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Monthly Statistics

. Directions to Monthly Statistic Folder
. Screen shots of tabs and sections used in Monthly Statistic Itemization
. Print Workload Analysis Report by date from S.A.LL.

. Applying complaint data to statistical data breakdown sheets:
©a. ALL {STAT mo.} BY DATE REC’D
All {STAT mo.} BY DATE ASSIGN’D
DESK Invest. DATE ASSIGN’D

ALL complaints CLOSED — STAT mo.
DESK Investigations CLOSED

ALL {stat month} PENDING

DESK PENDING — DATE REC’D
FIELD Invest. DATE ASSIGND
FIELD Investigations CLOSED

j. FIELD PENDING - DATE REC’D

k. ENF ACTION BRKDOWN
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. Applying monthly statistical data to Statistic Itemization tabs:
a. Complaint Intake

b. Investigations

c. Enforcement (Enf) Actions |

. Inputting Statistic Itemization information to Summary Sheet
. Transferring from Master Summary Sheet to Monthly Summary Sheet

. Transferring Monthly Statistics from Summary sheet to CPEI (web based) database



Directions to Monthly Statistic Folder

Monthly statistical data is reported to the Department of Consumer Affairs (DCA) Consumer Protection
Enforcement Initiative (CPEI). The data must be reported by the 15 of every month. The data reported

is obtained from the previous month

Example: Monthly statistics for August 2012 are due no later than September 15, 2012.

1. Oien the STATISTICS AND REPORTS FOLDER located in the (i

- TRﬁ.CKING LOGS AND STATISTICS

File Edit View Favorites Tools Help

@Bac"‘" @ r ’ /—j“Search | Folders I (¥ x "y
B

§ Name = Size  Type Date Modified

2 [C)Enforcement OLD File Folder 9/13/2012 10:48 PM
; STATISTICS AMND REFORTS File Folder 9f24/2012 10:17 AM
t {ijRACKING LOGS File Folder 9J27]2012 2:39 PM

2. Open the CPEI Statistics folder located a

@ STATISTICS AND REPORTS

File Edit View Favorites Tools Help
S }Folder Sync

@Back - @ - ? /:“‘Search Folders | i~ | 93

| Name = Size Type Date Modified

| [Z)Analyst Monthly Stats File Folder 7/30/2012 1:52 PM

| [ Case Closure File Folder 8/23/2012 12:08 PM
| Complaints Received File Folder 8/17/2012 4:58 PM

=" CFET Statistics File Folder 9/27}2012 12:32 PM

3. Once the CPEI STATISTICS folder is opened, open the CPEI STATS MASTER excel
worksheet:

{ MName Size  Type Date Modified
; CPEI STATS MASTER 1,146 KB Microsoft Excel 97-2003 Worksheet  9/27/2012 12:32 PM
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Monthly Statistic Itemization

1. Once the CPEI STATS MASTER excel worksheet is open you will see the following
tabs:

a. Summary —
@WHEH9--|= CPEI STATS MASTER [Compatibility Mode]
n Home Insert Page Layout Formulas Data Review View Developer Add-Ins

& cut Arial 12 c Ay = E] P~ S Wrap Text General

“— &3 copy ~ L
Paste & Format Painter B I U~ [~ &'A"EEE EEE B Merge&Center~ § v % o

-

Clipboard r] Font T Alignment | Number

1 c9 > (= %|
1 CPEI Report
2 August 2012
4 | Complaint Intake
5 |Received 47
6 iCIosed w/o Assignment for Investigation 0 AG Cases Initiated 0
1 |Assigned for Investigation® 42 AG Cases Pendin [
|Average Days to Close or Assign for "
8 |Investigation
9 Pending 0 SOIs Filed 0
10 | Investigation SOls Withdrawn 0
1 sk Investigatic i $QIs Dismissed 0
12 \Initial Assignment for Desk Investigation 34 SOIs Declined )
13 [Closed 41 Average Days to Complete SOIs 0
14 |Average Days to Close 121 Accusations Filed 1]
15 |Pendin ‘ ) 301 Accusations Withdrawn 0
16 | = ‘ ; 1 (Non-Swor Accusations Dismissed 0
'Assignment for Non-Sworn Field s SesisatensDecined 0

17 Investigation

Average Days to Complete

1 oz : Accusations __ ’

19 Average Days to Close 81  Decisions/s e

20 Pendi Proposed/Default Decisions 0
Field Investigation (Sworr Stipulations ____| 1

22 | Assignment for Sworn Field Investigation 0 L i inary C .

