Mapping

INFORMATION PLATFORM

MARS — Canned Reports
Work Instruction

Purpose
This work instruction is used to:
e Navigate to canned reports
e Save the report to your computer and My Folders
e Modify the query with new data elements and filters
e Schedule the report for a recurring email

Prerequisites
e User must be a registered MARS user

¢ Log into the MIP with your user name and password

Navigation
Via Menu Path MIP Home & MARS tab
then
Log in to MARS
1. Click on the tab. You must be a registered user and logged into the MIP to

see the MARS tab.

. . Log in to MARS )
2. From the MARS landing page, click on to launch MARS in a new

window.

The MIP window will remain open while you are in MARS.

MIP Home
'_.::l;'hh Welcome: chassis
& 5[@@. [} New v % [ send v [F] My infoview | Searchttie « | |13 Bae
L Folders 16| studies EN=
E BB R X =, Organize + | X | Fiter. AlTypes =
B #Home O 0O 4 |TJitle « LastRun | Type Owner Instances
[ My Folders .l aj #  Current Worlkflow Activity Status Report Meverrun  Web Intelligence Document Administrator o
=1 3 Public Folders History | Schedule | Modify | Properties

@ T MARS Systemn Publist|

5 Amendments i} 3_] # KPI1&2Tracking Report Meverrun  VWeb Intelligence Document Administrator 1]

History | Schedule | Madify | Properties

3 Revisions
B 3 Studies (.4} jj # KPI1 Report Meverrun  Web Intelligence Document Administrator 1)
[ Eamed Value History | Schedule | Modify | Properties
33 KPI19 Benort hleyer nin \Weh Intellinence Oociment dministratar n
3. The Folders list shows My Folders and Public Folders. Reports in Public Folders
cannot be modified unless you save the report to My Folders and modify the query
from there.

Click on the Studies link to view a list of all Studies canned reports.
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20.

INFORMATION PLATFORM

Click the check box next to the report you want save.

Click on: ” MILI dropdown arrow.

Copy to New Folder...

Select

* IMPORTANT ** Copy to New Folder... is the only option to use with this tool. The
other options create shortcut links to My Folders that does not allow the user to edit
or schedule the report.

Click the + next to My Folders to view the subfolders listed.

Enter a name in the New Folder field to add a new folder to My Folders.

Click on:

The new folder is added to My Folders. Click to highlight the folder name to indicate
where to save the report.

Click on: to save the report to the folder.
Click on the Leverage link to view the report you just saved.
Click the Studies link to return to the list of canned Studies reports.

Click on the report link to open the report. In this simulation, we chose the Current
Workflow Activity Status Report.

If the prompt box appears, use the arrows to move the required data to the right box.
In the simulation example, to display data from a different Region, add the Region
number to the Enter value(s) for Region box. Click on the Region number to highlight
the correct Region.

Click the arrows to add the Region.

Another option is to type the Region number in the box below and click the arrow to
add it to the query.

Remove the Region you don't want included in the report. Click to highlight the
number.

. &« .
Click on to remove the Region from the box.

Click on .

H_
Click on 1] to hide the folder navigation panel to display more of the report.
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Rei ort View
m—‘:?bh:h ) Welcome: chassis

& ZEE - [ New - S [ send - [ MyinfoView | Searchtite « | 1] &G
 Current Workflow Activity Status Report. LRF OE X
2 Document + View + | 34 Find | 4 Unoo (% Redo | zoom[100% |- | 4 4 > M 3. Refresh Data | 1),
&  Mavigation Map - [~

=] 3_] Current Workflow Activity Status.

Current Workflow Activity Status {

Projected | Actu;
Project Preliminary  [Preli
Region State County FIPS County Name (Case Number Project Name Status Date Date

Hartford
1CT 09003 Hartford County  06-01-B4308 countywide Active 5/31/07 5314
Hartford
1CT 09003 Hartford County  06-01-B4308 countywide Active 5/31/07 5/314
Hartford
1CT 09003 Hartford County  06-01-B430S countywide Active 33107
Hartford
1CT 09003 Hartford County  06-01-B4308 countywide Active 3731407
Middlesex Middlesex
1CT 09007 County 06-01-B0418 County, CT Active 12/1/06 1/164
Middlesex Middlesex
1CT 09007 County 06-01-B041S County, CT Active 12/1/06 116/
| Middlesex Middlesex Il
A M | =
<'| i | [ > l @ Current Workflow Activity Refresh Date: April 20, 2008 7:10:54 PM
[§ @ Internet #100% -

[~

21. Click on to view the next page of the report.

L= |

22. Click on arrow to move to the last page of the report. This also displays how
many pages are in the report.

M
23.  Clickon J to the first page of the report.

