter Options - Applications

Ficld Marme 15t 5
# OF LICEMSES - - - - o
2MD LAST INSPECTICN = ¥ = - N | |
3RD LAST INSPECTION = ~] = -] r r =
A1DIT [ ~] - ~ = B
Iy [ ~|mEnTOR = ~I u u u |—
COMMISSARY HD. = ~| = -] r u [~
COMMISSARY ID# - -] = =] r ~ =
COMMISSARY LICENSEDHERE  [= | - B r r [~
DATE ISSUED - -] = =] u u =
DATE PAID = -] = -] r [~ =
E-MAIL BUSINESS OPERATOR = - = - | | | | |
E-WAIL BUSINESS OvWWHER = ¥ = - | | |
E-MAIL CHAIN OVWNER [= ~] = ~] r r =
E-MAIL MAMAGER - - - B o o [
E-hAIL OTHER: - - - - o o [
- -] = -] " = =
=5 .~ o ~ I Jj
L
Clear Filter ‘ Onen Filter | Save Filter | Close ‘
In the example above we are using the filter options for printing out the vending
applications. In this case, we want to limit the report to only print out the Vending
Machines that are located in the city of “Mentor”.
Field/Button Description
Field Name Name of field
= equal to
> greater than
< less than
=> equal to or greater than
=< equal to or less than
<> not equal to
Data Data values/descriptions for which you are searching.
= equal to
> greater than
< less than




=> equal to or greater than

=< equal to or less than

<> not equal to
Data When doing a range,

data values/descriptions for which you are searching.

1 sort First sort for the data selected
2" sort Second sort for the data selected
3" sort Third sort for the data selected
Save Filter Saves filter created for later use
Open Filter Opens a saved filter
Clear Filter Clears all filters.

**Other Examples of data:
Inspector's Code = 01
Political Subdivision Code=03
City=Painesville

Some filters might involve a range of data.

Date Issued => 01/01/2005 =< 12/31/2005
Or

License => 9001200 =< 9001300

Browse/List/Export



Browse/List/Export allows you to create reports and lists, which may be previewed,

printed, or exported.

&= Vending - Browse/List/Export §|
Output to: Ok
 Gereen
" Printer Llise
" DBF file

Filters
" SDF file
" Delirmited file Font
Qutput data:
+ Al Fields
" Selected fields only
Sort by: (3 Max)
J #oflicenses -
2nd last inspection
< ard last inspection
Audit
ity
- Commissary H.D.
Commissary ID#
J Commissary licensed here ﬂ

Field/Button Description

Screen QOutputs the data to the screen

Printer Outputs the data to the printer

DBF file Outputs the data as a .dbf file

SDF file Outputs the data as a .sdf file (COBOL column oriented -
disregard)

Delimited file Outputs the data as a delimited file

Browse Browse to the location you wish to export the data

All Fields Outputs all data fields

Selected fields only QOutputs the selected fields only

Sort by: (3 Max) Sorts the data by the field(s) chosen

OK Starts the report

Close Closes the report




Filters See Filters

Font Select font for report

The “Browse/List/Export” Filters window has an additional column on the far left
named “Output”. By putting a check in the box to the left of selected fields, you will limit
your output to just those fields.

Browse/List/Export - Creating a Report



&l Vending - Filters for, Browse/List/Export

Output [Field I—I[Ilata—’—’[)ata— -

u # OF LICENSES - ~] = =]

H IND LAST INSPECTION = - &

H 3RD LAST INSPECTION = - &

u A1DIT = - &

v Ty [ ~||menToR] = -l ’—

r COMMISSARY HD. = -l = -l

u COMMISS AR ID# - - = -l

m COMMISSARY LICENSED HERE  [= = = -l

[ DATE ISSUED = - = B

u DATE PAID = - &

u E-talL BUSINESS OPERATOR = - = -l

u E-MaIL BUSINESS CHyHER = - &

o E-MAIL CHAIN CYWHER - - B

u E-MAIL MANSGER - ~] = =]

u E-M&IL OTHER - ~] = =]

o FaX - E B

~ F50 - B & =

L | o
Clear Filter ‘ Cpen Filter | Sawe Filter ‘ Clase |

In the example above, we are using the filters function to produce a report that brings up
all of the Vending Machines that are located in the city of “Mentor”.