23 Closed 2 Final Orders 0
24 |Average Days to Close 0 Average Days to Complete 0
25 Pendin 6

Interim Suspension Orders | 0

27 Closed 45 Final Citations 1
28 |Average Days to Close 130 Average Days to Complete 125
29 Pending 526

30
31 * Includes Case Reassignment

32
|
M4 Summary .~ JComplaint Intake Investigations -~ Enf Actions .~ ALL {STAT mo.} by DATERECD .~ Al {ST?




b.  Complaint Intake — COMPLAINTS RECEIVED and ASSIGNED FOR

INVESTIGATION:
X9 -~~|s CPEI STATS MASTER [Compatibility Mode] - Mia
Home Insert Page Layout Formulas Data Review View Developer
A \ —_ - |
_j Arial 12 e A = General f___}]C
g $ - % @F
Past v P | By . = 8
af e j B I H k. é = .(.08 -)DS if) c
Clipboard Font ; Number
—— Gg - . f; |
A B G D E
1 Complaints Received by pusrasec
D 01/01/13 to 01/31/13 DATE RECEIVED, Ti
3 RECEIVED WITHIN
4 :gfn °°:'P INSTITUTION NAME
5 4| 1213
6 a| 12112
7 3 14113
8 4| 1812
9 | g 1713
K4 ] summandd Complaint Intake ) Investigations ~ Enf Actions .~ ALL {STAT mo.} by |

-

PR A Rt CPEI STATS MASTER [Compatibility Mode] - Mic
Home Insert Page Layout Formulas Data Review View Developer
2 ) - - [F
__] & 2 AN Sy = General fjc
— s . R $ - % + [
Pt g BZ U - H- O A EEFFF BEH .o B
Clipboard & Font P Alignment P Humber -
&9 o . I
A B C D e
60
61 ALL COMPLAINTS A
| 62 Assigned for Investigation* SORTED BY DATE At
. THIS INCLUDES COP
63 Includes case re-assignment YOUR STATISTICAL
64
COMP | DATE | DATE STITUTION
65 # | REC'D |ASSIG'D y i
66 7H6M2 | 17213 -
67 @ 2 71012
68 3 10130412
M 4 » M| Summarf  Investigations .~ Enf Actions ~ ALL {STAT mo.} by
Ready |




C. Investigation — Initial Assignment for Investigation (Desk Investigation), Closed
(Desk Investigation), Pending (Desk Investigation):

~Initial Assignment for Investigation

-~ : ALL DESK INVE!
Desk Investigation STATISTICAL M

SORTED BY DA’
comp DATE DATE
# REC'D | assic'D INSTITUTION NAME

1 _ 10/20/12 141z
| 1052 | a3 ;
324/ - emossessmBosss

2
arai2 | 1amna |
Complaint Intake

v

>

i
=
i3
i3
(]
%

|_Investigations ) E

———r——1
Closed
Desk Investigation
DATE
CLOSED INSTITUTION NAME DAYS TO CLOSE
8311 14

A

0

[ts]

-
=

3

18

381

O

O e D N -

o
=
folralra | ra | ra
na

Complaint Intake {_ Investigations ) Enf Actions ALL {STAT mo.} by DATEF
.. = p——

Pending i
Desk Investigation
co;ap ggg% AgASlLE'D INSTITUTION HAME
q | 22411 | 1| ———
o |—— | 310111 | 211711 oot b s 13
| G| c20i11 | szEn |
il Gy —
s/ | 501 | 11130

M ~Summary Complint Intake ( Investigations )  Enf Actions ALL {STAT

R ———




cc. Investigation cont. - Assignment (Field Investigation (Non-Sworn)), Closed (Field
Investigation (Non-Sworn)), Pending (Field Investigation (Non-Sworn)):

Average Days to Close:

- e
Assignment
Field Investigation (Non-Sworn)
comp DATE | DATE
| INSTITUTION NAME
1_ CLC . CT D YeeeSenessdnosse Bate: Golee
oG | 252 | anw
o | O | 71312
4 - a7
L Investigations ) Enf Actions . ALL {STATr
-
Closed
Field Investigation (Non-Sworn)
COMP | DATE DATE
¥ Rec'd | cLOsED INSTITUTION NAME DAYS TO CLOSE
|| =<z | 70: J—— -
2 e[ Eien | "
3| | 51212 | 22012 | 92
s B L ——————1 70
81