24. Click the Document dropdown arrow for options to save the report.

NOTE: Depending on your security settings, a pop up blocker may appear when you
try to download a file to your computer. To avoid a pop up blocker appearing on your
screen, hold down the Ctrl key when you click on the dropdown box. Continue to
hold down the Ctrl key until the Save As screen.

25. Click on to save the report into an Excel spreadsheet
on your computer.

- -
26. Clickon m on the File Download screen.
27. Navigate to the folder on your computer to save the document. Click on
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28.

29.

30.

31.

32.

33.

34.

Repeat steps 14 and 15 to open the report.

Don't forget - continue to hold the Ctrl key if you normally get a pop up blocker. Hold
Ctrl until you reach the File Download screen.

You can also navigate to where you saved the report on your computer to open, view
and modify the spreadsheet.

| |
Click on on the File Download screen.

The report that displays is the same report in an Excel spreadsheet. The report can
be manipulated as you would any spreadsheet.

Click on the Document dropdown box, to save the report to your personal folder.

. Save az .
Click on Il option.

Save Document Screen

o P i it e [

& EE | O vew - B [ send - [ My nfoView | Search tite + 5]
_Current Workflow Activity Status Report.

Save Document

B General

Title: Current Worldflow Activity Status Report

Description:

Keywords: |

[IRefresh on open [JPermanent Regional Formatting

B Location

DMy Folders
B (A Public Folders
B CIu4RS System Published Reports
3 Amendments
D Revisions
S studies

21

This new screen appears when you save a document to your personal folders.

This Description and Keywords boxes are optional fields. Add a description of the
report. The description will appear with the title of the report in My Folders.

Click on the Refresh on Open checkbox to have the data automatically refresh each
time you open the report. If this button is not checked, you will have to click the
Refresh button each time you open the report to see the latest data.

Click on My Folders to navigate to the folder to save the report.

Click on EEYOTES |iny 46 highlight that this is the folder where you want the report
saved.
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35. Click on to save the report to the Favorites folder.

36. Click on , the toggle navigation button, to unhide the folder navigation panel.

37.  Click on F2YOMIES 14 view all of your personal reports.

38.  Click on! Modify link to edit the query.

39. When the prompt appears, confirm the Region is correct and click on

I ﬂRun Query ]

to view the report.

40. Click on E' to hide the navigation panel to view more of the report on the screen.

41 Click on | ®Edit S

elements and filters.

to modify the report. This includes adding/deleting data

Edit Query Mode

ll-h-uﬂhh:h Welcome: chassis
& EME T D new - S (¥ send + [ Myinfoview | Searchtie « | |13 B & e
Current Workflow Activity Status Report. T OEX
=) " | "
Rl K | & | - }rlszdlt Query | [ Edit Report | Farun Query X | @| @ -
-] -
(B8 ey | T (AP P R
J-b_ata | Properties | 47 Result Objects
&_I Sldis 1 Case Mumber| | ) Project Mame | 7] Region 71 State 71 Activity Name| | 7 Ackivity State | 7 Actual Preliminary Date| | 71 County Name|
= ‘@il Geography |
W Regit County FIPS | 4Py t Stat Py ted Prel Dats Actual LFD Dat Pt ted LFD Dat
@ Regjon Popilation T Counky rojeck Status| | 7 Projected Preliminary Date 7 Actual ake | 71 Projecte ake

1 State

71 State Mame

& State Population

i i)

=1 Community Mame

=1 Community Yalid Flag
& Community Population
& Community Land Area

# (@8] County
= ‘& Project
71 Case Number
[# 71 Project Name “f Query Filters
7 Project Initisked Date . —
@ Project Population <1 Region Inlist ,  [Enter value(s) for Region: @F

71 FEMA Regional Engineer

71 Regional Floodplain Manage:
@ Total Number of Communitie: —
<1 Project Baseline Start Date 71 State Inlist | E
71 Project Baseline End Date
oject Area Detail

sk Dt ail

ast Activity Completed
‘ganization

A0 activity State Tnlist |, (CLAIMED;ACTIVITY_READY; ACTIVITY_WORKITEM_CREATED|[:= |

42. We want to add new data elements to the report query. Navigate through the Data to
find the desired data element(s) in the subfolders.

43. Drag and drop the new data element(s) to the Results Objects box.

44, In the simulation example, we want to run this report for only IL. Drag and drop the
State data element to the Query Filters box.

45.  Click the dropdown box to see the list of filter options.
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52.
53.

54.

55.

56.

57.

58.

59.

60.
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In list
Click on to select a value from a list.

Click the dropdown box to select an option for adding a state from the list.

