Wisconsin Birth to 3 Program Advanced Query Builder
(AQB) Guide

—_— -

WISCONSIN DEPARTMENT
of HEALTH SERVICES

Version 1.1 (08/2024)



Table of Contents

Wisconsin Birth to 3 Program AQB (QUEIY) GUIAE ......ceeeeuiiieeiiiiieeciiee ettt e e e e e e e aaae e e e eanaee s 1

i (a1 4o Yo [¥To i o] o NV T T T T TS OO PSP P PO UPRTOPSTOP 4
0 A [0 4o Yo [ ot o T PP P RO PR PP 4

P Mo =41 ¥ - ] o E PP TO TSP R S SP OO OO P P PR POPOPPPRPPPPPRPRPPPRY 5
2.1 WhEIE £0 @CCESS SAS ...ttt ettt sttt e b e e b e bt s et sttt e bt e s bt e sbeesate st e e b e e beenbeeeneeenees 5
B o TU ] o111 o oo 1o V-SSP USRR 5
2.3 Definitions of Terms Used in this GUIHE .........cooiiiriiiiiiiiiie et 6
2.4 Tips for ChoOSING Variables......cuuiiiiiiiieiciiie et e e e sbae e e e bte e e e s bae e e e s saeeeesnees 7

2.5 Where to ACCESS The AQB .....c..iiiiiiieeiee ettt st s sttt 7

3 Building @ QUEIY iNthe AQB......c.uviie e e e e et e e e e te e e s e eate e e s eataeeeeareeeeenteeeeennees 10
I = TU 1T [T Y= T @ LU =T o R 10
I I Yo (o [T Y=Y 2 T =1 o] L= SRR 10

. 700 00 0 Y o [ T~ PR 10
3.1.1.2 Changing Order of Variables .......cuuiiiiiiiiiiiiiie ettt e s sanaee s 15
0 0 B Yo ] o [ V= 15

T A o Vo Yo Ty 1 Y= S 1L =T (] PSP 17
3.1.3.2 Limit Observations/Distinct ROWS OptioNns SECHION.......c.eceevveieveeeceeeereeeree et e 17
3.1.2.2 Select Most Recent File SECLION .....ccocveiiiiiiiiieee e 18
3.1.2.3 Select Most Recent Evaluation SECHION ......cccuiiiiiiiiiiieiiie et 19
3.1.2.4 Select Services per File SECTION .....ciiiciiiie i e e aaaee s 20
3.1.2.5 Select BT3 Date Filtar(S)* ™ ...ccooi ettt e e e e etar e e e e e e e e e nanrees 21
3.1.2.6 Advanced Filter Conditions SECLION .....ccccueiiiiiiiiiiiiieee e 25

G T O 101U oY o] 2 0 =1 o o o SRR 28
00 0 T I =T o Lo A 101 o]0 1 SO PPPPPPPPPRPP 29
3.1.3.2 EXPOrted File LOCAtION.....ccicciiieiiiiiiie ettt ettt e s e s e s s ate e e e sabaeeesnnaees 29
3.1.3.3 EXPOrted File OPLiONS.....cciicciieeeiciiieeeeiieee ettt ettt e e et e e e st e e e s ataeeesabaeeesnsraeeesnnsaeens 31

3.2 RUNNING the QUETY ceeeeii ittt ettt e e et e e e e e s e st e e e e e e e seseaaateaeeeeessanssstanaeeeesesannsssnnaeeseennnnes 31
3.3 0pening and SaviNg the REPOIt ... ..eeiiiiiiei e e e e e e e e e e e e e e s nae e e e e e e eeennnns 32

Page 2 of 36



I T O T o T=T 1Y = a T U=Y oo R 32

e T (=TT =1 o 1 Y2 USRS 33
0 T Y- 1Y/ 1 34
3.4 Saving and ClOSING the QUETY .....ueiiiiieee ettt et e e e e e et e e s are e e e e ateeeesntaeeesnraeeas 35
R Y- 1V o= o T @ LU= Y PSP 35
3.4.2 ClOSING ThE QUETY ...eviie ettt et e e e e e e e te e e e e ate e e e eeataeeeeataeeeestaeeeesteeesansreeesannees 36

Page 3 of 36



1 Introduction

1.1 Introduction

SAS Institutes is the vendor for the Wisconsin Department of Health Services (DHS) Enterprise
Data Warehouse/Data Analytics and Reporting (EDW/DAR) Solution, commonly referred to as
SAS. SAS provides county Birth to 3 Programs access to local program data on an ongoing basis
and includes only those fields included in the statewide database (Program Participation System
[PPS]). Birth to 3 Program data is transferred from the statewide database to SAS every Sunday

evening.

An Advanced Query Builder (AQB) was developed to allow SAS users to create their own custom
queries which export reports needed by county Birth to 3 Program staff to support ongoing

operations.
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2 Logging On

2.1 Where to access SAS

Web address: https://prod.widhs.cloudanalytics.sas.com/SASDrive/
1. Click “Use your corporate credentials.”
2. Enter your work email address and click “Next.”
3. Enter your username and password and click “Sign in.”