ALL {STAT mo.} by DATE RE

Pending

Field Investigation (Non-Sworn)

REC'D | ASSIG'D

DATE

INSTITUTION NAME

531

n

1811

7]

1711

[*]
-
-

e ————



ccc.  Investigation cont. - Assignment (Field Investigation (Sworn)), Closed (Field
Investigation (Sworn)), Pending (Field Investigation (Sworn)):

Assignment

Field Investigation (Sworn)

NONE

» M| Summary -~ Comphint 'Iﬁtakéw@estigations D Enf Actions
e c—

ALL {STAT n

Closed

Field Investigation (Sworn)

NONE

_ALL {STATm

» M| Summary . Complaint Intake { Investigations ) Enf Actions .~ _
e ————

Pending
Field Investigation (Sworn)
COMP | DATE | DATE
. il (o INSTITUTION NAME
1 I <1510 | <1212 |,
o| G 22010 | 1000 |\

» M| Summary . Complaint Intake Gvestigationé)” Enf Actions .~

ALL {STAT n




cece.  Investigation cont. - Closed (All Investigations), Pending (All investigations),
Transfer for Citation (“Closed” Desk Investigation / Transfer to Discipline):

Closed ™
All Investigations
il Bosscan bgniis |  INSTITUTION NAME |oavs 1o cLose
P | 02 S . ; 14
o8t | amn2 309
| smnz 260

"Enf Actions .~ ALL {STAT mo.} by DATE RE

A Invest‘g ations

M ’S,uihm'aff' . Complaint Intake

Pending
All Investigations

COMP | DATE DATE v STITUTION
pec'o | Asscun INSTITUTION NAME

aeno | s3I
2210 | S8

24110 | a7

329410 a1
M| Summary . Complaint Intake (| Investigations ) Enf Actions ~ ALL {STAT
——————

-

l|,

LS

g

Transfer for Citation
"Closed" Desk Investigation / Transfer to Discipline

COMP | DATE DATE STITUTION NAME
# REC'D | ASSIG'D -

“Date Rec'd is the date the Bureau received the complaint.
“Date Assig'd is the date the case was transferred to the Bureau's Discipline Unit.

M | Summary .~ Comphint Intake€ Inv&sﬁgat@nf Actions .~ ALL {STAT mo.} by DATE RECD




cecee. Investigation cont. — Transfer from Citation to AG, Transfer to AG, Transfer from

Citation, Transfer from AG:
Transfer from Citation to AG Res
Formal appeals to a Citation AGs

“Date Issued is the date the Citation was issued.
“ Date Appealed is the date the appeal was received. _
“Date sent to AG's is the date the response to the appeal was sent to the AG's office.

/-—-\
M| Summary .~ Complaint Intake{ | Investigations . JEnf Actions .~ ALL {STAT mo.} by DATE RECD
S —

Transfer to AG
"Closed Desk Investigation” / Transfer to Discipline

“Date Rec'd is the date the Bureau received the complaint.
“Date Assig'd is the date the case was transferred to the Bureau's Discipline Unit.

M Summary Complaint Inmke(} In%: ations .~ ¥nf Actions -~ ALL {STAT mo.} by DATE RECD ¢

Transfer from Citation T

"Closed” Discipline Case / More Investigation Needed bR Wit et
month, asking for more in

“Date Rec'd is the date the citaiton referral was received.
“Date Assig'd is the date the case was transferred back to an analyst for mere investigation

A
M [ Summary .~ Complaint lntakeﬁ Investigations /Eanct_i_o_n_s ¢ ALL {STAT mo.} by DATERECD .~ Al{ST

Bl
.

Transfer from AG
"Closed"” Discipline Case / More Investigation Needed

*Date Rec'd is the date the AG referral was received.
“Date Assig'd is the date the case was transferred back to an analyst for more investigation
M Summary . Complaint Intake(] Investigations ;) ) Enf Actions .~ ALL {STAT mo.} by DATERECD .~ Al {51




d. Enf (Enforcement) Actions — AG Cases (Initiated), AG Cases (Pending) SOI’s Filed,
SOI’s Withdrawn, SOI’s Dismissed, SOI’s Declined:

