	Print Mailing Labels

From the Main Menu:

1. Click on the Report button.

2. Click on the Mailing Labels button.

3. Select either a specific staff member or all staff members.  
Selecting a specific staff member will limit the labels to those consumers whose cases are assigned to that staff member.
4. Select Active, Closed, or All as the Status.
Selecting Active or closed will limit the labels to only those consumers with cases that have that status.
5. Select any appropriate ZIP codes by double-clicking on them in the Available ZIP Codes listbox.  
If you don’t select any ZIP Codes, then all ZIP codes will be included.  If you select a ZIP code and then realize that you want to remove it, simply double-click on it in the Selected ZIP Codes listbox.
6. Once all criteria have been set, click on the Print Labels button.

	Preview / Print Reports

From the Main Menu:

1. Click on the Report button.

2. Click on the General Reports button.

3. Select an Office or select All.

4. Enter a Beginning and Ending date.

5. Select a Report Category.

6. Select a specific report.

7. Click on either the Preview button to view the report before printing.  Click on the Print button to Print without previewing the report. 

Some reports require additional criteria.  If a form appears prompting you for more information, select the appropriate criteria to continue.

	User Notes
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Quick Reference Card

Fee for Service 

Mailing Labels
General Reports

Contents

· View an Existing Fee for Service
      Invoice

· Generate New Invoices

· View a Report of Invoices by Agency

· View a Report of Invoices by Service Type

· Print Mailing Labels

· Preview/Print Reports
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	Buttons

Back

Close the window
Deselect All
Deselect all Invoices

Fee for Service
Open the Fee for Service Screen

General Reports
Open the General Reports Screen

Generate Invoices
Generate the selected invoices / convert them to actual invoices in the system

Invoice History
View a history of invoices by date

Mailing Labels
Open the Mailing Labels Screen

New Invoices
View new invoices to be generated

Preview
Preview the report

Print
Print the report

Print Labels

Preview/Print Mailing Labels matching the selected criteria

Reports

Open the Invoices Report Criteria Screen

Select All

Select All Invoices
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Preview the selected invoice



	
	View an Existing Fee for Service Invoice

From the Main Menu:

1. Click on the Report button.

2. Click on the Fee for Service button.

3. Click on the Invoice History button.

4. Either select a specific consumer or <All Consumers>.

5. Click on the OK button.

6. Locate the invoice you wish to view (they are sorted by date).

7. Click on the 
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  button associated with the invoice.

8. Click on the Close button.
	Generate New Invoices

From the Main Menu:

1. Click on the Report button.

2. Click on the Fee for Service button.

3. Click on the 
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  button associated with each invoice you want to generate to preview it.  Click on the Close button from the report preview screen to return to the Fee for Service screen.

If you notice any errors on the invoice, you can double-click on the record selector box to the left of an invoice to goto the case.  From the case you can update the Fee for Service contacts associated with the invoice.  For more information on how to update an existing contact, see the Goals and Contacts Quick Reference Card.

4. Click in the Generate check box associated with each invoice you would like to generate.

5. Click on the Generate Invoices button.

6. Click on the Yes button.

You can print the invoices now, or later.  To print them later, follow the instructions on Panel 3 of this Quick Reference Card to locate the invoice again.

7. Click on the Close button.
	View a Report of Invoices by Agency

From the Main Menu:

1. Click on the Report button.

2. Click on the Fee for Service button.

3. Click on the Reports button.
4. Enter a Beginning and Ending date.
5. Click on the Agency Report button.
6. Click on the Close button.
7. Click on the Back button.
View a Report of Invoices by Service Type

From the Main Menu:

1. Click on the Report button.

2. Click on the Fee for Service button.

3. Click on the Reports button.
4. Enter a Beginning and Ending date.
5. Click on the Service Type Report button.
6. Click on the Close button.
7. Click on the Back button.
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