Getting Around in the Subsidy - MyWIChildCare
WebI Reports — “Viewer”
Quick Reference Guide
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screen to change report values
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Export your
report

Navigation
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section of =

the report =] . . _
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Add one or many filters by clicking “Filter Bar,” then
selecting the Add Simple Filters icon. Remove filters

. . by selecting Remove from the drop-down menu.
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To sort, select Design Mode

1. Click the Design button

2. Select the Analysis tab

3. Select a cell under column heading for sorting

4. Click on the sort drop-down and select the
desired sort option
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The report may =
be exported to a =l
variety of file
formats by
clicking on the on
the Export icon
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Export Document As i’ 73 Click icon to add simple report filters
Export Current Report As  # POF
Export Data to C5V ... Excel 2007
Excel
CSV Archive

Child PIN
Number

Text Child MName

Note: Export Document As will export all of the tabs in the report.
Export Current Report As will export only the currently active tab.
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