** Remember to check the “Output” checkbox for the field you wish to limit your data to.

Browse/List/Export - Exporting DBF File to Excel



In this case, we are using the “Browse/List/Export” function to export the “Beaches”
.dbf file to Excel.

&& Beaches - Browse/list/Export | |

£

Output to: OK
™ Screen
" Printer Clee

Filters

" 5DF file

il

" Delirmited file Faont

CAHDISEXFORT ’

Output data:
(* All Fields
" Selected fields only

Sort hy: (3 Max)

J 2nd lastinspection i‘

3rd lastinspection
< Audit #
Beach size
City
> Date paid
Diate permitissued
J Emergency address j

In the “Browse/List/Export” window, under “Output to:” select “DBF” file.
Next, click the “Browse” button to indicate where the export file will be saved.
You also have the option to use filters to select specific fields you wish to export
Otherwise, all fields will be exported



Save As

Save in: | ) ExPORT

FS0O_RFE.DEF
MOEBILE DEF
TEMPORARY DBF
YEMDIMG. DEF

Save File

Save as type: | Table/DEF [*.dbf)

The “Save As” window will open and your file will already be given a name.

In this case, the program named the file “beaches.dbf”.
If you wish, you are able to change the name of the file.

All files will be saved in the “C:\HDIS\EXPORT” folder as a default unless you change
the destination folder. When you are finished, click the “Save” button.

This will take you back to the “Browse/List/Export” window.

K& Beaches - Browse/list/Export | |

Cutput to:
™ Screen
" Printer
 [DBF fle,
" SOF file
™ Delimited file

CAHDISEXFORT

Cutput data:
{* All Fields
" Selected figlds only

Sort by: (3 Max)

£

Close

Filters

ek

Font

Browse

2nd lastinspection
3rd last inspection
Audit#

Beach size

City

Date paid

Date permitissued
Emergency address

-

|- |

Click the “OK” button to save the data selected to your export file.




Next, we will open the exported file in “Excel”.
Open Microsoft’'s “Excel”.

£4 Microsoft Excel - Book

Eile Edit View [nsert Format Tools Data Window Help
s Gy & bR @ = & 2 El D
/ Open

m—l x| =

A | B [ ] E F [E]

1 |
2
3
4
5

In Excel, click the yellow “Open” folder.

Open E| FZ|

Loak in |@ Hdis j &= @ % + Taols -
- Mame | Size: | Type | Modified | ~
é i @cllent Falder S/2412004 &:...
|5 convert Folder Sf24i2004 5.,
[ data Folder 3/10/2005 10:1...
|y DEATH Folder 1/1/2005 10:...
|5 decs Folder Sf24i2004 5.,
| download Folder 12/19/2004 5:4...
| EXE Folder 5/24j2004 8:...
EXPORT Folder 31142005 1001,
|5 Forms Falder 3/9/2005 7:25 PM
|5 Formsct Falder S/2412004 &:...
T -5 Formshs Folder 31102005 &:...
) Farmsmms Folder 3/5/2005 9:40 AN
|5 graphics Falder 311002005 9:...
) import Folder 11442005 10:2, ..
S | include Folder 5f24§2004 81, v
z : File name: | j
Files of type: |.ﬁ.|| Microsoft Excel Files (*.x1*; *.xls; *.xlt; * htm; *.html;j | Cancel |

/

In the “OPEN” dialog window, change the “Files of Type” to “dBase files (*.dbf)".
Locate the “HDIS” folder and then choose the “EXPORT” folder and click the “Open”
button.

Remember, all exported data in “HDIS” will be sent to the “EXPORT” folder unless you
specified a different destination folder.



