Print Vital Records Family History Cover Letter

and Health Data Report
· This letter must be printed by the Caseworker in order for the information on the cover letter to data fill with the correct information. 

· Open SAFE, open Caselist, and highlight the SCF case.

· RMB and select ‘Go to Person Health’.

· The Person Health window will open.  The Person Health window must be opened in order to print a Health Data Report.

· On the Menu bar select File>Print Health Data Report.

Health Data Report Prompt window
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· On the Health Data Report Prompt window, click the ‘Vital Stats Letter and Health Data Report’  (Blue arrow)

· All the boxes will be checked.

· To see what the Health Report will look like click the ‘Preview’ button. (Orange arrow)

· Click the “Print” button on the lower right side of the window. (Green arrow)

· A Print window will display.  Check to make sure the correct printer is selected.

· Click the ‘Print’ button to print the Vital Stat cover letter.

· A second Print window will display.  Click the ‘Print’ button to print the Health Data Report for the child.  This may take several minutes depending on the length of the report.

· The system will create an activity entry documenting a “Vital Stat Health Data Report was generated on (date).  The name of the worker who requested the letter and health report will appear in parentheses at the end of the entry.
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