
RIFIS 
Customized Reports 

 
There are 6 customized reports available in RIFIS.  They are: 
 
FCCP Intake Report 
Family Service Plan Report 
Functional Assessment Report 
Summary of FCCP Intake Report 
Flex Fund Tool Report 
Quality Assurance Report 
 

FCCP Intake Report 
 
To access this report, you must be within a child’s record.  Once there, click on the Agency 
Intake tab and then click on the agency intake record in the summary list. 
 

 
 
Select FCCP Intake Report under the Reports menu. 
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A new window will appear with the Intake Report. 
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To review/print the report, please select PDF from the drop down list and then click on 
“Export.”  The report will open in Adobe Acrobat. 
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Family Service Plan 
 
To access this report, you must be within a child’s record.  Once there, click on the Plans tab 
and then click on the plan record in the summary list. 
 
 

 
 
 
Select Family Service Plan under the Reports menu. 
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A new window will appear with the report.  
 

 
 
To review/print the report, please select .PDF from the drop down list and then click on 
“Export.”  The report will open in Adobe Acrobat. 
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Functional Assessment Reports 
 
The Functional Assessment Reports provides baseline, ongoing and transitional assessment 
data.  These reports are available for the target child and for siblings being served by the 
FCCP.   There are 11 functional assessment reports. 
    
Child and Family Functional Assessment - 01 NCFAS 
Child and Family Functional Assessment - 02 Ohio scales – Youth - Target Child 
Child and Family Functional Assessment - 03 Ohio scales – Parent - Target Child 
Child and Family Functional Assessment - 04 Ohio scales – Worker – Target Child 
Child and Family Functional Assessment - 05 Ages/Stages – Target Child 
Child and Family Functional Assessment - 06 CGAS – Target Child 
Child and Family Functional Assessment - 07 Ohio scales – Youth - Sibling 
Child and Family Functional Assessment - 08 Ohio scales - Parent - Sibling 
Child and Family Functional Assessment - 09 Ohio scales - Worker - Sibling 
Child and Family Functional Assessment - 10 Ages/Stages - Sibling 
Child and Family Functional Assessment - 11 CGAS – Sibling 
 
These reports are all available in the Reports chapter.   To access one of these reports, click 
on the Reports chapter.  Under the Filter Report By, click on the Retrieve button which will 
return an alphabetized list of all the reports in RIFIS.  Click on the radio button beside the 
report that you would like to run. 
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Once you select a report, the screen will refresh and a set of parameters will appear.  You 
will need to define the parameters before clicking on run report to view report. 
 

 
 
A new window will appear with the report.  The report is compressed in the html format so 
you will need to export the file to excel in order to view, edit or print. 
 

 
 
In the field that reads “HTML”, click on the down arrow and select excel.  Then click on the 
Export button.  You will be asked if you would like to open the file or save it. Save the file.   
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Note: Do not export and save the report on c:\ drive (hard drive) of laptop or office 
workstation.  Always save on protected server drive. 
 
Open Excel and Browse and open the file. 
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To review this report, follow these steps to decompress the file. 
 

 
 
1. Click on the “merge and center” icon.   
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2. Put cursor in gray corner box.  This will highlight the screen in gray.  Put cursor on line 
between column A and B and expand the column. 
 

 
 
3. This expands all columns.  Place cursor on the line between column A and B again and 
double click.   
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This will resize all the columns.  
 

 
 
4. Now place the cursor on the line between row 7 and 8 and double click.  This will resize 
all rows.  
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5. The report is ready to be reviewed and printed. 
 

 
 

As of 4/10/2012 12 



Summary Report of FCCP Intake  
 

This report provides breakout and summary counts of intake data for active FCCP 
children/youth.  To access this report, click on the Reports chapter.  Under the Filter Report 
By, click on the Retrieve button which will return an alphabetized list of all the reports in 
RIFIS.  Click on the radio button beside the name of the report. 
 

 
 
Once you select a report, the screen will refresh and a set of parameters will appear.  You 
will need to define the parameters before clicking on run report to view report. 
 

 
 
A new window will appear with the report.  The report is compressed in the html format so 
you will need to export the file to excel in order to view, edit or print. 
 
Follow steps 1-5 on pages 9-12 to review, edit or print the report. 
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Flex Fund Tool Report 
 

The Flex Fund Tool Report provides data on flex fund activities.  To access this report, click 
on the Reports chapter.  Under the Filter Report By, click on the Retrieve button which will 
return an alphabetized list of all the reports in RIFIS.  Click on the radio button beside the 
name of the report. 

 
 
Once you select a report, the screen will refresh and a set of parameters will appear.  You 
will need to define the parameters before clicking on run report to view report. 
 

 
 
A new window will appear with the report.  The report is compressed in the html format so 
you will need to export the file to excel in order to view, edit or print. 
 
Follow steps 1-5 on pages 9-12 to review, edit or print the report. 
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Quality Assurance Report 
 

This report displays individual detail information for specific data points for children/youth 
served by the FCCP.    To access this report, click on the Reports chapter.  Under the Filter 
Report By, click on the Retrieve button which will return an alphabetized list of all the reports 
in RIFIS.  Click on the radio button beside the name of the report. 

 
 
Once you select a report, the screen will refresh and a set of parameters will appear.  You 
will need to define the parameters before clicking on run report to view report. 
 

 
 
A new window will appear with the report.  The report is compressed in the html format so 
you will need to export the file to excel in order to view, edit or print. 
 
Follow steps 1-5 on pages 9-12 to review, edit or print the report. 
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