Note: The username and passwords are the same used to log into the ForwardHealth Portal.

Note: When SAS opens it will be on the “SAS Studio” page.

2.2 Troubleshooting

SAS Wisconsin DHS helpdesk: widhs-helpdesk@sas.com
The SAS helpdesk can help with:
e Loginissues
e Verifying which URL (website link) to use
e Password resets
e Error messages
e Finding reports
e Errors that occur when running a query (see “Running the query” section)

Bureau of Children’s Services (BCS) Technical Assistance Center (TAC) Inbox:
DHSBCSTAC@dhs.wisconsin.gov

The staff who answer questions sent to the BCS TAC inbox can help with :

e Developing queries

e Saving queries

e Saving reports from queries

e Errors received when run a query (see “Running the query” section)

e Running pre-built reports

e Understanding reports

e (Creating new reports

SAS Training Sessions: EDWDARtraining@SAS.com
The staff who answer questions sent to the SAS Training inbox help with questions about:
e Advanced Query Builder in general
e Advanced query filter
e Code use in queries
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2.3 Definitions of terms used in this guide

AQB—Advanced Query Builder; tool used in SAS to develop queries by choosing variables to
include and identifying the filter(s) to apply

CD —Code

Code—Combination of words and formulas used by developers of applications to develop a
query, used to indicate the connection between variables and actions to be taken to make a
report for the end user

Custom task—see query

Data tab—Tab where variables are chosen for the query

DESC—Description

Dynamic list—Chart in PPS that includes several entries all related to a certain individualized
family service plan (IFSP) process (e.g., screenings, evaluations, services)

Filters tab—Tab where filters are applied to the query
IND—Indicator
Label—Everyday term for the name of the variable, as it exists in the underlying database

Name—Abbreviated title for a variable, comes from the underlying code received from the
database.

No new services—Refers to the Services dynamic list on the Service Planning page of PPS when
IFSP updates are added to PPS without a new service being added to the IFSP; for service type

the PPS user chooses “no new services”

Output tab—Tab to choose the name and location to save the report derived from running the
query

Pane—Section of the screen that is separated from other sections, like a window with separate
panes, may also think of them as columns or navigation bars on the screen.

Query—Way to pull data from a database to answer a question, developed using the AQB, a.k.a.
custom task is indicated by .ctk

Radio button--an circle icon representing one of a set of options, only one of which can be
selected at any time.
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Report—Excel document that includes all the data from the query
Search word—One or more words entered into a Search field
Variables—A field in PPS that is entered by a PPS user, listed in the AQB as Name and Label

Note: This guide uses the “label” of the variables, not the “name.”

2.4 Tips for choosing variables

e In most cases the label of the variable is based on what it is called in PPS.
e When a variable provides a choice of ending in “CD” or “DESC,” it is generally recommended
to choose the variable ending in “DESC” as the report will include the name of the variable.

Example: County

x|
Column Selection

Mame Label

e From the Child & Referral Info section, include the following variables: MCI, county
description, agency, first name, last name, and birthdate. (County description is
recommended to assure the correct data is being shared with each county program.)

e Inthe report derived from the query, the variables will show up in order from Child &
Referral Info variables chosen, then Screening/Evaluation variables chosen, etc. That order
cannot be changed prior to running and downloading the report. The order of variables—
which are columns in the report—can also be changed once the report is downloaded to
Excel.

e When pulling in certain variables, make sure to check the Filters tab to be sure the report will
include all the data wanted. (See “Select Most Recent Evaluation per File” and “Select
Services per File” filters.)

e When pulling in variables from a PPS dynamic list (e.g., evaluations, services) note that the
report may include multiple rows with some of the same data. This is due to the AQB putting
or connecting each variable with the other variable. For example, if the child had two
evaluations and two services, there will be four rows for the child in the report; each service
would be connected to each of the evaluations (or vice versa).

e When pulling in variables that are not connected to another variable (e.g., primary location),
the data will be exactly the same in all rows.

2.5 Where to access the AQB

1. Goto “Develop SAS Code.”
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e Click on the three white lines in the upper left corner in the blue bar.
e Choose “Develop SAS Code.”

2. Make sure the second little icon in the far-left column (“Explorer”) is highlighted.

B0pen @

3. Open “SAS Content,” “General,” and “SAS Studio AQB Tasks” by clicking the arrow in front of
each.

1009
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4. Find the AQB template for the program: “BT3 AQB.”
5. Double click on it. It will open on the right side of the screen.

Data and Mapping Information

o O

w00 .

L0000

Suggestion:

e C(Click and hold the four dots in the vertical gray bar between the Explorer column and the
AQB pane and move it left.

e Then click and hold the vertical line to the left of the vertically positioned numbers 1-4 and
move it right. This will allow use of the AQB tabs efficiently.
(See arrows and moon-shaped graphic in screenshot above.)

Note: At the bottom of the tab section, there may be red statements. They relate only to a
required filter being needed.
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3 Building a query in the AQB

3.1 Building a query
There are six tabs in the pane on the right side of the screen. Not all the tabs will be used.
#Run ® | © Copyto My Tasks

INTRODUCTION DATA FILTERS QUTPUT LOOKUP TABLE INFORMATION > [

Data and Mapping Information

The advanced query builder is a tool where users can dynamically build
queries using point and click capabilities.