AG _‘?ases ALL CASES INITIATED (SENT
Initiated TO THE AG'S OFFICE) WITHIN I _l
YOul QTATTWFW!\H’H ]
DATE TOAG
COMP# | RecEvED i OFFICE
4| 998285 | @2012  |City Beauty College 0811712
AG Cases
Pending
DATE TO AG ACC/ sol/PCP DAYSTO HEARING
OMP SCHOOL TYPE
COMP#| pecewED OFFICE SIGNEDBY BPPE | COMPLETE | DATE
(- smsessismssmsse Tl Cﬁazir;;pgaem A e R
| R eeMEROESSOmMESeSMS 213112 ACC 212372012 B 6/21/2012
B T ———_—— w812 ACC 518012 101
L 51912012 sol NIA
I 511012012 s01 NIA
o GRS 71012 |G 773012012 ACC
7 . | G202 817/2012 ACC

» M| Summary .~ Comphaint Intake .~ Investigations 'GAcﬁons ) _ALL {STAT mo.} by DATERECD . AI{STAT mo.} By DATH] 4 | »

SOI's Filed
DATE TO AG DAYSTO HEARING
COMP#| RecEvED SO, oexe] Tt S DAYE COMPLETE | DATE
1
S0I's Withdrawn
DATE TO AG
COomMP & RECEIVED SCHOOL OFFICE TYPE DATE WITHDRAVYN NOTES
1
S0l's Dismissed
DATE TO AG
comMp # RECEIVED SCHOOL OFFICE TYPE DATE DISMISSED NOTES
1
S0l's Declined
DATE TO AG
COMP # RECEIVED SCHOOL OFFICE TYPE DATE DECLINED NOTES
1

» M| Summary Complaint Intake Investigations ALL {STAT mo.} by DATE RECD Al {STAT mo.} By DATHI 4 |1



dd. Enf (Enforcement) Actions cont. — Accusations Filed, Accusations Withdrawn,
Accusation Dismissed, Accusations Declined, AG Cases (Decisions/Stipulations),
Citations Issued:

Accusations Filed

i
!
?

Accusations Withdrawn

Accusations Dismissed

Accusations Declined

1 ‘

’ M| Summary .~ Comphint Intake MveﬁM@ ALL {STAT mo.} by DATERECD .~ Al {STAT mo.} By DATH] ¢ |}
AG Cases

Decisions/Stipulations

Citations Issued

orienz

» W[ Summary . Complaint Intake .~ Investigations { Enf Actions ) | ALL {STA[[4 »[




ddd.  Enf (Enforcement) Actions cont. — AG Cases (Closed):

AG Cases
Closed
DATE TOAG STIP/PD! DEFAULT CLOSURE
COMP#| crcewen SEN. orece | TP REC'D DECISONTYPE | pare

O | 122012 g 01427112 501 No Decision Withdrawn 91042012

ALL {STAT mo.} by DATERECD .~ Al {STAT mo.} By DAl] 4 | » |

Complaint Intake _~ Investigation | Ent

2. Once the complaint data has been sorted and placed into each corresponding tab you will
apply that data into the appropriate tabs:

a. Complaint Intake
i. Complaints received
ii. Assigned for investigation

b. Investigations
i. Initial Assignement for Investigations — Desk Investigations
ii. Closed — Desk Investigation
iii. Pending — Desk Investigation
iv. Assignment — Field Investigation (Non-Sworn)
v. Closed — Field Investigation (Non-Sworn)
vi. Pending — Field Investigation (Non-Sworn)
vii. Assignment — Field Investigation (Sworn)
viii. Closed — Field Investigation (Sworn)
ix. Pending — Field Investigation (Sworn)
x. Closed — All Investigations
xi. Pending — All Investigations
xii. Transfer for Citation — “Closed” Desk Investigation / Transfer to Discipline
xiii. Transfer from Citation to AG — Formal Appeals to a Citation
xiv. Transfer to AG — “Closed” Desk Investigation / Transfer to Discipline
xv. Transfer from Citation — “Closed” Discipline Case / More Investigation
Needed
xvi. Transfer fron AG — “Closed” Discipline Case / More Investigation Needed

c. Enf Actions
i. AG Cases - Inititated
ii. AG Cases — Pending
iii. SOI’s Filed
iv. SOI’s Withdrawn



v. SOI’s Dismissed

vi. SOI’s Declined

vii. Accusations Filed

viii. Accusations Withdrawn

ix. Accusations Dismissed

X. Accusations Declined

xi. AG Cases — Decisions/Stipulations
xii. Citations Issued

xiii. AG Cases - Closed



Schools Automated Information Link (S.A.I.L) Workload Analysis Report

1. Open S.A.LL. via the shortcut on your desktop:

»

et r;'fi

b Mozilla Firefox Shorkcuk Eo
i SOIL

2. Once S.A.LL. is opened click on the Enforcement/Complaints section on the left side of
the screen:

% Institutions/Schools Main Site
File Annual Reports Application Processing <

horization  Enforcement Revenue Tracking  School Information  STRFE Title 25 Help

