
Getting prepared for running your 704/PPR Report 

First: Enter any Missing Data 

Use the Missing Data Button on Search page:  
 

1. Open each missing data record and check Gender, County, Race, Birthdate and Primary 
Disability is entered on the Consumer Demographics Tab: 
 

 



2. Click on ‘Request for Service’ Tab and Make sure the IL Plan is Accepted or Waived: 
 

 
 
Tips to find missing data: 

Use the ‘Consumer_Missing_Data’ in REPORTS/Federal Reports folder to find names 
that need Demographics filled out. 
 
Use the Name_List_Excel report, change the ‘Output’ Drop down to ‘Excel’ and sort 
inside Excel to find missing items. 
 

 
 
 
 
 



Second: Search for Consumers with no Service Contact Notes   
 

 
 

1. Use “Consumer_Case_With_No_Contacts to check for Consumers missing Service Notes. 
-Enter a note for each person on the report. 
 

2. Find Names where Staff didn’t finish adding the Consumer Intake by clicking the “New 
Consumer Service Intake…” button. 
 

 

 
 

Third: Clean up Goals  [Click on Reports in the top menu] 
 
Check for Consumers with NO Goals entered using the 
Consumers_Goals/Consumer_With_Active_Cases_And_No_Goals report. 

 



 
 
Check for Goals that are entered that have no Outcome or Outcome Dates by using the 
Consumers_Goals/Missing_Goal_Outcome_Dates report. 
 
This will show Goals still open and will help to determine if they need to be closed for 
example if they have been open for an excessive amount of time.   
Send this report to Excel and check for older goals that are still open. 

 
 
Fourth: Check Community Activities -Use the ‘Missing_Data’ Dropdown to 
find Community Activities that are missing Issues or an Outreach Goal. 
 

 
 
 

Reporting:  
 
Find Success Stories-  
Report Folder: ‘Consumer_Contacts_Groups’  -Use ‘Consumer_Contact_By_Staff_Details’ 



 
1. Use this to find Notes entered that were flagged as a Success. 
2. Use this to find notes that have NO Services entered. 

 

 
 
 
 

 
 

3. Use 704_PPR_NameList_Excel report to see the names included in your PPR. 
4. Use 704_PPR_Improved_Access_Names to see the names for that section. 

 



 
 
Tip: I like to change the ‘Output’ Drop down to ‘Excel’ and sort inside Excel. 

 
In Excel use the Filter option to gain control over sorting and limiting the data 
 

 
 

 

Last: Use your Document Center to keep a copy of your PPR! 
 
NOTE!  Always Upload your PPR Name List report and final PPR Report to your Document 
Center to keep in case of an audit in the future or any internal questions. 

 



 
 

NOTE!  Always check that your Service Topics are mapped to the correct 704/PPR Category in 
your ADMIN/Manage Lists area.   
 
Pull up the Service Topics list and check the mapping. 

 


