

This manual is designed to help Activity Tracking Form (ATF) users retrieve data and run reports. Reports can be completed in 4 steps:
1. Choose the report group level: Contractor or Subcontractor.  The Contractor level will report all of the activities for that contract including all subcontracts.  A subcontract level will only report on that specific subcontract group.
2. Choose type of report: SAAR Report, EARS Report, or ATF Extract

3. View the report

4. Export/Save Report


1. Choose the Report Group Level
Choose the organization at the top right for which you want to generate a report or extract data. For example, if you choose Alameda it will produce a report for the entire Alameda County including the subcontracts.  If you choose a subcontract level, the report will only contain data for the specific subcontractor.
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2. Choose the type of report that you want: SAAR, EARS, or ATF Extract 
Choose the type of report you would like. The SAAR (Semi Annual Activity Report) report is a State report that has now been replaced by the EARS (Education and Administrative Reporting System) but is still reported for contractors and the State to report trends.  The EARS report is the main report that the State uses to inform the USDA of our progress.  The EARS report breaks down participants by target audience.  The ATF Extract is the raw data. The raw data contains all of the information you entered into the system into an Excel spreadsheet.
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After selecting the type of report that you want to generate, a new page appears with the date ranges that you need to select for the data that you want included in the report.  
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Click Submit after entering both the start date and end date.  The report takes time to generate. If you have given it some time to run, but a report is still not being generate, you may have to hold down the Control key while clicking on Submit or “allow pop ups” from ATF.CDPH.CA.GOV by going to Tools>Pop-up blocker>Pop-up blocker settings in your browser. 
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Then:

1. Type in ATF.CDPH.CA.GOV into “Address of website to allow:” 
2. Click add. 
3. Close out of the Pop-up Blocker Settings window when you are done.
4. Try clicking Submit again



3. View Report
A new window will pop up with the Report that you chose. In this example it is the EARS report: [image: image5.png]W E ofs b b 100% < Find | Next  Select 2 format Cepet @ 3
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Please note that the above is just an HTML version of the report. 
4. Export/Save Report

In order to view it in an excel file or a PDF file, you will choose a format from the drop down “Select a format”:
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The best options are PDF or Excel for formatted tables.
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After you choose you format click on export
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Depending on your browser version you may see a pop up box, like below, or you will see a box appear at the bottom of the screen with the same options.  
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Click on the down arrow in the save button to choose “Save as” and choose the location where the file will be saved. Choosing the Desktop is easiest. [image: image10.png]View and track your downloads Search downloads
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After you save your file you can open it up and view the report.
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