[eS—

) Yaluels) From lisk
Click on

Other options: Choose Constant to manually enter in the correct value. You must
enter the exact value for the system to provide query results. Choose Prompt to be
prompted every time to add a value.

Click to highlight IL to set the filter to only include results for the state of lllinois.

. S
Click on to add the number to the Value(s) Selected.

You can add multiple selections depending on how many states you want to include
in your report results.

. ok L
Click on to set this filter.

ﬂF{un ety
Click on to view report results with the new data elements and filter.

This report has a prompt set on Region. Each time we open this report we will be

) . . ﬂ Fun Query )
prompted to confirm or change the Region. Click on to continue.

* IMPORTANT** Notice the new data elements are not yet included in the report
results. You now have to drag and drop those data elements into the report.

If the report includes too many columns for your needs, click on a column title and
drag and drop it back to the list of data elements to remove it from the report.

The other option to remove a column from the report is to click on the column title to
highlight it, and then press the Delete key on your keyboard.

You can also move columns within the report by highlighting a column title and
dragging and dropping it between two other columns.

Double click on any column name to change the column title.

v

Enter the new column title and click on to save the entry.

Click and drag the line between two columns to increase the width of the column to
the left of the line.

& |-

Click on to save all of the changes you have made to the report.

Click , the toggle navigation button, to unhide the folder navigation panel.

Work Instruction - MARS Canned Reports.docPage 6 of 10 Last changed June 04, 2008



Mapping

INFORMATION PLATFORM

61. Click on the Favorites link to view your personal saved reports.

62. Click on the Properties link to view more information on the report.

63. Clickon | to return to the previous screen.

64. Click the Schedule link to set parameters for sending the report to another user.

Schedule Screen (1 of 2)

Business Objects’ Welcome: chassis
& EEE- O vew - G ¥ send - B mynioview | Search ite - [ 5] Bae
L3, Folders || scheduie EO8x
’E BESE@E@E X Current Workflow Activity Status Report =
g #Home

= L3 My Folders Instance title :C_:_u_frer_w_t W0[kﬂ_p_\_|v Act_iwry |
[l Favorites
[ Inbox B When
o [EPublicFolders Run object |Week\y \:]

B 3 MARS System Publish

3 Amendments Objectwill run every week on the following days.

3 Revisions [CInonday CFriday
= [ Studies [ Tuesday [ saturday )
A [Clwednesday [ sunday
[J Earned value
DThursday
StartTime: |7 [w P (v 372012008 i
EndTime: [7 [:]:[10[+ |[Pu[s-[la20/2018 |
Bl Destination

Destination: ‘Wts"

[ Use the Job Servers defaults

cc

Subject
Message:

| Add placeholder... | -.]

‘Add placeholder || ™
e =

65. Click on the + to open the When options. Click the Run object dropdown to select
when to schedule the report.

66. For this example, we select Weekly from the Run object dropdown box. Enter the
day, Start Time and End Time.

67. Click the calendar widget to set a new end date.

You can also manually enter a date in the date field using the correct format.

68. Clickon to open the Destination options.
69.  Click the dropdown box to select a destination.

70. Always choose Inbox or Email recipients. Default Enterprise location is not an option
we will use.

What is the difference between Inbox and Email recipients?
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71.

72.

73.

Inbox - This is not the user's email inbox, but the user's MARS inbox (highlighted in
red in My Folders). Use this option to send reports to other MARS users. Sending to
the MARS inbox as a Web Intelligence document allows the user to modify the data
elements and filters.

Email recipients - This option can be used for sending reports to other users. The
report will appear as an Excel or PDF attachment in the user's regular email box.

Uncheck , Use the Job Server's defaults.

Complete the fields to send the report to a user.

* IMPORTANT** The From: field must always be from a mapmodteam account. We
recommend users always using mip@mapmodteam.com in the From: field. The To: field must
always include at least one mapmodteam.com, fema.gov or dhs.gov email address. You
cannot email non-mapmodteam account users without also having one of those domains listed
in the To: field.

Another option to send a report to a non-mapmodteam user is to save the report to your
computer and attach the report to a regular email message.

We want to add an attachment, but we cannot do that until we choose the format

.
type. Click on & to choose a Format.

Schedule Screen (2 of 2

Ry |
Business Objects

L |§:f| « | [ vew - & [ send - [ Mynfoview | Search tite -

Welcome: cbassis|

5] B&ae

1 Folders L=
Bee@dzd X
B #Home
= My Folders
[ Favorites
= Inbox
= [ Public Folders
B T3 MARS System Publish
[CZAmendments
3 Revisions
g [ Studies
[ Earned Value

M 2]

B Destination

=]

Destination: | Email recipients E
[ Use the Job Servers defaults

From: |mip@mapmodleam.com |

Tao: |chnatinabsasis@mapmndteam,cnm|
ce | |

FOF X
|~

Subject |Schedu\ed Report

| Add placeholder... |~ l

Message!|Tne report vou requested...