¢ Farh nftha tahe rantain data Aaranine tn allmar a ncar ta filtar and calact

3.1.1 Adding variables

3.1.1.1 Adding
1. Go to the Data tab.

There are four sections in the Data tab matching the organization of the Program Participation
System (PPS). Variables have been placed into these sections based upon the page of PPS they
can be found.

INTRODUCTION DATA LTERS OUTPUT w> 0

> Child and Referral Info

> Screening/Evaluation

> Service Planning

> Transition/Program Exit
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2. Click the arrow in front of the words “Child and Referral Info” to open that section.
There will be four boxes, each starting with “Variables to...”
Note: Each section on the Data tab has the same four boxes.

The “Variables to extract” box is where variables are chosen to be in the report; the variables
become the columns in the report.

© Select dat

3. Click the plus sign (+) in the upper right corner of the “Variables to extract” box to choose
variables.

A new box will open.
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4. Click on the three vertical dots to the right of the “filter by” field and choose “Name and
Label.”

This will allow searching for variables using words found in the label of the variable (right hand
column).

N
Colurmn Selaction /

Mame Label

Use the Search field to find variables.

5. Enter a key word into the Search field and either click the magnifying glass icon in the Search
field or hit Enter on the keyboard.

x
Column Salection
Table: ADHOC_BT3_VIEW_FILE
a

Ok Cancel

Note: The variables listed will change, finding only those that match the word entered in the
Search bar.

It finds variables that have the search word in either the name or label columns.

Recommendation: From the Child and Referral Info section, include the following variables: MCl,
county description, agency, first name, last name, (or full name—Ilast, first, your preference) and
birthdate.
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In the example below, the search word “name” was entered into the Search field (see arrow in
screenshot below); all variables with the word “name” in them (either in the Name or Label
columns) appear. Use the scroll bar on the right side of the box to see more choices.

5¢
Column Selection

Table:

ADHOC_BT3_VIEW_FILE
o Ol Filter by {rio filker)

Mame Label
& AGENCY_NAME AGENCY NAME |
4 DUP_NAME_FLAG N - CONTAINS <DUPLICATE>

FLAG
& FIRST_NAME FIRST NAME
& FULL_NAME FULL NAME
& LAST_NAME LAST NAME

& LGL_GARD_FIRST_NAME LEGAL GUARDIAN NAME - FIRST

Tofl =

6. To choose a variable to include in the query, click the box in front of the variable (see red

boxes in screenshot).

7. Use the Search field to find the next variable needed from the Child and Referral Info section.

Tip: Choose the variables in the order for them to appear in the report. The variables will show
up as columns in the report in the order chosen.

Example: If the last name of the child should be listed first in the report, choose “last name” first,

x
Column Selection

Then “first name.”

ADHO

Name

& AGENCY_NAME

C_BT3_VIEW_FILE

o0 Filter by

IS <DUPLICATE> I

& DUP_NAME_FLAG

& FIRST_NAME FIRST NAME

& FULL_NAME FULL NAME

& LAST_NAME LAST NAME

& LGL_GARD_FIRST_NAME LEGAL GUARDIAN NAME - FIRST

Note: When a variable has already been selected (in the “Variables to extract” box), if it is
searched for, it will not show up as an option.
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Tip: If you could not find a variable using Search field and want to see all variables to choose
from, remove all letters from the Search field and click the magnifying glass icon. Use the scroll
bar on the right scroll through all the variables to find the one you need.

x
Column Selection

Filter by {no fifter) L
Mame Label A/’
r RACE: FEDERAL BLACK OR AFRICAN |
AFR AMER ND
& AFRAMER IND AME FLAG
& AGENCY_MAME
L& AGE_3_YR_DT
\GE_AT_REFORT_RUN_DT
AT_RFRL
1 af 1
o J

8. When all variables have been chosen, click the blue OK button in the bottom right corner.

Note: Multiple variables can be searched for before clicking the blue OK button.

x
Column Selection

Table: ADHOC_BT3_VIEW_FILE
L) Fiterby: | (no filter)
Name Label

& AGENCY_NAME

& DUP_NAME_FLAG

AGENCY NAME |

NAME CONTAINS <DUPLICATE>

FLAG
& FIRST_NAME FIRST NAME
& FULL_NAME FULL NAME
& LAST_NAME LAST NAME

& LGL_GARD_FIRST_NAME LEGAL GUARDIAN NAME - FIRST

1of1 v

Note: Clicking the blue OK button will put all the variables chosen into the “Variables to extract”
box. Use the scroll bar, as needed, to see them all.

Variables to extract: +

[J & FIRST_NAME i
// (] & LAST_NAME o
[ |O0& mcLp
\ [J & RESP_CNTY_DESC

[] & AGENCY_NAME
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If one or more variables needed has been missed, reclick the plus sign (+) in the upper right
corner of the “Variables to extract” box and choose another variable(s).

3.1.1.2 Changing order of variables

Changing the order of variables in the “Variables to extract” box.
Note: These directions work for all sections on the Data tab.
If the variables are not in the order wanted, the order can still be changed.

