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Introduction 
Welcome to ORCHIDS Crystal Reports! These reports have been created to 
supplement the reports in the FamilyNet ORCHIDS application. They offer an 
alternate way to organize and summarize your agency’s data. 
 
They are also a more flexible reporting tool. You can print all or some pages of the 
reports, or you can work with them onscreen. You can also save these reports in 
different file formats. The biggest difference you will notice, however, is that the 
Crystal Reports have no case filters. Almost all of these reports run on visit dates, 
not on case dates or case status. The Crystal Reports show data about clients that 
received services (visits) during the date range of the report.  
 
As you work with Crystal Reports, keep in mind that your agency’s reports reflect 
the data that staff entered into ORCHIDS. Incorrect data on these reports are often 
correctable by correctinging the data entry. Data on these reports update early 
every morning, which means that the reports reflect all data entered into 
ORCHIDS as of the end of the previous day. 
 
Example reports used in this document display fake data. The clients, cases, and 
visits are all fictitious. 

 
 
 
 
 

ORCHIDS Application Support 
(971) 673-0382 

orchids.app-support@state.or.us 
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Logging in to Citrix and Business Objects 
 

 
 

1. Double-click the Citrix icon on your desktop. On some desktops it looks like a blue circle 
with white papers inside of it; on other desktops it looks like a yellow door. The label on 
the icon may have been renamed in your office. The Citrix icon is the icon you use when 
you log into the FamilyNet TWIST, IRIS, or ORCHIDS modules. 

 

           or                
 
 
 

2. This website should open: https://dhs.oregon.gov/vpn/index.html 

 
3. Type your Citix user name, which is also called your “p-number” or “partner number.” 

Type your password. Click the  button. 
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4. Click on the “Websites” folder icon. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5. Click on the “BOXI InfoView” icon. 
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6. Enter the same user name (p-number) and password that you used on the earlier Citrix 

login screen (Step #3). Enter your user name (p-number) and password, and then click on 

the  button.  
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Setting Your Preferences  
 
Before you start using Crystal Reports, there are two things you should do right away. You 
should set your preferences to: 

• make Crystal Reports be the first thing you see when you log in 
• allow you to print. 

 
These two tasks need to be completed once only. Completing them will simplify using Crystal 
Reports.  
 
 
 1. When you log in for the first time, this screen displays: 

 
 
 
 

  
 
 2. Click on “Preferences” near the top of your screen. 
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3. The “Preferences” window opens. Click on the checkmark to the left of the “Use Default 

Settings (Administrator defined)” option. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 4. The checkmark disappears. The “Set BI launch pad start page” field (directly below) 

becomes enabled. Parts of the field become enabled and look black now instead of gray. 
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5. Click on the radio button to the left of the “Documents tab” field. Some of the fields 
beneath it become enabled and look black now instead of gray. 
 

 

 
6. Click on the radio button to the left of the “Folders” field. The fields below it turn black. 
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7. Click on the radio button to the left of the “Select Public Folder” field. The “Browse 

Folder” button to the right becomes enabled and looks darker on your screen. Click on 
the “Browse Folder” button. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
8. A new window opens on your screen. Click on the “+” sign to the left of the “FamilyNet” 

folder. 
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9. The “FamilyNet” folder opens. An “ORCHIDS” folder appears beneath it. 
 
 
 
 

 
 

10. Click on top of the word “ORCHIDS” (to the right of the folder icon). Do not click on the 
“+” sign. 
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11. The name of your county should appear on the right side of your screen. Call ORCHIDS 
Application Support if it does not appear (971-673-0382). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

12. Click on your agency’s folder. A blue stripe appears on top of it. Click on the “Open 
button in the lower right corner of the window. 
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13. The window showing the file folders closes. You are back in the “Preferences” window. 
The name of your agency should appear beneath the “Select Public Folder” field. 
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14. To set up printing, find “Crystal Reports” on the left side of your screen. Click on “Crystal 

Reports.” 
 
 
 

 
 

15. A blue highlight appears around “Crystal Reports” on the left side of your screen. The items 
on the right side of your screen change. 
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16. Click on the item “PDF one-click printing (Adobe Acrobat required)” on the right side of 
your screen. Then click on the “Save & Close” button in the bottom right corner of the 
window. 