Add placeholder... |q

Add attachment
Attachment:

) Automatically generated

@ specific name |Current Warkflow Activity

||.Add placehalder... |"|

[¥] Add file extension

[Jcleanup instance after scheduling

Format

Format: | Microsoft Excel !"l

Caching Options

Server Group
Events

Prompts

74. Click the Format dropdown box to choose which format to include as an attachment.

75.  When emailing a recipient, choose either Microsoft Excel or Adobe Acrobat.
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Do not select Web Intelligence if emailing the recipient. They will receive the link in
their email, but the tool is not set up to work off of their email. Only select Web
Intelligence if you select Inbox in the Destination

76. Click the Add attachment check box.

77. Click the Specific name radio button to add a name of the report to display in the
email attachment. Type in the name of the report to appear in the email.

If you select the Automatically generated radio button then the report name will be a
random set of numbers and letters that appears in the user's attachment.

78. Add placeholder provides options for adding additional information onto the report
name. These options include Title, Date/Time, etc.

Keep the Add file extension box checked. This will automatically add the correct
extension.

There are no settings you need to alter in the Caching Options, Server Group,
Events and Prompts options.

Click on | to schedule the email with the added features.

79. You decide to change the end date of the scheduled report. Click the Reschedule
link to alter the settings.

Report Histor
| m;dn?h:h Welcome: chassis

& |§:‘Z| - | [ vew - & [ Send - [ MynfoView | Searchtite - | =] BE e
] Folders # || History FO5.%
’E BeEEE Current Workflow Activity Status Report
g #Home
[ 3 My Folders [[] show only instances owned by me
(3 Favorites [IFilter Instances By Time
[ Inbox Pause | Resume | Delste Show allinstances ~ | ¥
= [ Public Folders [0 [ |instance Time » Title Run By |Parameters |Format Status Reschedule
B CIMARS System Publish| [ & 4/20/2008 7:26 P Current Workdlow Activity Status Report chassis & Microsoft Excel Recurring Reschedule
3 Amendments
G Revisions
B & Studies
[ Earned value

80. After rescheduling the instance, the Favorites folder now displays two similar reports.
When we rescheduled the report it created a new instance. If we leave both on this
list then the email recipient will receive both reports. Delete the earlier instance.

Click the checkbox to select which instance to delete.
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Delete a Report

-~
Welcome: cbi—

&%EleNﬁWvS@S&Hd-My\nqubewiSearcht'me- 5] ]
dfoiders  *[lHistory D D L F.O.S
E BeE@BE X Current Workflow Activity Status Report
=] ﬁHume
= Ca My Folders [ Show only instances owned by me 1
(3 Favarites [IFilter Instances By Time 1
[=Inbox Pause | Resume i% Show allinstances ~ |
[ 3 Public Folders [1 [ |Instance Time » | Title | Run By | Parameters |Format | Status | Resched)
B T3 MARS System Publish| [ jﬁ 4/17/2008 2:09 PM Current Warlkflow Activity Status Report chassis 5 Microsoft Excel  Recuming Reschedi
[ Amendments
Current Warkflow Activity Status Repart chassis 5 MicrosoftExcel  Recurring  Resched| |

1 i g ﬁ 41712008 2:08 PM

o [@ Studies
[T Earned Value

81. Click on % to remove the selected instance.

82.

83. Click on to return to the previous page.

History Screen

Click the Recurring link to view the status and settings for this scheduled instance.

Welcome: cbassi

A @E - | [ New -~ & [ send - Wy InfoView | Search title +

[ ]

fh & @

hi Folders i || History

Tl

il =R @ = E X Current Workflow Activity Status Report
&Home
B 3 My Folders
(3 Favorites
[=Inbox
@ 3 Public Folders
B L3 MARS System Publish
[ Amendments
[ARevisions
B [ Studies
[ Eamed Value

[] show only instances owned by me
[IFilter Instances By Time
Pause | Resume | Delste
| Title
Current Workflow Activity Status Report

[ [ |Instance Time =
Ll ﬁ 4/17/2008 2:09 FM

| Run By | Parameters |Format

cbassis 5 Microsoft Excel

| Status

Show allinstances ~ | %3
| Reschedule
Recurring  Reschedule

This screen provides details of where and when the report will be run and emailed.

Results

Congratulations! You can now:
e Navigate to canned reports
e Save the report to your computer and My Folders
¢ Modify the query with new data elements and filters
e Schedule the report for a recurring email

Work Instruction - MARS Canned Reports.docPage 10 of 10

Last changed June 04, 2008