1. Click the box in front of the variable to be moved.

Variables to extract: @ﬁ -
V\‘

(] &8 RFRL_SENT_DT N

(] & LAST_RFRL_LEA_AGENCY_NAME
> M % TRST_STEPS_REC_DT

] & PGM_CLSE_DT ’

2. Then use the arrows in the upper right corner to move the variable (or the trashcan icon to
delete it).

3. Uncheck the box in front of the variable once it is moved to the correct place to be displayed
in the report.

Reminder: Remove the check box in front of the variable moved before moving other variables.

3.1.1.3 Sorting
Sorting data in the report using the query

The AQB allows for adding how to sort within a variable by choosing the variable(s) to sort by.

1. Go tothe “Variables to sort by” box
2. Click on the plus sign (+) in the upper right corner.

-

Another box opens.
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3.

4.

Click on the three vertical dots to the right of the “filter by” field and choose Name and
Label.
Use the Search field to find the first variable to sort by (e.g., agency or last name).

Note: To sort by a variable, it must be in the “Variables to extract” box.

5.

Follow the same steps above to find/choose more than one variable. The order the variables
are chosen will be how the report is sorted.

For example, common state level reports chose the variables in this order--county, agency,
last name, first name-- so the report is sorted in that order.

Once all variables to sort by have been chosen, click the blue OK button in the bottom right
corner (see screenshot above).

If a variable has been missed to sort by, reclick the plus sign (+) in the upper right corner and
add more variables.

Note: Follow the directions given previously for changing the order of the variables to sort by
once they are in the “Variables to sort by” box.

8. Go back to the title of the Child and Referral Info section and click the arrow in front of it to

close the section.

From:

@hild and Referral Info

Variables to extract: -

(] & MCI_ID

TN A e e e i
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To:

[

INTRODUCTION DATA FILTERS OUTPUT LC >

> Child and Referral Info

> Screening/Evaluation

> Service Planning

> Transition/Program Exit

9. Go to another section on the Data tab to add additional variable(s) for the report. Repeat the

process above for choosing variables and organizing them in the next section.
Note: Sorting in the other sections is likely not necessary.
Reminder: Each section of the AQB in the Data tab is organized by the PPS pages.
Note: In the report derived from the query, the variables will show up in order from Child
and Referral Info variables chosen, then Screening/Evaluation variables chosen, etc. That
order cannot be changed prior to running and downloading the report. The order of

variables--which are columns in the report-- can also be changed once the report is
downloaded to excel.

3.1.2 Choosing filter(s)

Once all variables to include in the query are chosen, go to the Filters tab.

INTRODUCTION DATA FILTERS ﬁOKLD TABLE INFORMATION

> Limit Observations/Distinct Rows Options

> Select Most Recent File

> Select Most Recent Evaluation Per File
> Select Most Recent Service Per File

> Select BT3 Date Filter(s) **

> Advanced Filter Conditions

3.1.3.2 Limit Observations/Distinct Rows Options section

Recommendation: In most instances it is recommended to leave the box checked for Select
Distinct Rows Only. The default is checked.
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1. Click the arrow in front of “Limit Observations/Distinct Rows Options” to open that section.

INTRODUCTION DATA FILTERS QUTPUT LOOKUP TAE

@wit Observations/Distinct Rows Options

Select Distinct Rows Only

Number of Observations to Return:

The “Limit Observations/Distinct Rows Options” section determines how to limit the number of

rows seen in the report for an individual child based upon the data in the query.

When checked, the box for “Select Distinct Rows Only” has the system look at every variable in
each row and then finds only those rows that are distinct (have different data from other rows
for the child).

3.
4.

Example (a simplistic example): If the initial contact date and evaluation dates are pulled
into the report and PPS has the same evaluation date for both evaluations that occurred,
only one row for the child will be in the report. However, if the evaluation dates are
different for the two evaluations, two rows for the same child will be in the report.

So, if the data differs in one or more variables, more than one row of data will be

displayed for the child.

Determine how many rows to include in the report.

Note: The “Select Distinct Rows Only” box is defaulted to be checked.

lgnore the Number of Observations to Return field.
Close that section by clicking the arrow in front of the words “Limit Observations/...”

3.1.2.2 Select Most Recent File section

Recommendation: In most instances it is recommended to leave the “Yes” for “Select Most
Recent File.”

If the report should include all rows uncheck the box in front of the words “Select Distinct
Rows Only.” Otherwise, leave as is.
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1. Click the arrow in front of “Select Most Recent File” to open that section.

INTRODUCTION DATA FILTERS OUTPUT
> Limit Observations/Distinct Rows Options
@elect Most Recent File

o Yes
O All Files

2. Determine how many of the child’s files data should be pulled from. Consider if the data
should come from only the most recent file’s data (the last time this child was served) or
from each file the child has in PPS.

Note: The files used are also subject to the filter used in the “Select BT3 Date Filter(s)**.”

3. To see data from all files, choose the radio button in front of “All Files.”

Otherwise leave “Yes” clicked. This means the query will only pull the most recent file’s data.
Note: “Yes” is the default.