 
 
 

 
 
 
 
 
17. A message window will open on your screen. The message means that you need to log out 

and log back in to see the changes you have made. Click the “OK” button to close the 
message window. 
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18. Close the application. One way to do this is to click on the “File” menu at the top of your 

screen and then select “Exit” in the drop-down list. The application closes. 
 
 
 

 
 
19. Log back in. (See step #4 on page 2 if you need help.) The first screen you see after the login 

page should show your agency’s file folder and the reports inside of it. Call ORCHIDS 
Application Support (971-673-0382) if you do not see your agency’s file folder and a list of 
reports. 
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Running a Crystal Report 
 

 
 

1. A list of file folders diplays on the right side of your screen. Click on one of the file folders 
to open it. 

 
 
 

 
 
2. The reports inside the file folder you clicked appear on the right side of your screen. Double-

click on the report you wish to run. 
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3. A window appears on your screen with one or more sets of filters. What you enter in a 

filter controls what appears on your report.You must enter something in each filter before 
the report can run. The example in the screenshot above is a date filter. There are also 
other types of filters on your reports. Each type of filter is described below. 
 
 
Visit Date Filter : You use a date filter to define the date range of your report. Nearly 
every ORCHIDS Crystal report has a date filter. In the “Start of Range” field, enter the 
start date for your report. In the “End of Range” field, enter the end date for your report. 

Type your dates with slash marks: m/d/yyyy or mm/dd/yyyy. Click on the  
button to run your report. There will be a pause before the report appears on your screen. 
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Note: You can also run a report with no limit on the lower range OR the upper range. 
The example above will create a report with no limit on the lower date range, because a 
checkmark appears in the “No lower value” checkbox. Your report will include every 
visit date up to and including 12/31/2011. You cannot run a report with no lower range 
AND no upper range. 
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Two other types of filters appear on some reports and are described below. 

 
MCM-MOP Program Filter:  Above is the program filter for MCM and MOP reports. 
All MCM-MOP reports have a program filter that allows you to create a report with only 
MCM data, only MOP data, or MCM and MOP data combined. 
 

In the left window of the program filter, click on the program name. Then click on the 
forward arrow between the left and right windows. (Or, simply double-click on the 
program name in the left window.) 
 

The program name appears in the right window. Your report will show data for the 
program or programs that appear in the right window. Click the “OK” button to run your 
report.  



   
 

 18 3/28/2013 

You can select each program one by one, or you can select both programs by clicking 
once on the double forward arrow button. 

 
 

You can remove programs from the right window by clicking on one of the “Remove” 
buttons. Whatever program is highlighted in the right window when you click the 
“Remove” button will disappear from the window. The “Remove All” button will remove 
both programs even if they are not selected on the screen. 
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Age at Intake Filter: The filter above appears when you try to run the Client Population 
Summary report. You can use this filter to create a report about clients that were specific 
ages when they entered the program. 

 
 
 

 
In the left window on your screen, click on the age group or groups that you wish to 
include on your report. Click on the forward arrow between the left and right windows. 
(Or, simply double-click on each age range you wish to select.) 
 

 

 
 
The age group or groups you selected will appear in the right window. Report data will 
be limited to the age group(s) that appear in the right window.  
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You can select each age group by clicking on them one by one, or you can select all age 
groups by clicking once on the double forward arrow button. 

 
 

 
 

You can remove an age group from the right window by clicking on it and then clicking 
on the “Remove” button. Whatever program is highlighted in the right window when you 
click the “Remove” button will disappear from the window. The “Remove All” button 
will remove all age groups even if they are not selected on the screen. 
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Printing (Exporting) a Crystal Report 
 
After you have generated a report on your screen, you can print it. You will need to set your 
print preferences first. See page 10 in the chapter called, “Setting Your Preferences,” for help 
with setting your print preferences.  
 
See the chapter “Running a Crystal Report,” for instructions on how to create a report.  
 

1. After you have generated a report on your screen, click on the “Print” icon in the top left area 
of your screen. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
2. The “Print to PDF” window appears. Click on the “Export” button. 
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3. The “File Download” pop-up window appears. Click the “Open” button.  
 
