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PJ/PACM – CPCMS Best Practices


Master Daily List Export
The daily list is a CPCMS generated report that prints all activity on the calendar for the user-specified date range.  The Master Daily List Export, featured in this section, is a form of the daily list that can be exported from the CPCMS and imported into other applications, such as Microsoft Excel and Microsoft Access.  Counties can then manipulate and utilize the data to create their own daily list layout.

	Navigation

You can access the Master Daily List Export through:

Forms/Reports ( Forms/Reports
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	Creating the Master Daily List Export

	The creation of the Master Daily List Export (AOPC 1214) follows the same creation procedures of all other forms and reports that are created through the Forms/Reports option on the navigation bar.
Enter the Document ID number 1214 and click the OK button.
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	Creating the Master Daily List Export

	From the Forms/Reports – Search Results screen, select the Master Daily List Export and click the OK button.
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	On the Form Criteria screen select to search by:

· As Of Date

· Date Range

· Monthly

· Year To Date 

The search selection determines what date information must be entered.  Enter the date that you want to appear on the report. Click the OK button to generate the report.
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	The report will run and display a preview of the data on your screen.  This report does not display the data output in a readable format.  This will be used to import data into another application and therefore needs to be a readable format for the other application.
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	To export the report, click on the export icon.  Save the report in Microsoft Excel Data Only format with an identifiable title.
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	Once Save is clicked from the Export Report dialog box, CPCMS will export the report, in Excel format to the specified location. When the report has been exported, you will receive a confirmation.
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	Creating an access database

	Depending on your expertise with software applications, you can use the exported data to suit your county’s needs.  

As illustrated in this document, you can import the data into a Microsoft Access database.  The first step, after you have exported data from CPCMS, is to open a new Blank Database and then create a table.
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	Next, in Microsoft Access, select File ( Get External Data ( Import…
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	Next, locate the Microsoft Excel file.  Be sure to change the Files of type at the bottom of the screen to Microsoft Excel (.xls).
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	The Import Spreadsheet Wizard will open. Check the box for First Row Contains Column Headings. 

If a dialogue box appears stating that the Wizard will automatically assign valid field names, click OK.
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	Click NEXT on the second and third screen of the Import Spreadsheet Wizard. On the fourth screen, select the No Primary Key radio button.
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	The last screen will prompt you to name the table in the Import to Table field.  Add an identifiable name and click Finish.
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	Creating a Query

	The next step is to create a query based on the newly created database.  Go to the Queries object and Create query in Design view.
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	Select the table that will be used in the query by selecting the name of the table and clicking the Add button, and then click the Close button on the Show Table window.
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	From the query design view, click the first item in the list box, hold down the Shift key and click on the last item in the list box.  This shortcut will auto-select the entire list.  
You can also select only the fields you need for your report and drag them into the grid.
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	Click in the box where all items have been selected and drag it down into the design view grid.  This action will populate the design view grid with each of your table’s headings.

To remove the fields that are not needed for your county, uncheck the fields titled SHOW in the respective columns.
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	After you select your fields, click View ( Totals.  Save the query that you have just created.
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	Create the Daily List Report

	Finally, you will create the report format to export the data into.  In Access, go to the Reports object and then click the New button to create a new report.
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	Select the appropriate table or query from the dropdown menu.
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	From the query design view, click the first item in the list box, hold down the Shift key and click on the last item in the list box.  This shortcut will auto-select the entire list.  Click in the box where the items have been selected and drag it into the design view grid.  This action will populate the report’s design view with each of your table’s headings.

Once the fields are visible on the design view, you may manually design the look of the report by clicking and dragging on the field boxes. 
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	After the report design is complete it could look similar to the following example.
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	The printed version of the above example would look like the example shown here.
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