4. Close that section by clicking the arrow in front of the words “Select Most Recent File.”

3.1.2.3 Select Most Recent Evaluation section

v Select Most Recent Evaluation Per File

a ¥

If any data regarding evaluations is included in the query:
1. Click the arrow in front of “Select Most Recent Evaluation Per File” to open that section.
2. Determine the need to see data only related to the most recent evaluation or if data is

needed from all the evaluations listed in PPS.

To see data for all the evaluations listed in PPS, click the radio button in front of the words “All
Evaluations.”
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Note: “Most recent evaluation” is defined as the evaluation with the most recent actual
evaluation date on the Screening/Evaluation page of PPS. If multiple evaluations have the same
actual evaluation date, then the highest sequence number for the evaluations entered will be
used to identify the “most recent evaluation” (usually the first one listed in the dynamic list in
the Evaluations section of the Screening/Evaluations page of PPS).

3. Close that section by clicking the arrow in front of the words “Select Most Recent Evaluation
per File.”

3.1.2.4 Select Services per File section

1.3.1.2.4 Select Services per File

If any data regarding services is included in the query
1. Click the arrow in front of “Select Services Per File” to open that section.
Note: “All Services including ‘no new services’” is the default.

Note: “Most recent service” is defined as the service with the most recent IFSP date in the
Services section of the Service Planning page of PPS. If multiple services have the same IFSP date,
then the highest sequence number for the services entered will be used to identify the most
recent service (usually the last one listed in the dynamic list in the Services section of the Service
Planning page of PPS).

2. Click the radio button in front of the option that matches the data to include regarding the
Services section of the Service Planning page of PPS. There are four choices.

The four choices for service filter are:

1. All Services including ‘no new services’—this choice will include all services listed
on the Service Planning page of PPS, including all “no new services” entries in the
dynamic list.

2. All Services excluding ‘no new services’—this choice will include all services listed
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on the Service Planning page of PPS; it does not include the entries of “no new

services.”

3. Most recent service including ‘no new services’—this choice will include only the
most recent service and all “no new services” entries in the dynamic list.
4. Most recent service excluding ‘no new services’—this choice includes only the

most recent service; it does not include entries of “no new services.”

3. Once the filter choice has been made, close that section by clicking the arrow in front of the

words “Select Services per File.”

3.1.2.5 Select BT3 Date Filter(s)**

This filter is required to be used; this section must be completed.

INTRODUCTION DATA FILTERS QUTPUT LOC

> Limit Observations/Distinct Rows Options
> Select Most Recent File

> Select Most Recent Evaluation Per File

> Select Most Recent Service Per File

( Select BT3 Date Filter(s) **

> Advanced Filter Conditions

Each query must have at least one date filter selected from the section “Select BT3 Date

Filters(s)**.”
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1. Click the arrow in front of the words “Select BT3...” to open the section.

2. Click the arrow in front of the words “First Date Filter” to open that section.

3. Choose the date variable by clicking the arrow in the “First Date Variable to Filter On” field to
see choices.

4. Choose the date variable to filter by.

Vv Select BT3 Date Filter(s) **

"> V First Date Filter

First Date Variable to Filter On:

No Date Filter v

i No Date Filter
INITIAL CONTACT FULL DATE
SERVICE START FULL DATE
REFERRAL TO LEA FULL DATE
PROGRAM CLOSE FULL DATE
ACTUAL EVALUATION FULL DATE B2 date
INITIAL IFSP FULL DATE

Show Second Date Filter:

(none) v

Note: The date variable does not need to be in the list of variables listed on the Data tab.
Note: Consider which date variable will produce the data required.

5. Next choose the range of the dates used. Click on the arrow in the “Comparison” field to see
the choices.

Comy on; e ]

| Between v

Between
Grea‘[er'tﬁar‘: or equal
Greater than
Equal B sl
Less than E—
Less than or equal
(none) ~

Choose the date range to be used to populate the report.

The “Select the date range” section will change based upon the “Comparison” field choice.
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= (Click on the calendar icon for the first field (From) in the range.

INTRODUCTION DATA FILTERS OUTPUT LOOKUP TABLE INFORMATION

> Select Mo

ek File

v Select BT3 D. Filter(s) **
v First Date Filter

First Date

No Date Filter -

e Change the year by clicking the year box (top right) and choosing the year wanted.
e Change the month by clicking the month box (top left) and choosing the month

wanted.
e Choose the day of the month to use (see blue arrow).
e Click OK.
T S Ehmnbe 2023

Su Me Tu We Th Fr Sa

1 2
3 4 5 5 7 8 9
10 11 2 14 e
+7 18 12 26 2% 22 23
=
Toda
[ OK Cancel

O Repeat steps above for the second date in the range, if applicable

Note: To enter the second date in the range (To), use of the scroll bar on the bottom may be
needed.

v INITIAL IFSP DATES

/
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6. Choose a second date variable to filter by, if appropriate.
e The scroll bar on the right side may need to be used to get to the Second filter section.

e C(lick the arrow in the “Show Second Date Filter” field to see choices.
e Change the choice from “(none)” to “show.”

