
 1 

Extranet Job Aid for Agency's Average Quarterly Fully Breastfeeding Percentages  
 
1. Click the “Create Report” 
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2. Click the “Participation Universe” 
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3. Drag the objects to the right side: Food Packet ID 2 characters, Age Range, and Participation Count in the same format 
as shown below. Put the cursor on the “Participation Count” and click on the calculator icon located on the upper right 
hand corner. The calculator will appear below the “Participation Count”. 
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4. To get the sum and percentage of the data, triple click (left mouse) and check the “sum” and “percentage” boxes.  
Click OK. 
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5. Click the Condition tab (on the bottom left) and drag the objects for Valid Start Date Month/Year, Age Range, and Food 
Packet ID 2 characters into the Query Conditions area.  
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6. On the Valid Start Date Month/Year, click the word “Equal to” and choose “Between” from the drop down list. Click on 
the blank line in the middle of “Between” and “And” and choose “Enter a Prompt.”  Click on the second blank line after the 
“and” and choose “Enter a Prompt.”  
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7. For Age Range, click on the “Equal to” and choose “In List” from the drop down list.  Click in the blank space, choose 
“Enter a constant” and type in M00<01,M03<04,M06<07,M11<12 (with a comma, but no space between each set of 
numbers).   
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8. For Food Packet ID 2 characters, click on the “Equal to” and choose “In List” from the drop down list. Click in the 
blank space, choose “Enter a constant” and type in IB,IC,IF,IO (with a comma, but no space between each set of letters). 
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9. Click on Run Query at the right bottom of screen.  You will get a Values Prompt box. 
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10. The table below will help you find the appropriate Values Prompt for each quarter.  The table below shows  
the years and months you will need to type in the box. You will need to do this procedure four times, once for each 
quarter requested. This data will provide you with your agency‟s Average Quarterly Fully Breastfeeding 
Percentages. 
 

For Federal Fiscal Quarters: In the first white space, 
type: 

In the second white space, type: 

1st Quarter: Oct-Dec   (FFY 2010-11) 201010 201012 

2nd Quarter: Jan-Mar  (FFY 2010-11) 201101 201103 

   

1st Quarter: Oct-Dec   (FFY 2011-12)  201110 201112 

2nd Quarter: Jan-Mar  (FFY 2011-12) 201201 201203 

 
Click OK after typing the appropriate „Values Prompt‟ in the box.  
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11.  Your report will look like the one below. It shows the percent of IB (Fully), IC (Mostly BF), IF (Formula) and IO 
(Some BF) infants for ages 1 month, 3 months, 6 months and 12 months.  Use this Fully Breastfeeding Data to 
complete Section B of the BPC Program Profile – FFY 2012-2013 (RFF Part I).   

 
 

12.  After you have copied the data for the appropriate quarter and year, click on Run Query again. You will need to 
do the same procedure four times in order to obtain all requested average quarterly fully breastfeeding 
percentages. Record your values in the corresponding boxes located in Section B of the BPC Program Profile– 
FFY 2012–2013 (RFF Part I). 