[ Sshaeid SAILL... NET
1] OTmation Schools Automated Information Link
100ls information SC]]OOIS Mﬂiﬂ Site

1. Enter School Code: The School Information site welcomes Ashley Windsor to the system.

Institutions Report Center £,

4 B £nforcement’Complaints »
P Applications Processing
P Annual Reports
P STRF

P Revenue Tracking

P COAFS / Agent Permits
P S.ALL. Net Main Site



3. Click on Enforcement Report Center:

% Enforcement/Complaints - Main Site

Enforcement/
Complaints

1. Enter Complaint N

2. Search by School

File Annual Reports Amﬁcatm‘mm Certs OF Authorization Enforcement  Peverue Tracking School Information: STRF Titl= 52 Help

SAJIL... NET

Schools Automated Information Link
Enforcement Main Site

The Enforcement and Compliance Site welcomes Ashley Windsor.

4. The following screen will appear:

% Enforcement Report Center

File Institutions Enforcement Help

Approved/Registered Institutions

I™ "No Authority' Letter - A v

I "0 Day Acknowledgement' Letter - B %
™ ‘Summary' Letter - C%

™ 'No Merit Recommendation’ Letter - D %
™ 'Recommendation’ Letter - E %

™ 'Complaint Closure’ Letter - F1 %

Complaint iation Pr - Pilat
[~ 10 Day Acknowledgement Letter

[~ Unable to Contact Letter

[ 'Unenforceable Contract Letter

[~ Complaint Stats by Date
[~ Complaint Transfer Letter

I~ Approved Institution Enforcement History %

*

Complaint #

Unapproved/Unregistered Activity

I~ 10 Day Acknowledgement' Letter %

™ "Initial Cortact - Unapproved' Letter s

I Final Enforcement - Unapproved' Letter %
I~ ‘Unenforceable Contract' Letter

Requires a Complaint #

* Requires a School Code

School Code

Statistical/Misc Reports

[~ Complaint File Detail %
™ Complaint Disposition Report %

[~ File Followw-Up' Report for s uumy

Complaints Received - By Date - "Aging Format"

™ Consumer Complaint Form Log

I Detail Workioad Repart for QR
I~ summary Workioad Report for

I Detail Workload Report for All Anslysts

™ summary Workload Report for All Analysts

|~ workload Analysis Report - Summary (by date)
[~ workload Analysis Report - Detail (by date)




5. Once the previous screen is opened you will need to check the Workload Analysis Report
— Detail (by date) option:

[ Consumer Complaint Form Log

™ Detail Workload Report for

[T Summary Workload Report for

[ Detail Workload Report for All Analysts

™ Summary Workload Report for Al Analysts

T wWork i N ary (by date)
v Workload Analysis Report - Detail (by date
1 School Code _

6. After this option is checked you will need to hit the PRINT button and a box requesting a
date range will appear:

“a Enforcement Report Center

File Institutions Enforcement 'Help

ENFORCEMENT - Report Center

Please Provide Complaint # School Code
Required I—" I'_'—"""—
information:
Approved/Registered Institutions Unapproved/Unregistered Activit Statistical/Misc Reports

[~ "0 Day Acknowledgement' Letter % I Complairt File Detail %

I™ ‘Initial Contact - Unapproved' Letter % [~ Complairt Disposition Report %

I ‘Final Enforcement - Unapproved' Letter % ™ 'File Follow-Up' Report for ASHLEY WINDSOR
I 'Unenforceable Cortract' Letter

™ 'No Authority' Letter - A %
™ "0 Day Acknowledgement' Letter - B %
I~ 'Summary' Letter - C %

™ "No Merit Recommendation’ Letter - D %
™ 'Recommendation’ Letter - E %
r ‘Complaint Closure' Letter - F1%

I 10 Adknouisdgs Complaints Received - By Date - "Aging Format"

