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Accessing CSA Utilization Reports 

 
1. Click on Resources and then on Utilization Reports 

 
 
 

2. Once on the CSA Utilization reports screen you will first need to: 

 
Select a Report Type from the drop-down list 
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The following are the six report types: 
 
a. SPT (Service Placement Type) by Selected Locality 

b. Mandate Type (MT) by Selected Locality 

c. SPT-MT by all Localities 

d. Locality - Service Name 

e. Demographic 

f. Locality Comparison Report 
 
All reports require the user to select the fiscal year (or fiscal years for the Locality Comparison 
Report) and set a Year-to-Date - Yes/No radio button as well as Report Filter 1 and Report Filter 2.  
 
The Year-To-Date button set to “Yes” generates data as of the date in the current fiscal year, while 
the button set to “No” generates data for the complete fiscal year. If you are looking at the current 
fiscal year, there is no option as the fiscal year is not complete and you will receive year-to-date 
data only. 
 
The Report Filter 1 and Report Filter 2 selections vary depending on the Report Type selected.  The 
steps to generate the reports are outlined below. 
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Reports: SPT by Selected Locality; MT by Selected Locality;     

SPT-MT by all Localities; Demographic; and Locality - Service 

Name 

 
For the above listed reports, the filter selections are as follows: 
 
 

Step 1: Select the Fiscal Year from the dropdown list. 
 

 

 
 

Step 2: Select ‘Yes’ or ‘No’ for the Year-to-Date (YTD) option 
 
Selecting ‘Yes’ will return utilization data from the beginning of the selected fiscal year through 
today’s month and day for the selected fiscal year. Selecting ‘No’ will return the entire selected 
fiscal year’s utilization data. ‘Yes’ will be selected by default for the current fiscal year and during 
July, August and September for the previous fiscal year. 
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Step 3: Select Report Filter 1 
 

➢ For the SPT by Selected Locality, Mandate Type by Selected Locality, Demographic, and 

Locality - Service Name reports: Users can 1) select an individual locality, 2) click and hold 

the CTRL key and select multiple localities, or 3) select ‘All’ 

➢ For the SPT-MT by all Localities report: Users can 1) select an individual SPT, 2) click and hold 

the CTRL key and select multiple SPTs, or 3) select ‘All’ 

 

 

 

Step 4: Select Report Filter 2 
 

➢ For the SPT by Selected Locality report: Users can 1) select an individual MT, 2) click and 

hold the CTRL key and select multiple MTs, or 3) select ‘All’ 

➢ For the Mandate Type by Selected Locality and Demographic reports: Users can 1) select 

an individual SPT, 2) click and hold the CTRL key and select multiple SPTs, or 3) select ‘All’ 

➢ For Locality - Service Name report: Users can 1) select an individual Service Name, 2) click 

and hold the CTRL key and select multiple Service Names, or 3) select ‘All’ 
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Step 5:  To generate the report, click on the ‘View Report’ Button 

 
 

A report similar to the following will be displayed: 
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Step 6:  To print the report: Click on the ‘Print PDF’ button. To export the report to an excel 
workbook, click on the ‘Excel Export’ button 

 
 

Report: Locality Comparison Report 
 

Step 1:  Select a single Fiscal Year or click and hold the CTRL key and select multiple Fiscal Years 
(up to 3) 

 

Step 2:  Select ‘Yes’ or ‘No’ for YTD. Note: if any selected fiscal year from Step 1 is the current 
fiscal year or the previous fiscal year during the months of July, August and September, 
then ‘Yes’ will be automatically selected 

 

Step 3:  Select either the ‘By Service Placement Type’ or the ‘By Mandate Type’ radio button. 

Depending on this selection, the Report Filter 2 is populated with SPTs or MTs   

 

Step 4:  For Report Filter 1: Select two or more localities/statewide. Up to five 

localities, including statewide, can be selected by clicking and holding the CTRL 

key and then selecting the localities 

 

Step 4:  For Report Filter 2: Select a single SPT or MT, click and hold the CTRL key and 

select multiple SPTs or MTs, or select ‘All’ 
 

Step 6:  To generate the report, click on the ‘View Report’ Button 
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A report similar to the following will be displayed: 
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Step 7:  To print the report, click on the ‘Print PDF’ button and to export the report to an excel 
workbook, click on the ‘Excel Export’ button 
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General Guidance to Create CSA Utilization Reports 
 

• There are six types of reports: 

 
o SPT (Service Placement Type) by Selected Locality 
o Mandate Type (MT) by Selected Locality 
o SPT-MT by All Localities 
o Locality - Service Name 
o Demographic 
o Locality Comparison Report 

 
• Depending on the report selected, the reporting will display utilization data: 

 
o By Locality 
o By Mandate Type 
o By Service Placement Type 
o By Service Name 
o By Demographics 
o By graphically displaying comparisons of two or more localities/statewide 

 
• The following information is provided in the SPT by Selected Locality, SPT-MT by all 

localities, Locality - Service Name, and Demographic reports  
 

o Unduplicated Child Count 
o Total Net Expenditures 
o Average Net Expenditure per Child 
o Per Diem (cost per day) 
o Average Length of Stay in the Selected Fiscal Year 
o Continuous Average Length of Stay (since the beginning of FY2017) 

