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ERA: Case History Report 
How do I find my case number using the report in ERA-Case History? 

1. Open “Reports” from the Process Menu 

In the Process Menu, select Processes. 

 

Select “Case History.” 
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The “Case History” screen is displayed with filters. 

IMPORTANT: You must use filters. If the search is too large the system will show an error, and no 
information will be displayed. 

2. Choose the process from the “Process” drop down menu. 

 

Use the date filters to narrow down the search. The default settings on this report are one month 
before the current date. 
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3. Select “Get Report Data” to display results. 

 

History on all the cases within the date range will display. Use the scroll bar at the bottom to scroll 
to the right to view all the report columns. 

 

The Case Number Column displays the cases within the date range as a link to the actual case. 
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4. Select the case number and the case will open in ERA. 
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