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ReportWriter Basics 
 

General Information 

A query is a search inside of a database that pulls data by specified criteria.  For example, how many people live in a 
certain zip code and how many of those people are 40 years old and above? ReportWriter allows you a very basic ability 
to build queries. 

Visibility is an important factor when making Report Writer queries.  You will only return information inside ServicePoint 
that you have the visibility to see.  

Another important aspect of query building inside of ReportWriter is that the information will only be returned if all 
records have the required search criteria.  For example, if you want to query a list of active clients, and their addresses, 
you may only see clients who have addresses in the system in your results, but it may not return clients in your provider 
who are missing addresses in the system.  This is the major limitation of ReportWriter reports, so the less specific your 
queries are, the better the quality of the report. 

Reports can be saved for later use by yourself or anyone in your “provider” or providers below yours on the provider 
tree.  

Tips 

1. Write out the question you want answered, and then try to think of a field or a calculation of a field that will give 
you the answer to that question.  Mapping out your question in word helps you visualize which fields to add to 
your query, and what filters may or may not be needed. 

 
Ex:  What are the addresses of my active clients?  

  -Fields to search for might be: 
   1. Active or Inactive 
   2. Provider Name 
   3. Name 
   4. Address 
   5. State 
   6. Zip Code 
   7. Date Entered (in case there is more than one, and you know which one is most recent) 
  -Possible Filters 
   1. Active Clients 
   2. Your Provider (PADS) 
 

2. When building ReportWriter reports, make sure to include all of the fields you want to see, and put as little 
filters on the data as possible.  It is better to export this query into Excel, where filtering and data elimination is 
easier and you have more control.  Think of ReportWriter as taking the photograph, and Excel as cropping the 
photo to only what you need. 

 
3. When choosing fields in your report, the best strategy to choosing the correct ones is to look inside of a client 

profile, paying close attention to the workflow, wording of questions and the tabs in which the data is entered.  
These will give you clues on the proper tables to choose when selecting the fields. 
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4. Always scroll through the entire table when choosing fields.  Make sure that you pull in fields that will tell you 
whether something is active or not, so you know if the results are accurate or not. 
 

5. When searching for clients in a given time period please provide the following query parameters in the filter 
section. 

-If you use the Entry/Exit Tab to track clients then filter by: 
 (Entry Exit Start Date) Is Less Than (Your End Date)   AND 
 (Entry Exit End Date) Is Greater than or equal to (Your Start Date) OR 
 (Entry Exit End Date) Is Null 
 
-If you use the Service Transactions tab to track clients then filter by: 

(Service Provider Start Date) Is Less Than (Your End Date)   AND 
 (Service Provider End Date) Is Greater than or equal to (Your Start Date)  OR 
 (Service Provider End Date) Is Null 
 

6. Keep your ANDs and ORs in mind.  Order matters, start your filters with the most large and general deductions 
getting closer to your more specific criteria. This way nothing gets left out.  If you select AND, you are stating 
that the field proceeding and directly following the AND both have to be true in order for the result to pull.  If 
you select OR, you are stating that the answer can be either the proceeding field or the one directly following it.  
Place your ANDs and ORs wisely.  This is why less filters are better. 