In the “Open Window”, find your file and click the “Open” button to open the file in

Excel.

Lockin: |2 EXPORT | @ X 5 ER - Took -
Narne Size | Type | Modified |
§ il 3 KB Microsoft Wisual... 3f11/2005 10:1...

BEACHES.FPT
[Z] BIRTH.T=T
FS(_RFE.DEF
[Z] FSO_RFE.TAT
MOBILE.DEF

[Z] MOBILE.TXT
TEMPORARY, DBF
[Z] TEMPORARY.TKT
VENDING DEF

2] VEMDING.TXT

1 KB Microsoft Yisual.

0 KB Text Document

4630 KB Microsoft Yisual.,

2549 KB Text Document

165 KB Microsoft Wisual...

82 KB Text Document

2258 KB Microsoft isual...

1235 KB Text Document

794 KB Microsoft Wisual...

425 KB Text Document

. 3/11/2005 10:1..,

. 2/6/2005 2:27 PM

F(4/2005 9:57 AN

2[6/2005 2:27 PM
Z[6{2008 2:29 PM
/62005 2:29 PM
{62005 2:30 PM
{62005 2:30 PM
{62005 2:30 PM
{62008 2:30 PM

File name: ||

[= & Open |~

Files of type:  [al Files (*.%)

j Cancel
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Browse/List/Export - Exporting a Delimited File to Excel

Now we are going to use the “Browse/List/Export” function to export the “Beaches”
.delimited file to Excel.

&& Beaches - Browse/list/Export

Output to: OK

™ Screen
Close

" Printer

Filters

" Delirmited file

|C:1HDISIE}<F'ORT '

Output data:
(* All Fields
" Selected fields only

Font

il

t :

Sort hy: (3 Max)

J 2nd lastinspection i‘

3rd lastinspection
< Audit #
Beach size
City
> Date paid
Diate permitissued
J Emergency address j

In the “Browse/List/Export” window, under “Output to:” select “Delimited file”.
Next, click the “Browse” button to indicate where the export file will be saved.
You also have the option to use filters to select specific fields you wish to export.
Otherwise, all fields will be exported

11



[ Save As E|E|

Save in: | 9 EXPORT =l i gl

[Z] BIRTH.TST

[Z] Fso_RFE.TXT
[£] MOEILE, TRT

[Z] TEMPORARY. TXT
[£] vEMDING, TXT

Save File

Save a3 type: |Fi|e [*tt) j Cancel
Help

The “Save As” window will open and your file will already be given a name. In this
case, the program named the file “beaches.txt”. If you wish, you are able to change
the name of the file. All files will be saved in the “C:\HDIS\EXPORT” folder as a default
unless you change the destination folder. When you are finished, click the “Save”
button. This will take you back to the “Browse/List/Export” window.

&& Beaches - Browse/list/Export

X
Output to: Ok
" Zereen
" Printar Cliose
: ’ Filtars
" SDF file
" Delimited file Font

CAHDIS\EXFORT Browse

Cutput data:
{* All Fields
" Selected figlds only

Sort by: (3 Max)

J 2nd lastinspection i‘

3rd last inspection

< Audit#

Beach size

City
> Date paid
Diate permit issued
J Emergency address ﬂ

Click the “OK” button to save the data selected to your export file.

12



Next, we will open the exported file in “Excel”.
Open Microsoft's “Excel”.

£4 Microsoft Excel - Book
Eile Edit View [nsert Format Tools Data Window Help

DEeEs @AV §aa

&z A 2Rl

2=
A | B

—

[0y B U Y S P

In Excel, click the yellow “Open” folder.

RIX
Loak i |@ Hdis j &= @ % + Taols -
- Mame | Size: | Type | Modified | ~
é i @cllent Falder S/2412004 &:...
|5 convert Folder Sf24i2004 5.,
[ data Folder 3/10/2005 10:1...
|y DEATH Folder 1/1/2005 10:...
|5 decs Folder Sf24i2004 5.,
| download Folder 12/19/2004 5:4...
| EXE Folder 5/24j2004 8:...