™ Unable to ContactL .
™ 'Unenforceable Contr
™ Complaint Stats by Dald

[~ Complaint Transfer Le
[ Consumer Complaint Form Log

™ Detail Workload Report for G

™ Summary Workload Report for i
I Detail Workload Report for All Analysts

™ Summary Workload Report for All Analysts
I~ workload Analysis Report - Summary (by date)
v workload Analysis Report - Detail (by date)

* Requires a Complaint # * Requires a School Code “

[T Approved Institution §




7. Choosing a date range is dependent on the statistical month for which you are requesting

data:

a. Example: it is September 1, 2012 and you need to do August 2012 stats. The date
range you enter would is 08/01/12 to 08/31/12 —

Enforcement Report Center

File Insticutions - Enforcement  Help

ENFORCEMENT - Report Center

Please Provide
Required
Information:

Unapproved/Unregistered Activity

Complaint #

Approved/Registered Institution

I~ 10 Day Acknowledgement' Letter %

™ 'Initial Contact - Unapproved' Letter #%

[~ Final Enforcement - Unapproved' Letter %
I~ 'Unenforceable Contract' Letter

™ 'No Authority' Letter - A ¥

™ "0 Day Acknowledgement' Letter - B%
™ 'summary' Letter - C %

™ 'No Merit Recommendstion’ Letter - D w
™ '‘Recommendation' Letter - E %

™ ‘Complaint Closure' Letter - F1 %

2 Printing: "Workload Analysis Report - Detail’ IXJ
[ 10Day Acknowledgem§
I~ Unable to Contact Lettef
™ 'Unenforceable Contrad)
I~ Complaint Stats by Datd

™ Complaint Transfer Lett§

08/01412 0843114 ;

™ Approved institution E§l.

Wlarllnad Snashosie Dan

‘3 Printina.
Printing Records

School Code

I

Statistical/Mizc Reports

I Complaint File Detail %
I~ Complaint Disposition Report %
™ 'File Follow-Up' Report for ASHLEY WINDSOR

Complaints Received - By Date - ""Aging Format''

I Consumer Complaint Form Log

I Detail Workload Report for s

I Summary Workload Report forqlaumy
I Detail Workload Report for All Analysts

™ Summary Workload Report for All Analysts

| Workload Analysis Report - Summary (by date)
v wWorkload Analysis Report - Detail (by date)




9. After you pick the report up from the printer you will notice the following reports have
printed (see example print out):

a. Workload Anaylsis — Enforcement — Complaints (Against Approved
Institututions) Processed

b. Workload Analysis — Enforcment — Complaints (Against Approved Institutions)
Received

c. Workload Analysis — Enforcement — Complaints (Against Unapproved
Institutions) Received: No data on this report is normal

d. Workload Analysis — Enforcement — Complaints (Against Unapproved
Institutions) Processed: No data on this report is normal

10. Use the reports to compare with the monthly statistical data breakdown sheets.



Compare complaint data with statistical data breakdown sheets

1. You will use the following log to accumulate complaint data:

a. Complaint Case Aging Log — located at (H NN

"""" TRACKING LOGS
File Edit View Favorites Tools Help

@BBCk M 7 ’ f"’ ) Search Folders :',__:; j x n

- | §9
2 | Folder 5

Addr

Mame = Size  Twpe Date Modified
[ Application Denials File Folder 10/23/2012 2:44 PM
[)Back-up Logs File Folder 4912012 8:34 AM
{)Complaint Case Aging Log NO LONGER IN USE File Folder 10/23/2012 1:05 PM
@_]AG Case Aging Log 143 KB Microsoft Excel 97-...  11)5/2012 1:17 PM
x?_]Citaticun Program Aging Log 131 KB Microsoft Excel 97-...  11j6f2012 11:38 &M

m:' COMPLAINTS CASE AGING LG 1,981 KB Microsoft Excel Wor,.. 11)5/2012 3:17 PM
@_]Unappmved Schools Log 42 KB Microsoft Excel 97-...  7/26/2011 9:59 AM

2. Enter the data on the “statistical data breakdown” tabs in the CPEI STATS MASTER excel
worksheet:

a. All {STAT mo.} by DATE REC’D & All {STAT mo.} by DATE ASSIGN’D

A| B [ E i "G H

1 cT|sTarr| AT | O | DATE CLOSED| CASE AGE (in days) COMP | compramant
2 1| s |ennz|enon2 51 edifoua o gnost
| 3 (1] w [smnz] a7z 28 SRR g SO
| 4 1] Bc |oanz|enonz | 48 Wb

