
1 
 

Instructions for Reports 
 
 

1.   Log into your VPN 

2.   Log into iBudget 

3.   Click the “Help” tab under “My Workplace” 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4.   Double click here for User Guides and additional information. The guides will be displayed. 
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5.   Click “SA Report Guide” to open the reporting server. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

There are several reports that you will have access to run.   They are as follows: 
 

 

o Annual Budgets – Consumer View 

o Progress Report – Area View 

o Progress Report – Consumer View 

o Monthly WSC Consumer Count 

o Consumers by Zip 

o Providers by Zip 

o WSC Paid Claims 

o Paid Claims 

o SA Aging Report 

o Service Authorization Report 

o Current Approved Cost Plan Report 
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Annual Budgets- Consumer View 
 

 

1.   Click the hyperlink below to display the Annual Budgets – Consumer View Report. 
https://reportsdw.apd.myflorida.com/ReportServer/Pages/ReportViewer.aspx?/iBudget%2fAnnual+Budgets+- 

+Consumer+View&rs:Command=Render&rs:format=HTML4.0 
 

 

2.   Report for Annual Budgets – Consumer View 
i. District – Click the drop down box to select all of the districts or filter your selection 

ii. FY – Click the drop down box to select the fiscal year 

iii. Click “View Report” 
 

 
 
 
 
 
 
 
 
 
 
 

3.   The “Annual Budgets-Consumer View Report” for FY 2015-2016 will be displayed. The report will display the overall total current 

budget amount. 
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4.   Click the “Save” drop down box to select one of the options to save the document. There are several options shown below. 
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Progress Report – Area View 
 
 
 

1.   Click the hyperlink below to display the Progress Report – Area View. 
https://reportsdw.apd.myflorida.com/ReportServer/Pages/ReportViewer.aspx?/iBudget%2fProgress+Report+- 

+Area+View&rs:Command=Render&rs:format=HTML4.0 
 

 

2.   Progress Report-Area View 

i. District – Click the drop down box to select all of the districts or filter your selection 

ii. FY – Click the drop down box to select the fiscal year 

iii. Click “View Report” 
 
 
 
 
 

 
3.   The “Progress Report- Area View” for FY 2015-2016 will be displayed. The report will display the total for each column, percentage, 

run date, date and time of data, a hyperlink to export to pdf for printing and distribution, and page numbers. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4.   Click the “Save Icon” drop down box to select one of the options to save the document or “click here to export to pdf for printing and 

distribution” at the bottom of the page.  There are several options shown below. 
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Progress Report – Consumer View 
 

 

1.   Click the hyperlink below to display the Progress Report – Consumer View. 
https://reportsdw.apd.myflorida.com/ReportServer/Pages/ReportViewer.aspx?/iBudget%2fProgress+Report+- 

+Consumer+View&rs:Command=Render&rs:format=HTML4.0 
 

2.   Progress Report – Consumer Review 

i. District – Click the drop down box to select all of the districts or filter your selection 

ii. FY – Click the drop down box to select the fiscal year 

iii. Click “View Report” 
 
 
 
 
 

3.   The “Progress Report- Consumer View” for FY 2015-2016 will be displayed.  The report will display the total consumers, services and 

run date, date and time of data, execution time, and page numbers are at the bottom of the page. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4.   Click the “Save Icon” drop down box to select one of the options to save the document. There are several options shown below. 
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Monthly WSC Consumer Count Report 
 
 
 
1.   Click the hyperlink below to display the Monthly WSC Consumer Count Report. 

 

https://reportsdw.apd.myflorida.com/ReportServer/Pages/ReportViewer.aspx?/iBudget%2fMonthly+WSC+Consumer+Count&rs:Command=Rend 

er&rs:format=HTML4.0 
 

2.   Monthly WSC Consumer Count Report 

i. District – Click the drop down box to select all of the districts or filter your selection 

ii. FY – Click the drop down box to select the fiscal year 

iii. Click “View Report” 
 
 
 
 
 
 
 
 

3.   The “Monthly WSC Consumer Count Report” for FY 2015-2016 will be displayed.  The report will display the total monthly, run date, 

date and time of data, execution time, and page numbers are at the bottom of the page. 
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4.   Click the “Save Icon” drop down box to select one of the options to save the document. There are several options shown below. 
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Consumers & Providers by Zip 
 

 