Show Second Date Filter:

(none) v *_

- (none)

show

O Repeat the steps above to add date variable and date range for the “Show Second Date
Filter” section.

Note: Up to four date variable filters can be included.
Note: Date filters do not have to be in “Variables to extract” box.

7. Once the filter choice(s) have been made, close that section by clicking the arrow in front of
the words “Select BT3 Date Filter(s)**.”
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3.1.2.6 Advanced Filter Conditions section

INTRODUCTION DATA FILTERS OUTPUT LOC

> Limit Observations/Distinct Rows Options
> Select Most Recent File

> Select Most Recent Evaluation Per File

> Select Most Recent Service Per File

> Select BT3 Date Filter(s) **

(> Advanced Filter Conditions

Note: To add a filter using the Advanced Filter Conditions section requires some code
knowledge.

For assistance, please contact SAS for a training hour. To request a one-on-one session, email
EDWDARtraining@SAS.com. Supply the topic to discuss during the session plus dates and times
to meet. Note: You need to include that the times are CST.

Here is one easy use of the “Advanced Filter Conditions”—when the query is to pull fields that
are either “there” meaning “not missing” or “not there” meaning “missing.”

An example. The query being developed needs to pull all initial contact dates for the

2023 calendar year and pull files that have program close dates and do not have initial

IFSP dates.

1. Under Select BT3 Date Filter(s)**, the initial contact date would be chosen along with
the corresponding dates to pull the 2023 calendar year.

2. Under Advanced Filter Conditions, the program close date and initial IFSP date filters
will be added.

¥ v Advanced Filter Conditions

SASHELPADHOC_BT3_VIEW_V v B

= ‘_"'--__
Y Filter: | (none) iz

Apply date filter in datetime 19. Example:
"01JAN2023:00:00:00"DT

e C(Click on the arrow in front of “Advanced Filter Conditions.”
Note: you may need to use the scroll bar on the right to get to this filter.
e (lick on the word “Filter.”
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Another box opens.

Filter Table Rows Cancel
Dats  Functions B . o S B S S C| @ | Validate
P Filter AND  OR NCT = ® < £ > Z Advancedoperators v

+ [ ADHOC_BT3_VIEW_V

& AA_AEPS FLAG

& AA_BATTELLE_DEV_INVENTORY_FLAG
& AA_BRIGANCE FLAG

& AA_CAROLINA_DEV_PROFILE_FLAG
& AA_COR_INFANT_FLAG

& AA_COR_PRESCHOOL_FLAG

e Use the scroll bar to go to the bottom of the column on the left and click “More.”

Dsta  Fu S

O Filter AND OR

& DEAF_HUM_FLAL 1
& DEV_DIS_AUTISM_FLAG
& DEV_DIS_BRAIN_TRAUMA_FLAG
& DEV_DIS_CEREBAL_FLAG

& DGNS_COND_DESC
& DUP_NAME_FLAG
& EDUC_DESC

LTY_RSN_DESC
N_SKL_RNK_CD

& ENTRY_KNO!
& ENTRY_SOCIO_EMTN_SK
& ENTRY_SOCIO_EMTN_SKL_RNK_CD

Another box opens.
e Enter a word to search for the first variable to filter on and click the
magnifying glass icon.

Column Salection
Table: ADHOC_BT3_VIEW_FILE

- ; Y i B
[ ke o Label

Name

= T RACE: FEDERAL BLACK OR aFRICAN |
O &AFRAMER IND AMERICAN FLAG

& AGENCY_NAME AGENCY NAME

& AGE_3_YR_DT CHILD TURNS 3 DATE

AGE AT REPC
[MONTHS)

RUN DATE
& AGE_AT_REPGRT_RUN_OT RUN DATE

) AGE_AT_RFRL AGE AT REFERRAL TO B-3 (MONTHS)

1ofi =

Page 26 of 36



e Choose the variable by clicking the box in front of it and click the blue
“OK” button (in this example, “Program close full date”).

The variable will now be in the box on the right side of the screen.
e Click on “Advanced Operators” and choose “Is not missing.” (In the
example, the query will be pulling files with a program close date.)

Filter Table Rows

Note: A space may need to be entered between the “T” in DT and the phrase
“is not missing.”
Filter Table Rows

+ = % = = 0| Q DY, &
AND OR NOT = 2 < £ > 2 Advanced operators v
1 |PGM_CLSE_DT|IS NOT MISSING
V—,\\
g
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e Add the word “AND” to the end of the first row and hit “Enter.”

e Repeat the steps above to choose another variable (in the example, “initial
IFSP full date”).

e Click on “Advanced Operators” and choose “Is missing” (In the example,
the query will be pulling files without an initial IFSP date)

e Add a space as appropriate.

e Click on the “Validate” button on the far right.

Note: If there is no red in the log tab at the bottom of the page, click the blue

OK button on the far upper right.

Filter Table Rows )// Cancel
/

+ = % = o0 oo, e @

The filters have now been added to the query.

3.1.3 Output Information
Go to the Output tab.

INTRODUCTION DATA FILTERS OUTPUT LOOK

> Report Output

> Query Output
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3.1.3.1 Report Output

1. Open “Report Output” by clicking the arrow in front of it.
2. Change the “Output Options” field.

e Click on the arrow in the “Output Options” field.

e Choose “Exported File.”

