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Exporting a Report 

 

Navigation: 

1. Preview any report, for example, Snapshot Report. It will open a new browser 

window as shown in the image above. 

2. Click on Export and select an option. 

3. This browser window will have a small notification bar at the top right corner to 

indicate the progress of report being exported as PDF as shown above. 

 

4. Once the export is completed, the notification bar will indicate the status as 

“ready for download” as indicated above.   

Commented [CP1]: Can we move this section and Report 
options section either to bottom or top? Have all reports 
explained in an order of how they appear on the application 
(All Header and investigation overview reports first and 
independent screen reports later?) 
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5. Once the report is downloaded, users can view the report by clicking on the 

download symbol on the popup shown above. 

 

6. The report can also be viewed within the browser window as shown above. Users 

can use the downloaded version of the report or use the report opened in the 

browser window. 
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Report Options 

 

Details: 

1. Once the report is loaded, the user will see page 1 opened by default. 

2. If users want to view the next page of the report, they can click the arrow. 

3. By clicking on the back arrow, users can navigate to the previous page. 

4. When users click Web Layout, the report will show in Legacy KIDS format. 

 

 

  

Users can navigate to 

the first page directly 

from any page. Page number 

currently in 

view. 

By clicking the 

right arrow 

button, users 

can move to 

the next page. 

By clicking the 

double right 

arrow button, 

users can move 

to the last page. 
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Referral Snapshot Report 
 

 

Navigation: 

1. Login to KIDS Application. 

2. Navigate to Dashboard, select any referral, and click Show. 

3. Click on the Kids Referral ID with the PDF icon next to it. 

4. PDF Reports will be generated in a new window. 

 

There is a collection of reports available on the Investigation Overview screen: Face 

Sheet, Consent for Release and Acquisition of Information, and Accept for 

Service/Closing Letter. 

 

Clicking this button 

will generate the 

Referral Acceptance 

Snapshot Report 

for the selected 

referral 
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Facesheet Report 

 

Navigation: 

1. Login to KIDS Application. 

2. Bring the Investigation Referral in focus either through Search screen or 

Dashboard. 

3. Investigation Overview screen will open. 

4. Click on the Facesheet Report button on the Investigation Overview screen. 

 
5. The report will open in a new tab from where it can be exported and printed. 
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Consent for Release and Acquisition of Information – CYF102 

Navigation: 

1. Login to KIDS Application. 

2. Bring the Investigation Referral in focus either through Search screen or 

Dashboard. 

3. The Investigation Overview screen will open. 

4. Click on the Release of Information Letter button on the Investigation Overview 

screen. 

 

5. The Select Report Input popup will open. 

6. Select Report Language and Clients and click the Preview button. 
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7. The report will open in a new tab from where it can be exported and printed. 

Closing Letter – CY311 

 

Navigation: 

1. Login to KIDS Application. 

2. Bring the Investigation Referral in focus either through Search screen or 

Dashboard. 

3. The Investigation Overview screen will open. 

4. Click on the Accept for Service Letter button on the Investigation Overview. 
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5. Users can also navigate to the Service Decision screen using the left navigation 

and click the Accept for Service Letter button. 

 

6. The Select Report Input popup will open. 

7. Select Report Type, Report Language, and Clients and click the Preview button. 
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8. The report will open in a new tab from where it can be exported and printed. 

Accept for Service – CYF311 

 

Navigation: 

1. Login to KIDS Application. 

2. Bring the Investigation Referral in focus either through Search screen or 

Dashboard. 

3. The Investigation Overview screen will open. 

4. Click on the Accept for Service Letter button on the Investigation Overview. 
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5. Users can also navigate to the Service Decision screen using the left navigation 

and click the Accept for Service Letter button. 

 

6. The Select Report Input popup will open. 

7. Select Report Type, Report Language, and Clients and click the Preview button. 
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8. The report will open in a new tab from where it can be exported and printed. 

Contact Report 
Navigation: 

1. Login to KIDS Application. 

2. Bring the Investigation Referral in focus either through Search screen or 

Dashboard. 

3. The Investigation Overview screen will open. 

4. Navigate to the Contacts screen using the left navigation. 

 

5. Select a Contact using the radio buttons on the Contact List. 

6. Click the Preview button above the grid. 
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7. The report will open in a new tab from where it can be exported and printed. 

Notification Letter 
 

 

Navigation: 

1. Login to KIDS Application. 

2. Bring the Investigation Referral in focus either through Search screen or 

Dashboard. 

3. The Investigation Overview screen will open. 

4. Navigate to the Allegation screen and click the edit icon for the target allegation.  

5. When the Law Enforcement Notification is answered as Yes, the section for Law 

Enforcement Notification will be displayed which will also have the button for 

Download Police Notification Letter. 

6. On click of this button, the PDF Report will be generated in a new window.  

Clicking this button 

will generate the 

Police Notification 

Letter 
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Parents Handbook – CY199 
Navigation: 

 

1. Login to KIDS Application. 

2. Bring the Investigation Referral in focus either through Search screen or 

Dashboard. 

3. The Investigation Overview screen will open. 

4. Click the Parents Hand Book button. 
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5. Select Report Language and Client/Collateral and click the Preview button. 

 

6. The report will open in a new tab from where it can be exported and printed. 
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Notification of Suspected Child Abuse – CYF201 

  

Navigation: 

1. Login to KIDS Application. 

2. Bring the Investigation Referral in focus either through Search screen or 

Dashboard. 

3. The Investigation Overview screen will open. 

4. Navigate to the client section of the Investigation Overview screen. 

5. Click the Notification of Suspected Child Abuse Letter button. 

 

6. Select the Clients and click the Preview button. 

7. The report will open in a new tab from where it can be exported and printed. 
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CYF211 – CPS Summary Screen 

 

Navigation: 

1. Login to KIDS Application. 

2. Bring the Investigation Referral in focus either through Search screen or 

Dashboard. 

3. The Investigation Overview screen will open. 

4. Navigate to the CPS Summary Screen. 

5. Click the Download 211 Childline Investigative Summary Letter button. 

 
 

6. The report will open in a new tab from where it can be exported and printed. 
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CY48 

 

Navigation: 

1. Navigate to the CWIS Summary screen. 

2. Select a record from the list and click the Download CY 48 Button. 

3. The report will open in a new tab from where it can be exported and printed. 
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Exchange of Medical Information Letter 
 

 

Navigation: 

1. Login to KIDS Application. 

2. Bring the Investigation Referral in focus either through Search screen or 

Dashboard. 

3. The Investigation Overview screen will open. 

4. Click on the Download Exchange of Medical Info Letter button. 

5. Select the Clients from the popup below and click on Preview button. 

 

 

6. The report will open in a new tab from where it can be exported and printed. 
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