 

 
4. Crystal Report Viewer - Adobe Reader will open. Click on the “Print” icon. A print dialogue 

box will open, and you will do whatever you normally do to print any document on your 
computer. At this point, your report is no longer inside of the Business Objects environment. 
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Saving (Exporting) a Crystal Report 
 
After you have generated a report on your screen, you can save it. You can also save a 
document and then print it within another application. Run a report on your screen.  
 
See “Running a Crystal Report,” for instructions on how to create a report. 

 
1. After the report appears on your screen, click on the “Export this report” icon in the upper 

left area of your screen. 
 

 
2. The “Export” pop-up window appears.  
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3. Click on the down arrow to open the list of file formats that are available. You can save 
your report in any of the file formats in the list. Click on the file type you want for your 
report.  
Note: If you save your report as a Crystal Report, you must have Crystal Reports installed 
on your computer in order to open it. It would probably be most useful for you to select a 
file type that the software on your system can open when you are not logged into Business 
Objects. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. The “File Format” list closes. Your selection displays in the field. 
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5. You can choose to save all pages of your report or only some pages of your report.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6. If you want to save only certain pages of your report, click on “Select Pages” and then 
enter a start page in the “From” field and an end page in the “To” field. Click on the 
“Export” button to create your file. 
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7. A “File Download” window appears. Click on the “Save” button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

8. A “Save As” window opens. Click on “My Computer” in the lower left side of this 
window. A list of computer drives appears in the window. The drives are a combination of 
drives you can access on your computer system and drives that you cannot access on a 
state server in Salem. Read the text below before you select a drive . . . 
 
This is what you see in the picture above: 
• 3½ Floppy (A:) IGNORE this drive! It’s on a state server in Salem. 
• System (C:) & Data_D (D:) IGNORE these drives! They’re on state servers in Salem. 
• Home (H:) This is your “home” network drive, which is a secure place to save 

client-identified data. It’s secure, because a passworded login is required to access it. 
• D$ on ‘Client’ (U:) & C$ on ‘Client’ (V:) Note the word “Client”—that means you! 

These two items are hard drives on your computer. If you save client-identified data on 

Home (H:) 
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a hard drive, you should move it to a passworded network drive after you have logged 
out of Business Objects. 

 
Be attentive to where you save reports!! When you save a report to any of the drives on 
the state servers, you will lose them forever. If you save a report that identifies any clients, 
you should be careful not to leave the report on a hard drive. Anyone that logs into your 
computer will have access to reports saved on D$ on ‘Client’ (U:)  or C$ on ‘Client’ (V:) .  
 
Double-click on the drive where you want to save your report. 
 
 

 

 
 

9. The name of the drive you double-clicked appears in the “Save As” window. Name your 
file and click on the “Save” button.  
Note: Always type in a new name for the report if you plan to save more than one report. 
Otherwise, each new report will replace (be saved over) the previous report you saved.
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10. The “Download Complete” window appears and offers you three choices. 
 
• If you click the “Open” button, your report will open using software on the state 

server. An Excel file will open inside of Excel, a Word document will open inside of 
Word, etc. Some of the reports can be edited. If you make any changes, be careful 
where you save the changes. 

 
• If you click the “Open Folder” button, the file directory where you saved your report 

will open.  
 
• If you click the “Close” button, the window will close. You will be looking at the 

report you created, inside of the Business Reports Crystal Reports environment. 
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Screen Icons 
There are icons available on your screen that are shortcuts for moving between different screens 
or performing certain functions. Below is a picture of each icon with a description. 
 
 
 
 
 
 
 
 

 
Screen Icons Icon and Description 

 

 

“Go Back” icon (left arrow) 
“Go Forward” icon (right arrow) 
“History” icon (the down arrow) 
 
These icons are useful if you are 
looking at a very long report and need 
to jump around within the report. If you 
have been using the “Group Tree” 
icon (see below) and have been 
looking at different client records or 
different staff caseloads, these icons 
can be useful for easy navigation. 
 
The “Go Back” icon will take you back 
to the previous page you viewed in the 
report. 
 
The “Go Forward” icon will return to 
the page you left when you clicked the 
“Go Back” icon. 
 
The “History” icon will open a list of all 
the pages you have visited within your 
report. At the bottom of the list is an 
option to “Clear History” or delete the 
list. 

 

“Print this report” icon 
 

Click on this icon to print your report.  

