How to Print or Save My OCHART Report

This section will show you how to generate and print a report containing your OCHART data for the
full year, October to March or April to September.

Type "www.ochart.ca" into the address bar. Press "ENTER".
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You will see the screen below. Click the "START" button on the right
side.

Ontario Community HIV/AIDS Reporting Tool

(Please make a selection)

Click Here to view your agency's Click here to access the active
historical OCHART data, OCHART portal, including
including the October to March tracking tools and the OCHART

2015/16 reporting period. Do not reporting system. You should
enter any new data here, this use this system for tracking and
system is for reference only. reporting going forward.

Please note that you need to register to the new OCHART to use the system. Credentials that you
have for the old system won't work in the new one.

Clicking the start button on the left side will take you to the old OCHART system. If you click this
accidentally, please click the back button on your internet browser. Next, click the start button on the
right.
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Type in your "Username™ (your work email address) and your
"Password". Click "Login".

Login/Register

Username (email address)

o Test_dataentry @email.com
e’

Password

O T <———
o

Reqgister | forgot my password

You must have an existing OCHART account in order to login. If you are a first time OCHART user

and do not have an account, go to the section titled, "How to Register" for step-by-step registration
instructions.

Click "Enter OCHART Data" (left side).

Choose a Tool

Enter OCHART Data h Use Tracking Tool
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Scroll down to "Reports” (under the OCHART sections), click the
triangle and select the time period for your report. You can choose
either the full year, October to March or April to September.

2016-2017

Full Fiscal Year

Reporting Period:| Full Fiscal Year < Download

October to March

OCHART is a project of AIDS Bureau, Ontario Ministry of Health and Lon April to September

Please note that this feature is available throughout the year (prior to, during and after each reporting
period).

Click "Download".

£ Download
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Your report will open in a new internet window as shown below.

[ 216.191.169.54/0CHARTF X

C' [ 216.191.169.54/0OCHARTPortal/Reports/Ochart/9c36e6ac-8e74-48f4-8a58-181537585b46/Period/7e9882fc-5f9a-469a-8f18-9928d113411d

This report is generated in HTML format. Please consult the “How to print or save my OCHART report” section of the OCHART
user manual to print or save the PDF version of this report.

Section 1: Agency Profile

1a. Name of organization

1a. Name of organization S.1 Q 1a. test name of organization
1b. Street address

1b. Street address S51Q 1b test street address

1c. Mailing address (if different than street address above)

1c. Mailing address (if different than street address above) Qe iy FEE s

1d. Email address

TO PRINT USING CHROME: Click "Menu" and select "Print".

[4 216.191.169.54/0CHARTF  x

@ | [} 216.191.169.54/0CHARTPortal /Reports/Ochart/9c36ebac-8e74-48f4-8a58-f81537585b46/Period/ 72988 2fc-59a-469:77

This report is generated in HTML format. Please consult the “How to print or save my OCHART

P TN ' -
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Make sure you have clicked on the box beside "Background graphics™ and that
the layout is set to "Landscape”.

Layout Landscape

Paper size Letter =
Margins Default -
Options Simplify page

Headers and footers

of| Background graphics

If you do not see the "Background graphics" option after clicking "Print", click on "More settings".
Next, select "Background graphics”

Click "Print".

Print

Total: 55 sheets of paper (109 pages)
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TO PRINT USING FIREFOX: Click the "Menu" button.

i e | T {713
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Click "Print".
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@ Firefox automatically sends some data to Mozilla so that we can it T

Click "Page Setup"”.

@ Google - Mozilla Firefox

Print...

Page Sety . of 1 H‘ Scale: |ShrinkToFit | || | Portrait || Lan
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Crmail  Image
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Click in the box beside "Print Background (colors & images)"”. Make sure the
orientation is set to landscape. Click "Ok".

i. Idozalla Faref oo
Page Set *
age Setup M
Format & Options Margins & Header/Footer [ |
Format
Orientation: () Portrait Landscape
ont
acale: | 90 % [ Shrinl it Page Width
Options [ .|
Print Background (colors & imfpges)
Click Print.
@ Google - Mozilla Firefox
Print... Page Setup... | Page: |4 < of 1 B M| Scale  ShrinkToFit || | Portrait || Lan

ocogle https:/fwwrw.google ca/Tgfe rd=crei=vé

Gmail  Image

You will be asked to select a printer. After doing so click, "Ok".
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TO SAVE AS A PDF: If you are using Google Chrome, follow the same
steps as though you are printing. This time, click "Change..." under
Destination and select "Save as PDF". Click "Save".

Local Destinations Manage...

Save as PDF

Send To OnMote 16
L Microsoft XPS Document Wiiter

Microsoft Print to PDF

TO SAVE AS A PDF: If you are using Firefox, follow the same steps as
though you are printing except select "Microsoft Print to PDF" under
"Name:". Click "OK".

Print =

Printer

Mame: "“WOHTMec ohtn.on ca*KONICA Cehd BW Properties ...

"WOHTMec .ohtn.on ca*KONICA C654 BW
Status: Fane

Type: Microsoft Prirt to PDF
Where: Microsoft XP5 Document Writer
SM=- |NPI482DFE {HP LaserJet P4014)
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Prirt range Copies
OF] Number of copies: II =
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Selection _l)ﬂ _2)3 _3)3 Colate
Cancel
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