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Learning Outcomes 
 
By the end of this module you will be able to: 
 

• Generate a range of reports from the Carers Register 

 

Introduction 
 
This module provides information on how to generate reports from the Carers Register 
 
Reports that can be generated are: 

• Applications or authorisations by Responsible Location 

• Status of application (household) 

• Status of authorised carer (individual) 

 
The reports are generated into a CSV file format. Your agency’s ICT department will have further 
information on how to manage CSV files. 
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Task 1 

Generating a Report 
 
Option 1 

Step 1     Select Service from the left hand tool bar 

Step 2     Select the Categories Tab 

Step 3     Select the Carer Register icon 

Step 4     Click on OOHC Application/Authorisation Reports 
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Option 2 
 
If you have already used the Reports function, it will be listed under the Favourites tab and can be 
directly accessed from there. 
 
To access the Report function from the Favourites tab follow these steps: 

Step 1     Select Services from the left hand tool bar 

Step 2     Click on the Favourites Tab 

Step 3     Select OOHC Application/Authorisation Reports 

Step 4     Click on Run Now 
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Carers Register Filters 
 
Step 1     Select the relevant filters, such as Responsible Location, Application or Authorisation  
                Status and the additional filter questions 
 
Step 2     Click on Download 
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Report generated as a CSV file 
 
Activate additional excel filters by selecting Editing in the Ribbon and Sort & Filter. 
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