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While the LIDS Custom Reports are under construction, the Compensation Board has developed a reconciliation database in Access that can be used for reconciliation purposes.  In order to run the various queries in this database you will need to export the Payment Details report.  

Navigate to the Payment Details report and click on the down arrow to the right of ‘Select a format’.  Select ‘CSV (comma delimited no header)’ and click on ‘export’.
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You will receive a file download dialog box.
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Reconciliation Database Instructions


Replace Contents of the Monthlystatus table.

· Open the reconciliation database.

· [image: ]

· 
When opening the database you may receive a security warning that requires you to enable certain features.  Enable these features by clicking on ‘Options’ and then click ‘enable content’.

· [image: ]
· [image: ]
· When the database opens, it should be in ‘table’ mode.  If not, to change to table mode, click on the down arrow towards the left side of the screen.

· [image: ]


· Highlight the Monthlystatus table and double-click to open it, OR, highlight the Monthlystatus table and right click and then select ‘open’ to open the table.  

· [image: ]



· 
Select All records by clicking on the ‘turned down page tab’ in the uppermost left side of the table grid (it is right below the table name).
· 
[image: ]

· Depress the delete key OR Click on ‘X delete’ found at the top of the screen. You will be prompted with a message that ‘x number of records will be deleted’, click ‘yes’. [image: ]

· [image: ]

· Close the Monthlystatus table by clicking on the red X in the uppermost right-hand side of the table. 
· [image: ]
· Before importing the paymentdetails.csv file, you must adjust the ‘type’ properties for the commit date and the release date.  To do this, right click on the monthlystatus table.  A dialog box like the one listed below should be displayed.

· [image: ]

· Click on ‘Design View’. 

· [image: ]
· Change the ‘data type’ properties for commitdate to ‘text’.  Change the ‘data type’ properties for releasedate to ‘text’.  

· 

· Close the design view using the ‘X’ in the upper right corner.  

· [image: ]

· You will be receiving a message stating ‘do you want to save the changes to the design of monthlystatus’.  Click ‘Yes’.  You can now proceed with your import.






· Import the paymentdetails.csv file into the monthlystatus table by clicking on ‘External Data’ tab, then clicking on ‘text files’
· [image: ]

· Navigate to the file you exported from LIDS-CORIS.  **Be sure and select the ‘Append a copy of the records to the table (monthlystatus)’ and click ok.

· [image: ]

· 

· When Import Dialog page is displayed, click ‘Finish’.
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When you have finished importing the monthlystatus file you will receive a message asking if you want to save your import steps.  I always select no.
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· After the paymentdetails.csv file has been imported, you must adjust the ‘type’ properties for the commit date and the release date so that the queries function as designed. To do this, right click on the monthlystatus table.  A dialog box like the one listed below should be displayed.

[image: ]

· Click on ‘Design View’. 

[image: ]
· Change the ‘data type’ properties for commitdate to ‘datetime’.  Change the ‘data type’ properties for releasedate to ‘datetime’.  

· Close the design view using the ‘X’ in the upper right corner.  

[image: ]

· You will be receive a message stating ‘do you want to save the changes to the design of monthlystatus’.  Click ‘Yes’.  You can now proceed with running queries.


Queries

	A query is the act of posing a question. A data query poses a question and will return specific information based upon the specifics of the query. 

· To run the pre-developed queries, click on the ‘Home’ tab and then click the down arrow next to ‘tables’ and change to ‘queries’.  A list of the various queries will be displayed.

[image: ]

· If you cannot read the entire query name, you can expand the column by hovering over the right side of the scroll bar (between the scroll bar and the ‘blue’ space).

[image: ]

· To execute a query, highlight the desired query and double-click or right-click and then click on ‘open’.  The query results will be displayed in the ‘blue screen’ area to the right of the queries list. 
[image: ]
· To export the query results, while the query results are visible on the screen, click on the ‘External Data’ tab.  To export into excel, click on the excel icon in the ‘export’ pane.

[image: ]

· A default location will be prefilled; you can change the file name and location by clicking on browse and navigating to the desired location. [image: ]

Select ‘export data with formatting and layout’.  If you would like the file to open when the export has completed, select ‘Open the destination file after the export operation has completed’.  Click ‘Ok’.

[image: ]
You may be prompted to save your export commands, just click ‘close’.




Headcount Queries – all headcount queries start with HC

1) HC-Begin-Alternatives and HC-Begin-Alternatives-details – Count/details of the Beginning headcount for individuals in alternative programs.
2) HC-Begin-Jail and HC-Begin-Jail-details – Count/details of the beginning headcount for individuals in jail.
3) HC-newcommits-alternatives and HC-newcommits-alternatives-details – Count/details of individuals having an alternative commitment during the month.
4) HC-newcommits-jail and HC-newcommits-jail-details – Count/details of individuals having a commitment during the month.
5) HC-releases-alternatives and HC-releases-alternatives-details – Count/details of individuals in alternative programs having a release during the month.
6) HC-releases-jail and HC-releases-jail-details – Count/details of individuals in jail having a release during the month.
7) HC-end-alternatives and HC-end-alternatiaves-details – Count/details of individuals still in alternative programs at the end of the month.
8) HC-end-jail and HC-end-jail-details – Count/details of individuals still in jail at the end of the month.
 
Rosters

1) Current Jail Roster -   List of Inmates having no release date/time.
2) Jail Roster for a Specified Period – List of Inmates confined during a specified time (start and end date).
3) 

Other Reconciliation Queries

1) New Commitments for Month – List of Inmates committed during the month.
2) Releases for Month – List of Inmates released during the month
3) Prior Commitment not Released – List of inmates that were committed prior to the beginning of the month and not released during the month.
4) List by Reason Confined – List of Inmates having a specific reason confined during the month.
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