5 0| i |osnz2]| asnz 9512 0
| 6 1] Bc |emn2] amn2 47 fooeam | s viviney
| 7 1] w0 |een2|won2 46 PRV
IR LL {STAT mo.} by DATE REC STAT mo.} By DATE ASSIGN'D




b. DESK Invest. DATE ASSIGN’D & ALL complaints CLOSED in {STAT mo.}

il I J K
T INSTITUTION NAME LOCATION REGION
B on S Busdinmnsiome Hanford
DRI San Francizco N.CA
TS RO TN pincle
SR — Sacramento N. CA
Wit iy Los Angeles 5. CA
RN A AT SR Campbell
lorene Valley S.C
——

c. DESK Investigations CLOSED & ALL {stat month} PENDING

F | G H B — L
As;;‘:f R comp #|compLamant INSTITUTION NAME LOCATION
106 — | csnsing ST Berkeley

178 e L L R S e o Ul L

L SR b e R e T A
g1 W Orange County

rmo¢” DESK Investigations CLOSED ) ALL {stat month} PENDING » DESK PENDIN:

d. DESK PENDING-DATE REC’D & FIELD Invest. DATE ASSIGN’D
| E F G - |

DATE |CASEAGE| COMP

CLOSED | (in days) # COMPLAINANT INSTITUTION HAME

o

e e S b S 0

L]

W |

[7=]
GBS A S R ]

0ol | oo

- ™ -
eqent Center

TELD Invest. DATE ASSIGND oD FIELD Inves

PENDING €_ DESK PENDING-DATE RECD




e. FIELD Investigations CLOSED & FIELD PENDING-DATE REC’D

Y | S:cramento 12
"~ |sanDego |sca| A 1022112
Campbell A 1022112
Santa Ana A 102212
Bakerzfield 10022112
10022012
. CA A 10022112
np C FIELD Investigations CLOSED _$_ FIELD PENDING-DATE RECD [ ¢ [u]




Applying complaint data to statistical data breakdown sheets:

ALL {STAT mo.} BY DATE REC’D

1. Open the Complaint Case Aging Log:
a. Open the TRACKING LOGS folder, located in the SNEG—G_—__—
HWNFORCEMENT FOEDER il ihé G DRIV

W TRACKING LOGS AND STATISTICS

File Edit View Favorites Tools Help

Back ~ £ J ~ ’ ) Search [ Folders | ['ay (¥ ‘
| 7 =

Address |

Name = Size Type Date Modified
[-)Enforcement OLD File Folder 9/13/2012 10:48 PM
: File Folder 10{22/2012 10:45 AM
File Folder 102312012 2:26 PM

b. Open the COMPLAINTS CASE AGING LOG excel worksheet located in the

TRACKING LOGS folder:
Addres | ) G:\BPPE\BPPE ENFORCEMENU,TRACKING LOGS AND STATISTICSY TRACKING LOGS
Mame = Size  Type Date Modified
|2) Application Denials : File Folder 10/17/2012 5:16 PM
[)Back-up Logs File Folder 49(2012 9:34 AM
{5 Complaint Case Aging Log NO LONGER IN USE File Folder 10/23/2012 2:05 PM
@_]RG Case Aging Log . 142KB Microsoft Excel 97-...  10/22{2012 11:06 &M

131 KB Microsoft Excel 97-...  10/23/2012 9:35 &M
2,021 KB Microsoft Excel Wor... 10/23{2012 2:25 PM
24 Unapproved Schools Log 42KB Microsoft Excel 97-...  7/26/2011 10:59 &M

. Once the COMPLAINTS CASE AGING LOG spreadsheet is opened go to the
Master Tab and continue with the following directions:
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2. Unprotect the Master Tab Sheet:
a. Choose the Review option
b. Choose the Unprotect Sheet option
c. Enter the password, twice,— ask your supervisor for the password

nHome Insert Page layout  Formulas Data l Review l View Developer Adddns © 9 o B 2R
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3. Once the sheet is unprotected Cut all closed complaints from the Master Tab and paste onto

the Closed tab:
a. Sort the Mater tab by Date Closed —
i. Highlight columns by placing the mouse over the A in the

first column,

left click and hold down while dragging your mouse to the right until you
are over the column Q (the last column) release the mouse:
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ii. Once the data is highlighted sort the data by DATE CLOSED —
1. Choose the DATA option on the menu at the top of the screen
2. Click on Column E — DATE CLOSED

iii. A screen will pop up asking you to expand the selection or continue with
current selection, choose expand selection and click Sort:

Sort Warning

Microsoft Excel found data next to your selection. Since you have nat
selected this data, it will not be sorted.

