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HOW TO RUN A SUMMARY REPORT 
of 

RECIPIENTS OF A PARTICULAR SERVICE 
 

Step 1:  Select Reports 
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Step 2:  Select Report Description 
 
Step 3:  Type in your Service Date Range 
 
Step 4:  Select Service & Billing Report 
 
Step 5:  Select your District 
 
Step 6:  Select the Service 
 
Step 7:  Select “All Qualifiers” 
 
Step 8:  Select “Preview” 
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To the left is the result of your query. 
 
Step 9:   Print 
 
  

For questions or additional assistance please contact: 
Rhonda Buedefeldt, OACCESS/NAPIS Program Analyst 
rhonda.buedefeldt@state.or.us  
503.373.1854 
SPD State Unit on Aging/676 Church Street NE, Salem OR 97301 
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