INTRODUCTION DATA FILTERS OUTPUT

__—»V Report Output B

Output Options

e

SAS Dataset v T

(: SAS Dataset I
v . i
Exported File
-
WORK

Output Table: *

Query_Result

3.1.3.2 Exported File Location

The “Exported File Location” will open when “Exported File” is chosen in the “Output Options”
field.

1. Click on the folder icon to choose where to save the report.

Note: Typically what is entered will be /Users/(your email)/My Folder.

v Exported File Location

Select a folder to export to:

/Users
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A new box will open to choose the folder to save the report in.
b. Choose where to save the report:

i. Scroll down using the scroll bar on the right side.

ii. Find the SAS user’s email address under “Users.”

iii. Highlight My Folder.

iv. Click the blue OK button.

x
Select a Folder

(s

* [ Secured Objects

#7 Users
47 Your email here
¥ 3 Application Data

“ [ My Folder
/ * (3 code (sas) template
b [ CAY templates

® 3 CSV - Excel reports
<[ CTM templates

® B3 Draft reports

» 3 My Snippets

® (3 My Tasks

3 Old versions of queries

2. Inthe “File Name” box, highlight the words “Query_Result” and type a new title for the
report.

This will be the name of the report to look for in “My Folder” once the report is run.

From:

v Exported File Location

Select a folder to export to:

/Users/bryate/My Folder ® 0O

File Name: *
Query_Result _

To: (example)

File Name: *

l closing report 5.7.24
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3.1.3.3 Exported File Options

Note: It is recommended to leave the Exported File Options as “CSV.”

Note: Choosing Excel will not work for all reports due to the amount of data included in the
report. An error is triggered by the output table containing more than 50,000 rows. The 50,000-
row limit is an Excel limit that SAS is not able to adjust. If choose this option, then when saving
the report, you do not have to change the type of report (see 3.3.3 Saving, 2.).

1. To change the exported file option, go to the Exported File Options section.
It should be open; if not, click on the arrow in front of the words “Exported File Options.”
2. Change the option to Excel by clicking on the radio button in front of the word “EXCEL.”

—— V Exported File Options
Select a File Type:
© CSV(Limit one Million Records)

(O EXCEL (Limit 50,000 Records)

Sample Completed Output tab example:

v Report Qutput

Exported File »

v Exported File Location

JUsers{(your email)/My Folder [

Select a File Type:

O CSV (Limit one Million Record

3.2 Running the query

1. Click “Run” in upper left corner of the query.

On the far-right pane (where the Code and Log tabs are) things will move around. If red shows
up and the “Errors” box has a number in it, the report did not run. Users can review the Log tab
in the far-right pane to view the error.
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For assistance in fixing the error, contact the BCS TAC Inbox at DHSBCSTAC@dhs.wisconsin.gov
or SAS at EDWDARtraining@SAS.com. Supply the topic to discuss during the one-hour training
session plus dates and times to meet. Note: Include in the email that the times provided are CST.

Data and Mapping Information

The advanced query builder is a tool where users can dynamically build queries
using point and click capabilities.

* Each of the tabs contain data groups to allow a user to filter and select variables.
* Users can select any data item and any filter options

¢ The pro
makes their

apply the filtering, variable selection and join logic as the user

Once the query has run successfully, the report will be found in the location listed on the
Output tab, in the “Exported File Location” field (e.g., /Users/(your email)/My Folder).

3.3 Opening and saving the report

3.3.1 Opening the report

1.
2.

3.

Go to the “Exported File Location” (e.g., /Users/(your email)/My Folder).
Right click on the report name and choose “Download file.”

Note: A report is indicated by the paper icon in front of the report name.

{ -
o/ @ e/ e/ §
)

Find the downloaded report on user’s computer and open it.

Note: Downloads may show up as a tab at the bottom left of the screen, in a box in the upper
right, etc.

The report will open and appear to be in Excel.
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3.3.2 Readability

Recommendations to make the report more readable:
1. Highlight the first row (1) and click the bold icon (B) to bold the title row of the report.
2. While the first row is still highlighted, click on “Wrap Text.”

File Home Insert Pagelayout Formulas Data Review View Help

=2 X Cut

puste. LD CoPy -
v < Format Paing

Calibri « n A A L 22 Wrap Tent General

B Iy~ [H- &vA-

i

= 3= Ed merge & Center ~ » S CIA

11]]
1]}

Cipboard Foot L Agnment N !
Al N MASTER CLIENT INDEX 10
h 2 A 8 C D E F G
T 1 [MASI(R( COUNTY NAME  AGENCY NAME FIRST NAN LAST NAM CHILDS DATE OF E INITIAL IFSP FULL DA
2 123 Pleasantville Pleasantville BIRTHTO3 XXX XXX 5/13/2022
3 234 Pleasantville Pleasantville BIRTHTO3 00X X0 5/15/2021
4 456 Pleasantville Pleasantville BIRTHTO3 00K XXX 8/8/2019
5 567 Pleasantville Pleasantville BIRTHTO3 XXX XXX 11/2/2023

