Early Hearing, Detection
and Intervention Program

How to generate EHDI reports through Citrix/BOXI

The steps outlined in this document will show you how to access and generate EHDI Reports
through Citrix/BOXI.

1. Launch the website https://dhs.oregon.gov/vpn/index.html and log into Citrix by entering
your username and password.

Oregon Department of Human Services
Remote Access Portal
By clicking the Log On button, you state that you are authorized to access this

system. Uze of Oregon Department of Human Services systems are monitored
and loc ividuals using this computer system without authority or in

excess of their authority are subject to being prosecuted under ORS 164.377,
Titke 1 C 2511 andfor any other applicable state or federal law.

Call the DHS Service Desk at (503) 945-5623 for additional assistance

LogCn

2. Click on the button.

Please note: If you do not have the latest version of Citrix, you will be prompted to

download the Citrix client software. You must download the software before you proceed

with step 3. To download the software, please refer to the “How to install the Citrix

Client” document at,

http://www.oregon.gov/DHS/ph/ch/hearing/providers.shtmli#OVERS Hearing_Screening
Module
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3. Inthe main menu click on the “Website” folder.

Applications

Main

ol

Websites

4. Then click on the “BOXI” icon.

Applications

Main > Websites

e

BOXI

5. Log into BOXI with the same Citrix user name and password.
)
Business Objects

an SAP company

Log On to InfoView Help

Enter your user information and click Log On.
(If wou are unsure of your account information, contact your syskem administrator, )

User Marne: |p123456? |

Pazsword: |!||||||| |

Authentication: I Windows a0 j

6. Click on the button.
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7. Click on “Document List” located on the tool bar or under Navigate.

BUSINESSOBIJECTS INFOVIEW

&3 Home [ Document List ||Open ~ | Send To ~ | Dashboards ~

Help | Preferences

Navigate

Yiew your Inbox, Favorites, or Document Lists, Use the Help to learn
more about InfoView.

Document List

My Favorites
A My Inbox
% Information OnDemand Services
@ Help

Welcome:

Personalize

Change your InfoView start page, viewing options, and preferences
for daily tasks.

[ Preferences

For steps 8 through 11, we will be using the navigation panel located to the left of the

screen.

&5 Home | Document List | Open ~ Dashboards ~

Help | Preferences | About

{ Navigation Panel ]

A Title
My Favorites

My Favorites
& nbox Inbox

- [ public Folders Fublic;Folders

IS

Search title ~ | | £ of 1

8. Click on the + (plus sign) next to “Public Folders”.

& Home | Document List | Open ~ | Send To - | Dashboards - Help | Preferences | About
|_ B | & | New - Add - | Organize - | Actions - Search title - | ye ofl
- Al Title * Last Run Type Owner Instances
E My Favorites Alexsys Folder Captain Jack
- &b 1box Reports for OIS-Alexsys users
FamilyNet Folder OR0165307

FamilyNet Reports

9. Click on the + (plus sign) next to “FamilyNet”.

&3 Home | Docurent List | Open « | Send To « | Dashboards -

Help | Preferences | About

Alexsys ORCHIDS ODS Reports

’_ B 2 | New - Add - | Organize - | Actions - Search title - | | £ of 1
Bl Title * Last Run Type Dwner Instances
- [ iy Favarites EHDL Folder ORO160136
& mbox EHDI ODS and HiTrack Reparts
B[ public Folders ORCHIDS Folder CRO160136
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10. Click on the + (plus sign) next to “EHDI”.

&} Home | Document List | Open ~ | Send To - | Dashboards -

Help | Preferences | About

|7 B | @ | New - Add - | Organize - | Actions ~ Search title ~ | | £ [ Jof2+

B- A.II = Title * Last Run 7 T\(Js\\\ Owner

“ My Favorites Adventist Medical Center Folder OR0008812
L Inbox

Public Folders

Ashland Community Hospital Folder OR0008812
Alexsys
FamilyMet Bay Area Hospital Folder OR0008812
% el
Adventist Medical Center Blue Mountain Hospital Folder OR0O008812
Ashland Community Hospital
Bay Area Hospital Columbia Memorial Hospital Folder ORO008812

11. Click on the folder with your hospital’s name and a list of reports will be available for
your selection.

& Home | Document List | Open ~ | Send To - | Dashboards -

Help | Preferences | About

|— B | & | New - Add - | Organize - | Actions - Search title - | | £2 of 1
=5 : Public Folders -] _— Last Run C Type e~
H ) Alexsys ¥ HiTrack Flow Chart Report 1ul 19, 2010 12:11 Crystal Report  OROD08812
B Familylet

EHDI

Adventist Medical Center

12. To the righ to the screen, double click on the report you wish to generate.

&3 Home | Document List | Open = | Serd To ~ | Dashboards -

Help | Preferences | About

’_ B | & | New - Add - | Organize - | Actions - Search title - [ | 2 [ Jof1
= Title * Last Run Owner Instances
= My Favorites HiTrack Flow Chart Report 110 12:11 PM
E Irbox H
B2 public Falders
Alexsys
B- FarmilyNet
= [ gt
L Aclve

13. Enter the reporting parameters.

&3 Home | Document List | Open - | Send To - | Dashboards -

Help | Preferences | About

Yview - HiTrack Flow Chart Report
Enter promptk values,

Enter BirthDate: Biirt!
Please enter Date in format "mmfdd /ey,
Start of Range: End of Range:

Enter a Yalue: Enter & Yalue:

[otjotizo1n F3| [oeanzo10 i
¥ Include this value [~ Ma lower value ¥ 1nclude this value [ Mo upper value

14. Click on the L_2¢__Iputton.
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After the report is generated you can save, export, zoom or print the report by selecting the
designated icon(s) on the tool bar.

&y Tool Bar Open ~ | Send To ~ | Dashboards ~ Help | Preferences = About

art
N | E]Paramelersj‘;;’:j Group Tree !1+ » M| Bfoow |- | ] CRYSTAL RY

Main Report |

The disk icon allows you to save the report into one of
Iﬁﬂ the following formats:
e Crystal Report (RPT)
Portable Document Format (PDF)
Microsoft Excel (xIs)
Microsoft Word (doc)
Rich Text Format (RTF)
Separated Values (CSV)
Extensible Markup Language(XML)
The printer icon is a short cut that allows you to print
the report.

The arrows allow you to page forward or backwards.

i1+ b M

—_

S
B ————
B ———— | .
— The_: refresh icon allows you to regenerate the report by
il taking you back to Step 13.

A 00156 . This is a zoom function that allows you to enlarge or
reduce the image on the screen.

This binocular allows you to search the report for a
(H specific text.

If you have any problems accessing Citrix/BOXI or have any questions about the report,
please call Ben Spencer at 971-673-2433 or Julie Hass at 971-673-0264.
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