How to Access Agency Express Monthly Report Data in Neighbor Intake
1. Click on the menu bar in the top right corner of the home screen. Under the “Reports” header, click on “Summary Statistics.”
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2. Click on “Agency Attributes” in the list of available reports.
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3. NUMBER OF HOUSEHOLDS SERVED: The number of new households served will be on the bottom of the screen in the section that says “New Households (Unduplicated).” Calculate the continued number of households served by subtracting the number of New Households (Unduplicated) from Total Households (Unduplicated). Make sure the start date and end date filters are correct. 
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4. NUMBER OF CHILDREN SERVED: Make sure the start date and end date filters are correct. Drag the horizontal scroll bar at the bottom of the report to the right, so you can view the necessary fields. The number of new children served will be in the box that says “New Children.” Calculate the continued number of children served by subtracting the number of New Children from Total Children (Unduplicated).
[bookmark: _GoBack][image: ]
5. NUMBER OF ADULTS SERVED: Make sure the start date and end date filters are correct. In the “Adult Age Range” filter, change the upper limit to 64. The number of new adults served will be in the box that says “New Adults.” Calculate the continued number of adults served by subtracting the number of New Adults from Total Adults (Unduplicated). [image: ]
 
6. NUMBER OF SENIORS SERVED: Make sure the start date and end date filters are correct. In the “Senior Age Range” filter, set the lower limit to 65. The number of new seniors served will be in the box that says “New Seniors.” Calculate the continued number of seniors served by subtracting the number of New Seniors from Total Seniors (Unduplicated).
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Summary Statistics

Upon clicking a report below, a new page will open in Tableau. This is a temporary function that will be improved in future versions of the
application.

Name of report Description

Total individuals and households served, visits, and

Snapshot Overview active programs by month

Individuals served by age, gender identity, and race

Ind| or ethnicity

ual Demographics

Households served, size, age composition, and

Core Household Characteristics government program participation

Household dietary factors, health, income, military
status, living situation, etc.

Individuals and age groups served by week, month,
day, and time of day

Number of programs, events, individuals and

Geographic Breakdown household served for all zip codes and counties

Status, service types, and individuals and households

Agency Attributes served by all programs and agencies
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Program Location and Agency Attributes

All Data is adjusted based on selected filters Last Updated 11/2/2023 5:26:59 AM
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