EXPORT Folder
|5 Forms Falder
|5 Formsct Folder
) Formshs Folder

3(11/20085 10:1...
3092008 7:25 PM
5(24/2004 Bi...

3102005 &:...
|5y Formsms Falder 3/5/2005 9:40 Al
|5 graphics Falder 311002005 9:...
) import Folder 11442005 10:2, ..
S | include Folder 5f24§2004 81, v
z : File name: | j
Files of type: | all Microsoft Excel Files (%, *.xls; *.xl; * htm; *.html;j | Cancel |

In the “OPEN” dialog window, change the “Files of Type” to “Text Files (*.prn; *.txt;
*.csv). Locate the “HDIS” folder and then choose the “EXPORT” folder and click the

“Open” button.

Remember, all exported data in “HDIS” will be sent to the “EXPORT” folder unless you
specified a different destination folder.

13



Open E

Lookin: [ E=PORT x| & @ X O EE - Tooks -
Marme | Size: | Type | Modified |
§ BEACHES, DEF % KB Microsoft Visual... 3/11/2005 10:1...
BEACHES.FPT 1 KB Microsoft Yisual,,, 3/11/2005 10:1..,
[E{§BEACHES 1 KB Text Document  3f11§2005 3.,
=| BIRTH.TKT OB Text Document  3/4/2005 9:57 AN
F50_RFE.DEF 4690 KB Microsoft Yisual. .. 2/6/2005 2:27 PM
E’] Fa0O_RFE.TXT 2549 KB Text Document  2/6[2005 2:27 PM
MOBILE.DEF 165 KB Microsoft Visual,,, 2/6/2005 2:29 PM
E’] MOBILE. TXT 82 KB Text Document  2/6/2005 2:29 PM
TEMPORARY.DEF 2258 KB Microsaft Yisual, .. 2/8/2005 2:30 PM
r;] TEMPORARY. TAT 1235 KB Text Document  2/6/2005 2:30 PM
WEMDIMNG, DEF 794 KB Microsoft Yisual,.. 2/6f2005 2:30 PM
g YENDIMNG, TAT 425 KB Text Document  2/6/2005 2:30 PM
®
== File name: | j E Cpen v
P Fies of type: [al Files (*.%) =l Cancel

In the “Open Window”, find your file and click the “Open” button to open the file in
Excel.

Text Import Wizard - Step 1 of 3

The Text Wizard has determined that your data is Fixed Width.
If this is correct, choose Mext, or choose the data bype that best describes vour data.
Original data type
Choose the file type that best describes wour data:
P v Delimited - Characters such as commas o tabs separate each field,
™ Fixed width - Fields are aligned in calumns with spaces between each Ffield,

Skart impart at pow: 1 EI: File: arigin: Windowes (ANST) -

Preview of file C\HdisiEXPORTIBEACHES. TXT.

ip,"", "EDGEWATER PAPKE", "1Z34 ANY STREET","PAINSVILLE", "OH", "<4407 -

12|

2 |

E3

1= -

. 2
Cancel | Einish |

The “Text Import Wizard” window will open.

Make sure that you have selected “Delimited”.
Click “Next”.



Text Import Wizard - ©ep 2 of 3

haow wour kext igBffected in the preview below.

[~ Tab ™ Semicolon v Comma
[~ Space [ Other: ’_

Data preview

This screen lets voy#Set the delimiters your data cont

5, fou can see

[ Treat consecutive delimiters as one

Text gualifier: WL‘

I EDCEWATEER PARE 1234 ANY STREET PATNSVILLE DH (14077 0 ﬂ

i —

Cancel

< Back | Mext = | Einish |

In the “Delimiters Box” uncheck “Tab”.
Click “Comma’”.
Click “Next”.

Text Import Wizard - Step 3 of 3

This screen lets you select each column and et
the Data Format.

