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This Quick Reference Guide is designed to help kynectors and Agency Admin users
export reports from kynect benefits.
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Export Reports Overview

The Export Report functionality in kynect benefits allows kynectors and Agency Admin users the
ability to export cases into Excel. There are three methods to Export to Excel:

e Cases Requiring Action from their Dashboard

e General Case Search Results

e Case Activity Tracking Report from the Reports tab on their Dashboard

Dashboard

From their Dashboard, kynectors and Agency Admin users see Cases Requiring Action and the
Case Search option below Cases Requiring Action. From the Dashboard, kynectors and Agency
Admin users can also access Reports.

—
kynect Dashboard  Programs v  GetlocalHelp  Child Care Provider Search Help & FAQs NEWJAY Q
bonofits

Languages: Englieh (englieh)

overviow | elcome, NEWJAY
[ e |

Roports; rhlcz kynector
E———

2762 NewAssisterOrg7897 Allen
T
Y R e N e XN

Cases Requiring Action

Select the type of case action to view the most recent 100 cases which require that action in the near future.

Cases Requiring Action

RFls Expiring (2) Renewals (0) Pending Cases (5) Unsubmitted Applications (1)

# Caso Numbor HoHNamo RFITypo Earliost RFIDue Dato

APTC income verification 02/26/2024 View Case Document Center

00393668 MELONIE JILLAN US Citizenship 02/27/2024 View Case Document Center

Export to Excel

Search

groms Applicable

Application Number

Date of Birth

mm/dd/yyyy &

Search by Primary Applicant

Show Advanced Search Reset m Export to Excel
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Cases Requiring Action

On their Dashboard, kynectors and Agency Admin users can export Cases Requiring Action that
are associated to them to Excel. Users can export cases to Excel based on these four categories:
RFIs Expiring, Renewals, Pending Cases, or Unsubmitted Applications. The total number of cases

is noted after the category name in parentheses.

—
kynect Dashboard  Programs v GetlocalMelp  ChildCareProviderSearch  Help& FAQs

nnnnnnnn

Overview I

elcome, NEWJAY

i filo:  kynector

NewAssisterOrg7897  Allen

Cases Requiring Action

Select the type of case action to view the most recent 100 cases which require that action in the near future.
Cases Requiring Action
RFIs Expiring (0) Renewals (0) @ i lications (1)
# Application HoHName Program(s) Application Removal Date
Number
2035000008080 CC 2/8/2024 View Dashboard

Export to Excel

LY

" Please note: Only the top 100 cases requiring action display in the
A/ table. If a kynector or Agency Admin user has more than five records,
= the X and Y buttons allow the user the view the next or previous five.
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Export to Excel from Search below Cases Requiring Action

kynectors and Agency Admin users can also export search results to Excel. Below are the steps to
Export to Excel.

1. Under Programs Applicable, select Medicaid or SNAP/CCAP.

Search

Programs Applicable

First Name Last Name
Case Number Application Number
Social Security Number (9 digits) Date of Birth
mm/dd/yyyy &

Address Line 1

Search by Primary Applicant
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2. If desired, enter additional information applicable for the search:
a. For Medicaid:
i. Enter First Name.
ii. Enter Last Name.
iii. Select Case Number or Application Number radio button.
iv. Enter Case Number or Application Number.
v. Enter Social Security Number.
vi. Enter Date of Birth or click the calendar icon and select the Date of Birth.

vii. Select Search by Primary Applicant (Agency Admin users only).
viii. Enter Address Line 1.

Search

Programs Applicable

First Name Last Name
Case Number Application Number
Social Security Number (9 digits) Date of Birth

&t

mm/dd/yyyy

Address Line 1
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b. For SNAP/CCAP:
i. Enter First Name.
ii. Enter Middle Initial (M.1.).
ili. Enter Last Name.
iv. Select Suffix.
v. Enter Date of Birth or click the calendar icon and select the Date of Birth.
vi. Select Sex.
vii. Select Case Number or Application Number radio button.
viii. Enter Case Number or Application Number.

ix. Enter Social Security Number.
x. Enter Address Line 1.

