
Using the DHS Staff Menu in the SCA Workbook 

SCA workbook menus 
 

The state / county allocations (SCA) workbook contains two hidden menus: 

1) A menu for DHS staff who work with allocation data. 

 It is the subject of these instructions. 

 It can be activated from within the SCA workbook, by pressing [CTRL][x]. 

 

 
 

2) A menu for SCA workbook developers who prepare workbook updates and changes. 

 It can be activated from within the SCA workbook, by pressing [CTRL][u]. 

 Instructions for developers are not shown here. 

Using the DHS staff menu to create or print DES  - 891s 
 

To create a print-ready DES – 891 workbook for a selected profile: 

o From within the SCA allocations workbook 

 Activate the DHS staff menu by pressing [CTRL][x]. 

 Select the create/ print option button. 

 Click the green Run button.  (See next page.) 



 

o That will generate the selection form shown below.  Click the down arrow for choices. 

 

 

o In the drop down box, select a profile. 

 



 

o When satisfied with the selection, click the green Go button. 

 

 

 

o That will create print-ready DES – 891 workbook for the selected profile.  

 

 

o Use File-Saveas for saving. 

  



To print DES – 891s for all profiles: 

o In the selection form, choose Print All Profiles. 

 

o After clicking the Go button, a warning will appear. 

 

 

 

o Click Yes to continue - No to cancel. 

 

o Clicking Yes will print a DES – 891 for every profile.  (That means dozens of print-outs.  Are you 

sure?) 

 Printing all profiles will not create any DES – 891 workbooks.  DES – 891 workbooks can 

only be created a profile at a time. 



Using the DHS staff menu to create an upload workbook for CARS 
 

To create an upload workbook for CARS: 

o From within the SCA allocations workbook 

 Activate the DHS staff menu by pressing [CTRL][x]. 

 Select the create an upload option button. 

 Click the green Run button. 

 

o That will create a new workbook in the CARS upload format. 

 

 

o Use File-Saveas for saving. 



Using the staff menu to print reports for all counties 
 

To print county reports for all counties: 

o From within the SCA allocations workbook 

 Activate the DHS staff menu by pressing [CTRL][x]. 

 Select the print all county reports option button. 

 Click the green Run button. 

 This will print almost 90 reports.  Are you sure? 

 

 

 

 

 

 

DHS contact: 
 

For general questions about state / county allocations and using the SCA workbook: 

o Lucinda Champion,   lucindak.champion@wi.gov  608-266-9890. 

 

mailto:lucindak.champion@wi.gov