3. Click on “View” in the tabs to freeze the panes.
4. Click on the first cell of data (i.e., A2).
5. Click on “Freeze Panes” then choose the first choice, “Freeze Panes.”

file  Mome Insert  Page Layout

E Eysom

Dhhocte

et View
A2 . fe
4l A 8 C D E ¥ G H 1 ) 3 L S Freere Top Row !
1 C Agency  FIRST NAALAST NAV CHILDS DATE OF 811 rn b teeothe
| Pleasantv] Peasantvi 00 2000 svon
3 Pleasantve Ploatartl 00 0o /157201 4y Froese Fist Cohimn
4 Pleasantvi Mearantn X0 Yo /82019 B retrer
5 Pleasantvd Pleasantvi 0 0K V1672022 e,

6. Click on the Home tab to add filtering availability to the report.

Click on the first cell under the title row.

8. Find “AZ Sort & Filter” in the Editing tab (see yellow box on right side of screenshot) and click
on “AZ Sort & Filter” and choose “Filter.”

~

1 MASTERC COUNTY NAME  AGENCY NAME FIRST NAM LAST NAM CHILDS DATE OF E INITIAL 57 FULL DATE NO SERVICCOUNT SE SSRVICE (8 COLINT & = nmm == mme - w2
3 121] easantvite Pleasantvite BIRTHTO) 00 00X V12022 '
24 Measamtvile Plessantvile DIRTHTON oo 00 Vivaon L
14 456 Measantvile  Plessantvile BIRTHTO) 0 10X w0 ?
1// 2 567 Pearartvile PMeasantvile BIRTHTOS 0 oo 1272003 ?
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3.3.3 Saving

To save the report as an actual Excel document

1. Goto “File” then choose “Save As.”

2. Change the type of report from “CSV UTF-8 (Comma delimited) )(*...” to “Excel Workbook
(*.xIsx)” by clicking on the dropdown arrow.

95 tist = St 10 w4 X 2 wmarane o v 3 ()
Save As
Nt T 9 Downloads /
et f Wi =;’;-umrm B | 5 sove
~
B

‘ Sites « State of Wisconun

Lon Witierrase @ dhe mactrmn.gov

3. Choose where on the user’s computer to save the report using Browse and click “Save.”

MICHST FBC SANY WOUT SRS N0 VAP Dues T VEETIESANT, TON) M - R

"I_‘“J s 1+ E Downloads
At AL et S wout i G el 8324
State o Wiscompm (&Y mma delmmited] (oo
Fcae Gotice
. Dnelrive - State of Wisconsin
Lo wirtemannildhusiscomingo T Hew fokder
Sites - State of Wisconsin Mame T
Lot Wittmrurm B by miontin g
Ottt bacalionh
& TrisPL EI"- all children contact date 202000
e
@ Add a Place .
B3:] all sere wnns 6.3.24 (1) B4 1206 PM
= srowe
a8 | all sere v nne 6,324 (2) BTG 1219 PN
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3.4 Saving and Closing the query
3.4.1 Saving the query

To save the query for re-running in the future

1. Click “Save As” from the query pane

& Stat Page o *BTI_A0E favale_milesk X o
2 Bun Tf‘" % Copy to My Tas
-'__'_,—FF--
e
e

Another box opens.

In the left hand column go to “SAS Content/Users/(SAS User’s email address)/My Folder.”
Highlight the words “My Folder.”

In the “Name” field, enter a name for the query

Click the blue “Save” button.

vk W

OF s
Folder Shortcuts
—_—_— & Fold Sohas &3 My Snippets
—T—% 4[5 SAS Content
B3 My Tasks
on

B3 SAS Videos
£ all service start date 5.30.24 includes no new sery as blanks.ctk

* B Interna £

* 3 Model Repositories £

» Secured Objects .

€ Seaiad Ot £ BT3 AQB LEA timel

> UAT

£+ BT3 AQB Referrals &
_L —p B Users
™ 2 $ child referral and info page of PPS report 5.1.24.ctk
e =] {User’s email) b o !
= PES Aaloeean T & child status fields 6.
(User’s email) £+ client char test 4,30.24.ctk
* (3 visual-investigator
test AQB 6.5.24 Task (*.ctk) >

Save Cancel

Note: The query will not be saved in the same place as the SAS or BCS prebuilt reports; it will be
saved in the SAS users “My Folder.”
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Note: The query is saved when the name of the query appears on the tab of the query.

SAS® Studio - Develop SAS Code

[8 StartPage © testAQB 6.5.24.ctk x  +

: ’ B | © Copyto My Tasks
| _

3.4.2 Closing the query

1. Toclose the query, click on the “X” after the name of the query (i.e., “(name).ctk”) on the
query’s tab.

& test AQB 6.5.24.ctk X \+

The query can now be accessed in the future from the user’s “My Folder.”

Note: The “sun” icon in front of the name indicates a query, along with ending with “.ctk.”

“[3 Users
“B3  (user’s email address)
> Application Data
>3 My Folder |

5! AQB 6.5.24.ctk '\
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