(Note: you must set your print 
preferences before this icon will work 
correctly. See the chapter called, 
“Setting Your Print Preferences.”) 
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Screen Icons Icon and Description 

 

“Refresh Report” 
 
This is a shortcut to the screen where 
you can change the date range or 
make different selections in other 
report filters, such as Age at Intake or 
Staff. Use this icon to save steps 
when you want to run multiple 
versions of the same report. 

 

“Export this report” icon  
 
Use this icon to save a copy of your 
report.  

 

“Go to Previous Page” icon 
“Go to Next Page” icon 
 
These icons move you one page back 
or one page forward. This is one way 
to scroll through the multiple pages of 
a report. 

 

 

“Page Navigation” icon 
 
Click your cursor into the white box 
and type a page number. Press the 
“Enter” key on your keyboard. You will 
be taken to that page.  
 
If you click the down arrow to the right 
of the white box, a menu opens. Click 
on “Go to First Page” or “Go to Last 
Page” to be taken to the first or last 
page in your report. 

 

“Zoom” 
 
Click on the icon’s down arrow. Select 
a percentage in the drop-down list to 
make the report larger or smaller on 
your screen. 
 
Or simply type the percentage of 
zoom you’d like to use and press the 
“Enter” key on your keyboard. 
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Screen Icons Icon and Description 

 
 

 

“Find” icon, “Search for text” icon 
 
Click on the “Find” icon to make the 
“Search for text” field appear on your 
screen. 
 
To find text within your report, insert 
your cursor in the white box and type 
the text you would like to find. Click on 
the binocular inside the “Find” field or 
press the “Enter” key on your 
keyboard. All instances of the text you 
are searching for will be highlighted in 
gold. 

 
 

 

“Show Group Tree” icon, “GroupTree” 
navigation panel 
 
Click on the “Show Group Tree” icon 
to open the “Group Tree” navigation 
panel. Some reports display an index 
in this window that shows information 
on your report. If you click on an item 
in the index (for example, “Basic 
Needs”), you will be taken to the first 
instance where that item appears in 
your report. “Basic Needs” will be 
highlighted in gold wherever it 
appears on your report.  
 
To close the “GroupTree” window, 
click on the double white arrows to the 
right of the “GroupTree” label. 
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Troubleshooting 
 
 
I’m lost and can’t find the screen I need. 
 
Navigating can feel awkward when you first start using the Crystal Reports. Two of the most 
useful tools for moving between screens are the “Refresh” icon and the “Document List” menu.  

• The “Refresh” icon ( ) is located in the toolbar at the top of your screen. Click on 
this icon to change your filter selections for a report. For instance, you would use this 
icon to run the same report for a different time period. 

• The “Documents” link is located in your menu bar at the top of your screen. Click on this 
link to see list of all your  reports. 

 
 

 
 
I clicked the “OK” button on the screen with the filters, but nothing happened. 
 

You probably skipped one of the filters. Make sure you have made a selection in every filter.  
 
Note: The date filters require two dates, a start date and an end date for the report. You must 
enter a start date and an end date for the report OR you must use the special checkboxes 
below the date filters if you wish to leave either the start or end date unrestricted.  

 
The date filter above will select all visit dates that occurred on or before 12/31/2009. 
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The date filter above will select all visit dates that occurred on or after 12/31/2009. 
 
 

 
My report won’t print. 
 

Have you set your print preferences? Follow the instructions in the chapter, “Setting Your 
Print Preferences.” This is a process that you need to complete only once. Until you set your 
print preferences to PDF, you will not be able to print a report. 
 
Call ORCHIDS App Support if you are still unable to print: (971) 673-0382. 

 
I ran my report, but there is no data on it. All I see are headings. 
 

There is no data to report for the selections you made in the filters. Click on the “Refresh” 

icon ( ) in your toolbar. You will return to the screen with the filters. Review what 
you selected in each filter. Correct what you entered in the report filters and click the “OK” 
button to try running the report again. 
 

 
I saved a report, but I can’t find it. 
 

When you are inside of Business Objects Crystal Reports and you save a report, most of the 
network drives listed in the “Save As” window are on the state server in Salem. The only 
drive that appears in the dialogue box that you can access is called, “C$ on ‘Client’ (V:).” In 
some agencies, you may also one or more of your network drives. See the chapter called, 
“Saving (Exporting) a Crystal Report” for more information. 

