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Running the Executive & Service Summary Reports

Market: House, Senate

Description: This guide provides instructions on how to run the Executive & Service Summary Reports from
the Services application.

1. Navigate to Services - My Open Services view. Select the intended service records by clicking
the box next to the service names or select all.

@ New Change W Report WV More V

= My Open Services (Total 36 / 36 Selected) <2

v Primary Contact Dates

802026 - Casework Created: 2/29/2024

Updated: 3/4/2024

Deanna Thursday Alert: 3/5/2024

Leeds, AL 35094

Service Code: STATE.PASSPORT--Passport
Description: Passport

Travel date
>
]
/NS RE 0B

%802025 _ Casework§ Created: 2/28/2024
' : Updated: 2/28/2024
Service Code: VA--Department of Veterans' Affairs
Description: help with va

>

2. Select Report > Summary Report.
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#1 802141 - Case TE

Boundary Map
Dr. Stephanie Qu
12134 Monument|
Fairfax, VA 22033- Summary Report

Service Code: ST'] Executive Report
Description: Ne

Create Document

Quick Report

Interactive Map

>

3. 1Q will process the request and present either report selected (note that for the Executive

Summary you will need to select the start and end dates).

Service Summary Report:

= Summary Report (Total 1) <2

[ ] v Report Date Total Count Service Summary Report
(] B Summary
Service Summary 3/5/2024 36
Report
36

Total

Open Services By Age
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0
Closed

Less Than 8
Days, 6% (2)
8 Days - 14 Days,
3% (1)
15 Days - 30
Days, 12% (4)

@ 31 Days- 60
Days, 3% (1)

@ Greater Than 60
Days, 78% (28)
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Executive Summary Report:

f My Open Services v Find

6 Row1-1D1
H, L. : : Bl
Q [ Service Executive Summary Drilldown Report

€
Iﬂ Summary

U
= ,  Overall Totals (S

F 352 355 e~
< 7]

¢ Services on Services on
D f 10/01/2024 10/31/2024
O+
)
0“ (..
— j== Services Received
&
o | B 12
as

Services
=
P
o Top 5 Types Top 5 Assigned To Code
A
L Casework, 100% (12) Jonathan Kilgore, 67% (8) STATE, 55% (6)
Joy Betaharon, 34% (4) USCIS, 37% (4)
[ 12 12 11 DHS.FEMA, 10% (1)
[
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