1.   Click the hyperlink below to display the Consumers or Providers by Zip Reports. 

Consumers: 
https://reportsdw.apd.myflorida.com/ReportServer/Pages/ReportViewer.aspx?/iBudget%2fConsumers+By+Zip&rs:Command=Render&rs:for 

mat=HTML4.0 
 
 

Providers: 
 

https://reportsdw.apd.myflorida.com/ReportServer/Pages/ReportViewer.aspx?/iBudget%2fProviders+By+Zip&rs:Command=Render&rs:forma 

t=HTML4.0 
 

2.   Consumers and Providers by Zip Reports 

i. Zip Code(s) - Click the drop down box to select all of the zip codes or filter your selection. 

ii. Click “View Report” 
 

 
 
 
 
 
 

3.   The “Consumers by Zip Code” or “Providers by Zip Code Report” will be displayed.  The report will display the run date, date and 

time of data, execution time, and page numbers are at the bottom of the page. 
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4.   Click the “Save Icon” drop down box to select one of the options to save the document. There are several options shown below. 
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WSC Paid Claims 
 
 
 

1.   Click the hyperlink below to display the WSC Paid Claims Report. 
https://reportsdw.apd.myflorida.com/Reports/Pages/Report.aspx?ItemPath=%2fiBudget%2fWSC+Paid+Claims+Report&rs:format=HTML4.0 

 

2.   WSC Paid Claims Report 

i. Consumer(s) – Click the drop down box to select all of the consumers, providers, and procedure codes or filter your 

selection. 

ii. Fiscal year – Click the drop down box to select the fiscal year 

iii. Provider(s) – Click the drop down box to select all of the providers or filter your selection. 

iv. Procedure Code(s) – Click the drop down box to select all of the providers or filter your selection. 

v. Click “View Report”. 
 
 
 
 
 
 
 

3.   The “WSC Paid Claims Report” will be displayed.  The report will display the run date, date and time of data, execution time and 

page numbers at the bottom of the page. The report will also show the total number of claims, units, and paid amount. 

https://reportsdw.apd.myflorida.com/Reports/Pages/Report.aspx?ItemPath=%2fiBudget%2fWSC%2BPaid%2BClaims%2BReport&amp;rs%3Aformat=HTML4.0
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4.   Click the “Save Icon” drop down box to select one of the options to save the document. There are several options shown below. 
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Paid Claims 
 

 

1.   Click the hyperlink below to display the Paid Claims Report. 
 

https://reportsdw.apd.myflorida.com/ReportServer/Pages/ReportViewer.aspx?/iBudget%2fPaid+Claims&rs:Command=Render&rs:format=HTML4 

.0 
 

2.   Paid Claims Report 

i. Procedure Code(s) – Click the drop down box to select all of the procedure codes or filter your selection. 

ii. Fiscal Year - Click the drop down box to select the fiscal year. 

iii. Click “View Report”. 
 

 
 
 
 
 
 

3.   The “Paid Claims Report” will be displayed.  The report will display the run date, date and time of data, execution time and page 

numbers at the bottom of the page. The report will also show the total number of claims, units, and paid amount. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
4.   Click the “Save Icon” drop down box to select one of the options to save the document. There are several options shown below. 
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Service Authorization Aging Report 
 

 

1.   Click the hyperlink below to display the Service Authorization Aging Report 
 

https://reportsdw.apd.myflorida.com/ReportServer/Pages/ReportViewer.aspx?/iBudget%2fSA+Aging+Report&rs:Command=Render&rs:format=HTML 

4.0 
 

2. Servic 

i. 

e Authorization Aging Report 

SA Status - Click the drop down box to select “New” and “Edit” or filter your selection. 

 ii. Fiscal Year - Click the drop down box to select the fiscal year. 

 iii. District – Click the drop down box to select all of the districts or filter your selection. 
 iv. PA Status – Click the drop down box to select “Approved” or filter your selection 
 v. 

vi. 

Quarter – Click the drop down box to select “July through September” or the corresponding quarter. 

Click “View Report” 

 
 
 
 
 
 
 
 

3.   The “Service Authorization Aging Report” will be displayed.  The report will display the run date, date and time of data, execution 

time and page numbers at the bottom of the page. 
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4.   Click the “Save Icon” drop down box to select one of the options to save the document. There are several options shown below. 
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Service Authorization Report 
 

 

1.   Click the hyperlink below to display the Service Authorization Report. 
 

https://reportsdw.apd.myflorida.com/ReportServer/Pages/ReportViewer.aspx?/iBudget%2fSA+Report&rs:Command=Render&rs:format=HTML4. 