 

 

Do you still have questions? 
Please contact ORCHIDS Application Support: 
(971) 673-0382 or orchids.app-support@state.or.us 
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Caseload Report 
 
The Caseload Report lists any client that was seen by your agency’s staff within 
the date range. Clients are grouped according to the home visitor that has seen the 
client.  
 
The report includes some basic information about each client, such as the client’s 
name, date of birth, state id. number, and local id. number. All visit dates that 
occurred within the report’s date range are listed for each client, along with the age 
or corrected age of the client on each visit date. In addition, the report shows the 
issues and any county codes recorded for each visit. 
 
The following two pages show a Caseload report. The report displays in full on the 
first page. The second page shows the same report marked up with descriptions of 
what each field on the report means.  
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Client Population Summary 
 
The Client Population Summary reports program-level information about clients 
and their cases. Client information on the report includes race, ethnicity, gender, 
insurance status and type at intake, household income (as a percentage of the 
current federal poverty guidelines), and SSI status. Case information on the report 
includes the number of clients with multiple versus single risk factors at intake, the 
number of visits delivered during the date range, and the number of clients in 
specific age groups on the most recent visit that falls within the date range. On the 
CaCoon Client Population Summary, there is also a breakdown of clients 
according to their assigned CaCoon tiers. 
 
Only information about clients with visit dates during the date range will appear on 
this report. 
 
The following ten pages show two versions of a Client Population Summary 
report. The first version shows the report as it appears onscreen. The second 
version shows the same report with descriptions of what each field on the report 
means. 



   
 

 39 3/28/2013 

 



   
 

 40 3/28/2013 



   
 

 41 3/28/2013 



   
 

 42 3/28/2013 



   
 

 43 3/28/2013 



   
 

 44 3/28/2013 

 



   
 

 45 3/28/2013 



   
 

 46 3/28/2013 



   
 

 47 3/28/2013 



   
 

 48 3/28/2013 



   
 

 49 3/28/2013 

County Codes Report 
 
The County Codes Report shows the county codes that have been recorded on 
visits within the date range. The “County Code” field is available on every visit in 
ORCHIDS, and users can save none, one, or multiple county codes on a single 
visit. Local program staff assigns county codes (01 through 20) to represent 
specific pieces of data for tracking purposes. Examples of data that local county 
agencies choose to track with county codes include specific interventions, special 
funding sources, whether DMAP denied or reimbursed the visit, and postpartum 
outcomes. Each agency has the option of defining its own set of county codes. 
 
Most of this report consists of a table, where each row in the table represents a 
county code. The number of visits with each county code recorded is displayed. 
The percentage of total visits with each county code recorded is also displayed. At 
the top of the report the number of clients and visits are totaled. 
 
Only information about clients with visits during the date range will appear on this 
report. 
 
The following two pages show an example of a County Codes Report. The report 
displays first as it appears on the screen. A second version follows that contains 
descriptions of what each field on the report means. 
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Failed Visit Report 
 
There is a failed visit report available for Babies First and CaCoon clients.1 These 
two reports show scheduled visits with Babies First or CaCoon clients that failed to 
occur. These are sometimes referred to as “no show” visits or “not at home” visits.  
 
Any visit within the report’s date range that has the selection “8 - CLIENT NOT 
HOME / FAILED VISIT” saved in the “Location” field on Visit Tab 3 will show 
up on this report. 
 
Failed visits remain in the database and may be viewed onscreen, but they are not 
included on any ORCHIDS Crystal Report except a Failed Visit Report. If a visit 
shows up on this report in error, that is, the visit actually did occur, then data entry 
should be corrected. Deleting the selection “8 - CLIENT NOT HOME / FAILED 
VISIT” from the “Location” field on Visit Tab 3 will cause the visit to disappear 
from the Failed Visit Report and to appear on the other reports that reflect actual 
service delivery to clients. (Remember that changes in the database normally show 
up the following day on your reports.) 
 
Some agencies do not record their failed visits. Failed Visit Reports will be blank 
for these agencies. 
 
The following two pages show an example of a CaCoon Failed Visit Report. The 
first version shows the report as it appears onscreen. The second version contains 
descriptions of what each field on the report means. The Babies First Failed Visit 
Report and the CaCoon Failed Visit Report contain identical fields. 
 