‘General' converts numeric walues to numbers, date
values ko dates, and all remaining walues ko text,

Advanced...

Data preview

Column data Format
+ General

™ Text
" Date: MDY -

" Do not import colurnn (skip)

PX

Cancel |

= Back |

EET", "PAINSWILLE", "0OH", "44077" i‘

You may indicate the type of data in each column by selecting the column and then

selecting the “Column Data Format”.

Click “Finish” button when done.
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Browse/List/Export - Using the Sort Function

= Yending - Browse/List/Export El
Output to: (8] 54
i+ Screen
" Printer Close
" DBF file
Filters
" SDF file
" Delimited file Font

Output data:

" Al Fields
&+ Selected fields only

Sort by: (3 Max)

City J #oflicenses i‘

Znd lastinspection
__________ <...| [3rdlastinspection
Audit
City
- Commissary H.O.
Commissary [D#¥
J Commissary licensed here ﬂ

Information is presented by name in alphabetical order. To change this sort, highlight
the field name on the right window and click the < button to remove this item from
the sort. Then, highlight the item wanted in the left window and click the >
button.

The sort function allows you to sort the data in the report. In the example above, the
data in the report will be sorted by “City”.

16



Count/Graph

You can create reports that generate aggregate data that may be presented as a Count,
pie graph or bar graph. In the following examples we are going to use the count/graph
function to count the number of Vendors in each city.

= ¥ending - Count/Graph

Repart Title

| City
Legend Title

Filters Close Ok |

Qutput to:
+ Screen " Print

#oflicenses

2nd lastinspection
3rd lastinspection
Audit

Cammissan H.D.
Cammissary [D#
Commissarny licensed here
Date izsued

Date paid

" DBF file " SDF file ™ Delimited file

[ s

Qutput:
{* top ten " all

" ) Type Sort by
E-mail business aperatar
E-mail business awner  count * High to low
SR TG " piegraph " pie graph (ull page)  Lowto high
ém::: ;r:r?g?ger ﬂ " hargraph ¢ bar graph full page) " hydata
Footer
Field/Button Description
Report Title Enter a report title (optional)
Legend Title Enter the legend title (optional)
Footer Describes graph (optional)
QOutput to Select location of output
Output Top ten - distributes for the top ten and groups the remaining
data collectively under other. Select All - all data is displayed
Count Prints count and percentage report
Pie Graph Pie graph format with a legend
Bar Graph Bar graph format with a legend

Pie Graph (full page)

Pie graph format on a full page

Bar Graph (full page)

Bar graph format on a full page

High to Low Sorts data from highest count to lowest
Low to High Sorts data from lowest count to highest
Data Sorts alpha or numeric based on the selected data

17




Filters Create filters for data

Close Closes the table

OK Runs the report

Browse Browse to the location you wish to export the data to

Count Report

City - Count/Percentage

Humber Percent City

a 20 % | MENTOR
5] 16 9% | KIRTLAND
] 13 % | PAINESVILLE
4 10 % | AKRON
3 g % | CLEVELAND
1 3 % | CHARDOM
1 3% | CLEVELAND HTS.
1 3 % | COLUMBIA STATION
1 3% | CONCORD

10 25 % | OTHER

40 100 % | Totds

The Count Report shows how many Vending Machines are in each city together with a

percentage.

Pie Graph
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City

24%

EMENTOR

B KIRTLAND
OPAINESVILLE
OAKRON
mCLEYELAND

@ CHARDON

B CLBYELAND HTS.
OCOLUMBIA STATION
HCONCORD

mOTHER

13%

The pie graph shows how many Vending Machines are in each city.

Bar Graph
City
12 I OTHER
o B CONCORD
O COLUMBIA STATION
8 - O CLEVELAND HTS.
W CHARDON
. E CLEVELAND
4. B AKRON
O PAINESVILLE
2 B KIRTLAND
04 B MENTOR

The bar graph shows how many Vending Machines are in each city.
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