 
• The following information is provided in the MT by Selected Locality report: 

o Unduplicated Child Count 
o Total Net Expenditures 
o Average Net Expenditure per Child 

 
*Note:  The Per Diem, Selected Fiscal Year Average Length of Stay, and Total Average 

Length of Stay columns are not included in the MT by Selected Locality report 
since length of stay is only applicable to SPTs and Service Names 

 
• The following comparisons are provided in the Locality Comparison Report: 

 
o When selecting ‘By Service Placement Type’ 

✓ Average Per Diem Cost 

✓ Average Length of Stay 

✓ Average Net Expenditure per Child 
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o When selecting ‘By Mandate Type’ 

✓ Average Net Expenditure per Child 

 
*Note:  The Average Per Diem Cost and Average Length of Stay comparisons are not 

included since length of stay is only applicable to SPTs and Service names 
 
 

SPT by Selected Locality Report – This report returns utilization data by service placement type 

for one or more localities for the selected mandate types: 

 

• Select the report by using the dropdown box and selecting ‘SPT by Selected Locality’ 

• Select the applicable fiscal year 

• Select ‘Yes’ or “No’ for YTD 

• Select Filter 1 - Locality(s)  

• Select Filter 2 - Mandate Type(s)  

• Engage ”View Report” 

 
*Note:   If not selecting all Mandate Types, total net expenditures may not match the 

true total for all Mandate Types. If you are looking for the true total net 
expenditures for the year, please select ‘All’ Mandate Types  

 

Mandate Type by Selected Locality Report – This report returns utilization data by mandate 

type for one or more localities for the selected service placement types: 

 

• Select the report by using the dropdown box and selecting ‘Mandate Type by Selected 
Locality’ 

• Select the applicable fiscal year 

• Select ‘Yes’ or “No’ for YTD 

• Select Filter 1 - Locality(s)  

• Select Filter 2 - Service Placement Type(s)  

• Engage ”View Report” 

 
*Note:    If not selecting all Service Placement Types, total net expenditures may not 

match the true total for all Service Placement Types. If you are looking for the 

true total net expenditures for the year, please select ‘All’ Service Placement 

Types  
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SPT-MT by all Localities Report – This report returns utilization data by locality for the selected 

service placement and mandate types 

 

• Select the report by using the dropdown box and selecting ‘SPT-MT by all Localities’ 

• Select the applicable fiscal year 

• Select ‘Yes’ or “No’ for YTD 

• Select Filter 1 - Service Placement Type(s) 

• Select Filter 2 - Mandate Type(s)  

• Engage ”View Report” 

 
*Note:  If not selecting all Service Placement Types or all Mandate Types, total net 

expenditures may not match the true total for all Service Placement Types and 

all Mandate Types. If you are looking for the true total net expenditures for the 

year, please select ‘All’ Service Placement Types and ‘All’ Mandate Types 

 
 
Locality Service Name Report – This report returns utilization data by service name for one 

or more localities for the selected service names: 

 

• Select the report by using the dropdown box and selecting ‘Mandate Type by Selected 
Locality’ 

• Select the applicable fiscal year 

• Select ‘Yes’ or “No’ for YTD 

• Select Filter 1 - Locality(s)  

• Select Filter 2 - Service Placement Type(s)  

• Engage ”View Report” 

 
*Note: If not selecting all Service Names, total net expenditures may not match the 

true total for all Service Names. If you are looking for the true total net 

expenditures for the year, please select ‘All’ Service Names  

 
Demographic Report – This report returns utilization data by Sex, Race, Ethnicity, Age Group, 

and Referral Source for one or more localities for the selected service placement types: 

 

• Select the report by using the dropdown box and selecting ‘Demographic’ 

• Select the applicable fiscal year 

• Select ‘Yes’ or “No’ for YTD 

• Select Filter 1 - Locality(s)  

• Select Filter 2 - Service Placement Type(s)  

• Engage ”View Report” 
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*Note:  If not selecting all Service Placement Types, total net expenditures may not 

match the true total for all Service Placement Types. If you are looking for the 

true total net expenditures for the year, please select ‘All’ Service Placement 

Types  

 
Locality Comparison Report – This report returns graphical comparisons of utilization data by 

either service placement type or mandate type for two to five localities/statewide for up to 

three fiscal years: 

 

• Select the report by using the dropdown box and selecting ‘Locality Comparison Report’ 

• Select the applicable fiscal year(s) 

• Select ‘Yes’ or “No’ for YTD 

• Select ‘By Service Placement Type’ or ‘By Mandate Type’ 

• Select Filter 1 - Locality(s)  

• Select Filter 2 – Service Placement Type(s) or Mandate Type(s)  

• Engage ”View Report” 

 
*Note:  If not selecting all Service Placement Types or all Mandate Types, average net 

expenditures per child may not match the true average for all Service 

Placement Types or all Mandate Types. If you are looking for the true total net 

expenditures for the year, please select ‘All’ Service Placement Types’ or ‘All’ 

Mandate Types  

 
 
 

For Technical Assistance on the CSA Utilization reports please contact: OCS Help Desk 
 

https://www.csa.virginia.gov/Contact/TechnicalAssistance/1

