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Reports – User Manual 
• Provides descriptions of reports
• Instructions for accessing reports
• Ad Hoc Report Request process
• Workarounds related to Reports

Reports 



   
    

  
  
    

 
 

Reports 

Reports – KEES 
• Select Reports from Global Navigation. 
• Clicking on the report categories from Task Navigation 

displays a short description of each report. 
• Eligibility Staff have only have access to run reports listed 

under the Workload category. 



  

  
 

    
     

  
 

   
      

 
   

   
 
 

Tips & Tricks 

• When entering alpha parameters, use all uppercase. 

• Depending on the number of results the report returns, it
may be necessary to select CSV instead of Excel from the 
Report Format drop-down menu. 

• If the screen refreshes twice after clicking OK, no report
results will be returned.  Simply try to run the report again. 

• If the report results take more than 5 minutes to return, the 
report will not generate successfully. 



   

  
 

     
     
       

    
   

     
     

    
     

     
   

   
 

 

What’s to Come 

Report enhancements and new reports: 

• BPM Data View Report enhancement (September) 
• BPM Outstanding Tasks Report enhancement (September) 
• User Access Report by Location/Group/Last Log-on/User (December) 
• All Discontinuances Report (December) 
• Reviews Coming Due Report (December) 
• Pending Apps without Current Task (December) 
• Pending Reviews without Current Task (December) 
• Review Discontinuances by Program/Person (December) 
• Reported Changes Not Acted on Prior to Review (December) 
• Review Discontinuance Batch Control Report (December) 
• Medical Review Type Determination Batch (December) 
• Overdue Tasks Report (December) 



 

 

      
      

 

Questions 

If you have further questions regarding Reports, please email them
to KEESBusinessSupportTeam@KEES.KS.gov .
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