What do you want to do?
(#)iExpand the selection
() Continue with the current selection

I E Sort... i Cancel

iv. In the Sort box, click the box by “My data has headers” and undeneath the
Column section choose DATE closed as the Sort By option and hit OK:

| AddLevel || X DeleteLevel || 32 CopyLevel || =  + || Ontions... My data has headers
z

Column Sort On Order
i v1 !L‘v‘alues v | [Newestto Oldest

4. Once the data is sorted go to the Closed Complaints tab and Unprotect the Closed Cases tab

Sheet:
a. Choose the Review option

b. Choose the Unprotect Sheet option
c. Enter the password in )twice) — ask your supervisor for the password
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Prevent unwanted changes to the
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document.
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5. Once you have unlocked the Closed Complaints tab return to the Master tab and CUT all

complaint data that has a closure date —

d. Highlight the appropriate rows, right click the mouse and choose the CUT option
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6. Go back to the Closed Cases Tab, scroll to the bottom of the data to the first available row

(the first empty row with no data in it),

mouse and choose the paste option:

right click the
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7. Hit the save button and protect the sheet (ask your supervisor for the worksheet password):
a. Choose the REVIEW option at the top of the screen
b. Choose the Protect Sheet Option
c. Enter the correct Password (twice)

N -
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Prevent unwanted changes tothe | A -
data in a sheet by specifying what
information can be changed.

For example, you can prevent
people from editing locked cells or
changing the formatting of the

8. Return to the Master Tab, the rows you just cut will still be highlighted, right click the
mouse over the hlghhghted TOWsS, choose the delete optlon ThlS wﬂl ehmmate these TOWS -

Paste Special...

Insert...

- Delete.., L
12 : 1 Clear Contents 1186 996748 |Anonymous FastRe
sl E Filter > l 1188 ] 994745" lvunq Nam !Carifom

9. Next, highlight Columns A through Column Q on the Master Tab:
a. Highlight columns by placing the mouse over the A in the first column, left click
and hold down while dragging your mouse to the right until you are over the
column Q (the last column) release the mouse:
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10. Go back to the CPEI STATS MASTER excel worksheet and paste the information you just
collected from the COMPLAINT CASE AGING LOG - MASTER TAB into the sort
PAGE for Master Log tab:

a. Right click column A and hit Paste:
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11. Once the data is Pasted sort the data by DATE REC’D:
a. Choose the DATA option on the menu at the top of the screen
b. Click on Column C — DATE REC’D
c. Click the SORT option
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d. A screen will pop up asking you to expand the selection or continue with current
selection, choose expand selection and click Sort:

Sort Warning

Microsoft Excel found data next to your selection. Since you have not
selected this data, it will not be sorted.

What do you want to do?

() Continue with the current selection

Ii Sort... il Cancel l

. In the Sort box, click the box by “My data has headers” and undeneath the
Column section choose DATE REC’D as the Sort By option and hit OK:

Sort [il ]‘_g|

[ “’;1 Add Level ] [ X Delete Level J [ 53 Copy Level ] 4w I My data has _I:eadersl
Column Sort On Order %
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12. Return to the COMPLAINT CASE AGING log and copy the Closed Cases tab:
a. Once on the Closed Cases tab highlight Columns A through Column Q by placing
the mouse over the A in the first column, left click and hold down while dragging

your mouse to the right until you are over the column Q (the last column) release
the mouse.

b. Right click the mouse and choose copy:

Cut

Copy
Paste Options:

Paste Spedial...

Clear Contents

13. Go back to the CPEI STATS MASTER excel worksheet and paste the information you just
collected from the COMPLAINT CASE AGING LOG — CLOSED CASES tab into the sort
PAGE for Closed Log tab:

a. Right click underneath column A “CT” and hit Paste:
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14. Once the data is Pasted sort the data by DATE REC’D:
a. Choose the DATA option on the menu at the top of the screen
b. Click on Column C — DATE REC’D
c. Click the SORT option
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d. A screen will pop up asking you to expand the selection or continue with current
selection, choose expand selection and click Sort:

Sort Warning

Microsoft Excel found data next to your selection. Since you have not
selected this data, it will not be sorte<ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>