                                           
1 FamilyNet ORCHIDS does not collect failed visits for MCM or MOP clients. 
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Initial Risk Report 
 
The Initial Risk Report totals the number and percentage of cases for clients that 
presented with specific risk factors. The report also totals the number and 
percentage of cases for clients that presented with multiple risk factors at intake, 
and the number and percentage of cases that have no recorded risk factors.  
 
Only information about clients that had visit dates during the date range will 
appear on this report. 
 
The following two pages show an example of an Initial Risk Report. The first 
version shows the report as it appears on a screen. The second version contains 
descriptions of what each field on the report means. 
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IOI (Issues/Outcomes/Interventions) Report 
 
The IOI Report displays data about the issues, outcomes, and interventions that 
were recorded for visits. Every visit in ORCHIDS has a set of IOI fields onscreen. 
 
Only information about visits that occurred during the date range will appear on 
this report. Any issues, outcomes, or interventions with no reported data will not 
appear on the report. You may run the IOI Report for the entire agency or you may 
run the IOI_Staff Report with the data grouped by home visitor. 
 
The following two pages show an example of one page of an IOI Report. The first 
version shows the report as it appears on a screen. The second version contains 
descriptions of what each field on the report means.  
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Referrals In Report 
 
This report summarizes the agencies and programs that referred clients into Babies 
First, CaCoon, Maternity Case Management, and Maternity−Other Program. It 
shows combined program counts and percentages and individual program counts 
and percentages. 
 
Only information about clients with visit dates during the date range will appear on 
this report. 
 
The following two pages show examples of the Referrals In report. The first 
version shows one page of the report as it appears on the screen. The second 
version is the same page annotated with descriptions of what each field on the 
report means. 
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Referrals Out Report 
 
The Referrals Out Report summarizes data about the types of agencies and services 
where staff referred Babies First and CaCoon clients for additional services. It 
displays counts and percentages of referrals out of the Babies First! and CaCoon 
programs, and displays counts and percentages of clients who either began 
receiving the referral service or who were not eligible for the referral service.  
 
Only information about clients with visit dates during the date range will appear on 
this report. 
 
The following two pages show two versions of the same Referrals Out report. One 
version shows how the report appears on the screen. The second version contains 
descriptions about what each field on the report means. 
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Summary Report (Client Counts and Visits) 
 
The Summary Report (Client Counts and Visits) summarizes the number of clients 
and visits for each month during the report’s date range. It also totals the number 
of clients, cases, and visits included in the report. 
 
Only information about clients with visit dates during the date range will appear on 
this report. Keep in mind that the counts for a month may be misleading if you use 
a start date that doesn’t occur at the start of a month or an end date that doesn’t 
occur at the end of a month. 
 
The following two pages show an example of a Summary Report. The first version 
is simply the report. The second version is annotated with descriptions of what 
each field on the report means.  
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Tickler Report 
 
The Tickler Report was developed to aid staff in scheduling client visits. Active 
clients appear on this report, along with all of their visit dates and some key 
information. Clients whose cases have closed (i.e., have been discharged) do not 
appear on this report.  
 
The Tickler Report varies slightly by program, although the Babies First and 
CaCoon reports are nearly identical. They both group clients by home visitor, and 
then show each client’s name and date of birth, state ID, local ID, and weeks of 
gestation at birth. Each visit date is listed by client. Next to each visit date, the 
report displays the client’s age (or corrected age) on the day of the visit, any 
screening and measurement recorded at the visit, and the date the home visitor 
expected to see the client again (estimated next visit date). The CaCoon Tickler 
Report also includes the Tier Level assigned to the client. A client will remain on 
this report until the client’s case closes in ORCHIDS. 
 
The MCM/MOP Tickler Report includes the client’s name and date of birth, state 
ID, local ID, estimated due date, and actual delivery date. Each visit date is listed. 
Next to each visit date, the report also displays the client’s age on the day of the 
visit and the date the home visitor expected to see the client again. The report can 
be run on MCM or MOP clients alone, or with the MCM and MOP clients 
combined. A client will remain on this report until the client’s case closes in 
ORCHIDS. 
 
The following four pages show a CaCoon Tickler Report and an MCM/MOP 
Tickler Report. Each report displays on one page, and then displays again on a 
second page with descriptions of what each field on the report means. 
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