	704 Reporting –

Important Items to enter

1. SITUATIONS
In the Consumer Service Request Record (Case), the Situations Living Type at Intake and Exit is needed for the 704 in order to report which consumers have moved out of a Primary Care Facility.  (For detailed instructions see the “Consumer Requests for Service (Cases)” Training Documentation.)

2. PRIMARY DISABILITY
Enter at least one Consumer disability as the primary disability by clicking in the Primary checkbox.  Primary must be selected for the 704 report to count the consumer in the disability section.  (For detailed instructions see the “Consumer” Training Documentation.)

3. CONSUMER CONTACT TOPICS
Enter at least one Topic for each Consumer Contact record entered.  This is used in the 704 report to count the number of individuals served during the year.  (For detailed instructions see the “Goals and Contacts” Training Documentation.)


	Updating Mi CIL or Installing it on a New PC

When you receive an updated Front End for Mi CIL, the copy on the local PC’s will need to be updated with the new version.  

To Update a PC:

1) Go to the machine you want to update.

2) Using My Computer or Windows Explorer go to your DataTSI directory where your Data_Master.mdb is stored.

3) Double Click on MiCIL_Update.bat

To Set up a new PC that has MSAccess 2000:

1. Go to the machine you want to update.

2. Using My Computer or Windows Explorer go to your DataTSI directory where your Data_Master.mdb is stored.

3. Double Click on MiCIL_Install.bat

If the machine does not have Access 2000.  You will need to install the RunTime.  Using the original MiCIL Demo or Setup CD, browse to the RunTime folder and double click on Setup.exe

1. 
	Missing Toolbar

If the toolbar is missing to get it back Open MiCIL and follow steps below:

1) Press Ctrl and F11 keys at the same time

2) Click on View
3) Click on Toolbars
4) Put a check next to HCIL Menu or MiCIL Menu
User Notes
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	Repair and Compact Mi CIL

Exit Mi CIL, ensure that no one on the network has it open.  Click on the Start menu, select  Programs, select Mi CIL Database, find Repair and Compact Mi CIL Data.  Open database as normal.

If the Start menu does not have the above option, follow the steps below.

Mi CIL is made up of 2 files, the Data.mdb backend and the MiCIL.mde front end.  The Data.mdb backend needs to be Repaired and Compacted once every month.  The Data.mde should also be Repaired if a user exits abnormally.  For example if their screen locks and they shut their computer off with out exiting Mi CIL.

Any time strange behavior is noticed in  Mi CIL, Repair and Compact is needed.

1. First!  Make a backup copy of the Data.mde file.  Place this backup in the backup folder and name it with the date on the front “2_01Data.mdb”
Periodically delete the old back up       copies. 

2. Open the Data.mdb file and Select the Tools menu
3. Select Database Utilities
4. Select Compact and Repair database

	List Administration

From the Main Menu:

1. Click on the File menu.
2. Select Administration.
3. Enter the password.  When first installed this is set to MiCIL
4. Click the OK button.
5. Select the area from the list on the left.

6. Select the list you would like to update on the right.

7. To Add a New item to the list, scroll to the bottom of the list.

8. See the blank line with a * shown to the left, begin typing your new item here.

9. Some list will be automatically numbered for you, some list you will need to select a unique value for the new items ID.

10. Click on the Back button to end.
Note!  Do not change list values that may be in use in your database.  

Example 1, Race: Caucasian, if you were to change this value to Hispanic, all consumers entered as Caucasion would now read Hispanic.  

Example 2, If a Staff member leaves, code them as in-active (do not delete) in order to preserve the history of consumers that they served.


	Sort Lists in Administration

While viewing your list:

1. Click in the column you wish to sort by.
2. Select Records from the Menu Bar.
3. Select either Sort Ascending or Sort Descending.
4. The list will then be sorted accordingly.
Change Passwords

From the Main Menu:

1. Enter the Administration Area as explained on Panel 4.

2. Select Passwords from the area list on the left.

3. Select either Database Password or Administration Password from the list box on the right.

4. Type over the old password with the new desired password.

Click on the Back button to end.

Note!  It is recommended that the Administration Password be different from the Database Password.  The Administration Password will safe guard your lists from being accidentatlly changed.


	Stuck in a field

Press the Esc key on the upper left corner of your key board to cancel the entry.  Note!  You will lose any changes you have made.

4. The Esc key is usefull when you are entering a new record and then decide not to enter it.  Esc key will undo your record before it saves.

5. Click on the Back button.

Refresh Table Links

Could not find file “…Data_Master.mdb” 

This means you need to re-Link your tables.  Linking is required whenever moving or renaming the data_Master.mdb or when installing an updated front end of Mi CIL.

From the Menu Bar: 
1. Click on File Menu

2. Select Link to Data Master 

3. Enter the path to your networked DataTSI folder.

4. Click on the Link Tables button.

5. Click OK when linking is finished.
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