]
7=\ _ Please note: In order to use the search function, user must enter the
A/ First Name, Last Name, Date of Birth, and one of the following fields:
= Case Number, Application Number, or Social Security Number.

Search

Programs Applicable

Medicaid SNAP/CCAP

First Name Midldle Initial (M.L)
Last Name Suffix
Select @
Date of Birth Sex
gy .
mm/dd/yyyy & Select (S
Case Number Application Number

Social Security Numiber (9 digits) Address Linel
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3. Click Search.
4. Click Export to Excel.

Search

Programs Applicable

Medicaid SNAP/CCAP

First Name Micldle Initial (M.L)

Last Name Suffix

Select @

Date of Birth Sex
mm/dd/yyyy & select ©
Case Number Application Mumber
Social Security Number (9 digits) Address Line1
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Export to Excel from Dashboard

kynectors and Agency Admin users can easily export Cases Requiring Action to Excel as a CSV file
type.
Below are the steps to Export to Excel.

1. Scroll down to the Cases Requiring Action section of the kynector or Agency Admin
dashboard.

2. Click the RFISs Expiring tab at the top of the header column. The kynector or Agency
Admin users see the Case Number, the HoH Name, the RFI Type, and the Earliest RFI

Due Date.

Cases Requiring Action

Seloct the type of case action to view the most recent 100 cases which require that action in the near future.

Cases Requiring Action

RFis Expiring (2) Renewals (0) pending Cases (2) Unsubmitted Applications (1)
" Case Number MoH Name RFI Type Earliest RFI Due Date

o8/1ef2023 View Case Document Contor
Sepdesraiorsn o m

Export to Excel

3. Click the Renewals tab at the top of the header column to view details for SNAP and
Medicaid and QHP cases which are eligible for renewal within the next 30 days and for
which the renewal has not yet been initiated. The kynector or Agency Admin users see the
Case Number, HoH Name, Program(s), and Earliest Renewal Due Date.

Cases Requiring Action

Select the type of case action to view the most recent 100 cases which require that action in the near future.

Cases Requiring Action
RFis Expiring (0) l Renewals (2) l Pendling Cases (2) Unsubmitted Applications (1)

- Case Mumber HoH Name Programis) Earliost Renewal Due Date

00BE452 FF GOLD MesicoidKCHIPBFTC onraf2013 View Case Dashboard

View Case Dashboard

x
=
3

4. Select the Pending Cases tab at the top of the header column to view details for cases
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that have moved into a Pending Verification, Pending Review, Pending Plan Selection, or

Pending Interview status within the last 30 days. The kynector or Agency Admin users see
the Case Number, HoH Name, and Status.

Cases Requiring Action

Select the type of case action to view the most recent 100 cases which require that action in the near future.

Cases Requiring Action

RFis Expiring (n) Renewals (n) Pending Cases (2) Unsubmitted Applications (1)
# Case Number HoH Name Status
1 00394164 GERRY ERADFORD Panding Plan Selection View Benefits Page

2 100384108 TITUS MATA Panding Plan Selection viswnenameuga

Export to Excel

5. Select the Unsubmitted Applications tab at the top of the header column to view
unsubmitted applications associated to them. The kynector or Agency Admin users see the
Application Number, HoH Name, Program(s), and Application Withdraw Date.

6. Click the Export to Excel button to export the first 100 results on the tab.

Cases Requiring Action

Select the type of case action to view the most recent 100 cases which require that action in the near future.

Cases Requiring Action

RFls Expiring (0) Renewals (0) Pending Cases (2) l Unsubmitted Applications (1) l

#* Application HoH Name Programi(s) Application Removal Date
Number

1 601433100 62635000008UUS0 cC 2/8f2024 View Dashboard

Export to Excel

Y=\ _ Please note: The selected type of case action appears in the user’s

-,  downloaded files as a CSV file.
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Access Reports

To access reports, click Reports from the Dashboard. On the Reports screen, users can select
either Case Activity Tracking Report or FPL Percentage Report as shown in the below

sub-sections.

jom—
kynect Dashbeard  Programs ~  GetlocalMelp  Child Care Provider Search Help £ FAQs © v @
ptts

Languages:  fngeh (sngien)

elcome, NEWJAY

filo:  kynector

i

NewAssisterOrg7897  Allen Medicaid/APTC/QHP

T ——
-

Sl 4 -
v i e SN S e Y T Yy )
L b N .