0 
 

2.   Service Authorization Report 

A.  Entire Caseload 

i. SA Status - Click the drop down box to select “New” and “Edit”. 

ii.  FY – Click the drop down box to select “2015-2016” or corresponding fiscal year. iii.

  PA Status – Click the drop down box to select “Approved” or filter your selection. 

iv.  Quarter – Click the drop down box to select “April-June” or corresponding quarter. 

v. Click “View Report”. 
 

 
 
 
 
 
 
 
 
 
 

B.  Report for Entire Caseload Excluding One Individual 

i. SA Status – Click the drop down box to select “New and Edit”. 

ii. FY – Click the drop down box to select “2015-2016” or corresponding fiscal year. 

iii. PA Status – Click the drop down box to select “Approved”. 

iv. Quarter – Click the drop down box to select “April-June” or corresponding quarter. 

v. Exclude Consumer – click the drop down box to select the consumer to view authorizations. 

**Note: Consumers are listed in alphabetical order by first name**. 

vi. Click “View Report” 
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C.   Report for One Consumer 

i. SA Status – Click the drop down box to select “New and Edit”. 

ii. FY – Click the drop down box to select “2015-2016” or corresponding fiscal year. 

iii. PA Status – Click the drop down box to select “Approved”. 

iv. Quarter – Click the drop down box to select “April-June” or corresponding quarter. 

v. Consumer – Click the drop down box to select the consumer to view authorizations. 

**Note: Consumers are listed in alphabetical order by first name**. 

vi. Click “View Report”. 
 
 
 
 
 
 
 
 
 
 
 

D.  Report for One Provider for Entire Caseload 

i. SA Status – Click the drop down box to select “New and Edit”. 

ii. FY – Click the drop down box to select “2015-2016” or corresponding fiscal year. 

iii. PA Status – Click the drop down box to select “Approved”. 

iv. Quarter – Click the drop down box to select “April-June” or corresponding quarter. 

v. Provider – Click the drop down box to select the “Provider” to pull authorizations for entire caseload. 

vi. Click “View Report”. 
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3.   Once you hit “View Report” the report will begin to generate. This can take several minutes based on the number of authorizations. 
 

 
 

**Note: If you get a date in the upper right hand corner and a page 1 at the top with nothing else, you did not filter correctly**. 
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Annual Cost Plan Reports  

 

 

1.   The Annual Cost Plan Report has two print views (1) Details and (2) Summary 
 

 

2.   Click the hyperlink below to display the Annual Cost Plan Report 

Annual Cost Plan Report – Print View Summary 

https://reportsdw.apd.myflorida.com/ReportServer/Pages/ReportViewer.aspx?/iBudget%2fAnnual+Cost+Plan+Report+- 

+Print+View+Summary&rs:Command=Render&rs:format=HTML4.0 
 

 

Annual Cost Plan Report – Print View Details 
 

 

https://reportsdw.apd.myflorida.com/ReportServer/Pages/ReportViewer.aspx?/iBudget%2fAnnual+Cost+Plan+Report+- 

+Print+View+Details&rs:Command=Render&rs:format=HTML4.0 
 

 

3.   Annual Cost Plan Report- Print View Details and Summary 

A. Current Approved 

i. WSC or Consumer – Click on the drop down box to select the WSC or consumer. 

ii. CP Status – Processing Status – Click on the drop down box to select “Current Approved - Approved” or corresponding 

status. 

iii. FY – Click on the drop down box to select “2015-2016” or corresponding fiscal year. 

iv. Created On – Click on the calendar to select date CP created 
 

 
 
B.  Historical 

i. Consumer ID – Click on the drop down to select the consumer. 

ii. CP Status – Processing Status – Click on the drop down box to select “Historical Approved” or corresponding status. 
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iii. FY – Click on the drop box to select the corresponding fiscal year.  

 

iv. Created on (Historical CP only) – Uncheck the Null to select the created on date of the historical cost plan 

v. Click “View Report”. 
 

 
 
C.   Pending Review 

i. Consumer ID – Click on the drop down to select the consumer. 

ii. CP Status – Processing Status – Click on the drop down box to select Pending Review Options. They are: (1) Pending 

Review – Pending WSC Review, (2) Pending Review – Pending Area Office Review, and (3) Pending Review – Pending 

Central Office Review 

iii. FY – Click on the drop box to select the corresponding fiscal year. 

iv. Click “View Report”. 
 

 