Cases Requiring Action

Select the type of case action to view the most recent 100 cases which require that action in the near future

Cases Requiring Action

RFis Expiring (0) Renewals (0) Pending Cases (2) Unsubmitted Applications (1)
# Application HoH Name 9 )
Number

o
Export to Excel
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Case Activity Tracking Report for kynectors
Below are the steps for kynectors to generate and export a Case Activity Tracking Report to

Excel.

1. Select Case Activity Tracking Report from the drop-down.

2. Enter the Start Date and End Date in the Date Range field.
a. The date can be typed out manually, or the calendar icon can be used to select the

date.

_‘@'_ Please note: The report can only pull data from 60 days back to the
A=/+ current date.

3. Select the Activity Type.
4. Click Export to Excel or click Reset Filter to clear the selections.

_@'_ Please note: The spreadsheet includes the following columns: Date,
»  Organization, Case Number, Individual Name, and Activity Type.

’,

Overview Reports

kynect On Demand
I Choose a report type from the drop down to view its details.

Reports

Case Activity Tracking Report

kase Activity Tracking Report

Activity Type

Report a Change

Renewal

Intake

ResetFilter Export to Excel
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Case Activity Tracking Report for Agency Admin Users
Below are the steps for Agency Admin users to generate and export a Case Activity Tracking

Report to Excel.

1. Select Case Activity Tracking Report from the drop-down.
Enter the kynector’s name for whom the report is being generated for in the Organization

Individual field.

3. Enter the Start Date and End Date in the Date Range field.
a. The date can be typed out manually, or the calendar icon can be used to select the

date.

_‘@'_ Please note: The report can only pull data from 60 days back to the
A=/ current date.

4. Select the Activity Type.
5. Click Export to Excel or click Reset Filter to clear the selections.

_@'_ Please note: The spreadsheet includes the following columns: Date,
»  Organization, Case Number, Individual Name, and Activity Type.

’,
-—
-

Overviow Reports

Agency o
Choose a report type from the drop down to view its details.

Reporiy | Case Activity Trocking Roport

Case Activity Tracking Report

Organization Individual

Date Range

Activity Type

Report a Chango

Renewal

Intake

Reset Filter Export to Excel
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FPL Percentage Report for kynectors
Below are the steps for kynectors to generate and export an FPL Percentage Report to Excel.

1. Select FPL Percentage Report from the drop-down.

a. Once selected the following description of the report displays: “This report
summarizes the Federal Poverty Level (FPL) percentages for cases managed by you
or a kynector within your agency.”

2. Click Export to Excel.

a. Once clicked the following message displays: “Your report is being generated. You
can leave this page and come back later to download it.”

b. Once the report is generated, it will be available to download.

Overview Re P orts
kynect On Demand

Choose a report type from the drop down to view its
Reports I details.

FPL Percentage Report

FPL Percentage Report

This report summarizes the Federal Poverty Level(FFL) percentages for cases managed by you or a

kynector within your agency.

Export to Excel

‘@’_ Please note: The spreadsheet includes the following columns: Organization,
+  Case Number, Individual, FPL Percentage, and FPL Year.
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FPL Percentage Report for Agency Admin Users

Below are the steps for Agency Admin users to generate and export an FPL Percentage Report to
Excel.

1. Select FPL Percentage Report from the drop-down.
Enter the kynector’s name for whom the report is being generated for in the Organization
Individual field.
3. Click Export to Excel.
a. Once clicked the following message displays: “Your report is being generated. You
can leave this page and come back later to download it.”
b. Once the report is generated, it will be available to download.

Overview Reports

Choose a repert type from the drop dewn to view its details.

Agency Management
Reports I

FPL Percentage Report

FPL Percentage Report

‘Organization Individual

e

_@'_ Please note: The spreadsheet includes the following columns: Organization,
—/~ Case Number, Individual, FPL Percentage, and FPL Year.

’,
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