Mapping

INFORMATION PLATFORM

MARS - Create New Report
Work Instruction

Purpose

This work instruction is used to:
- Create and format a new report
- Modify the query with new data elements
- Save the report to My Folders
- Schedule the report to be sent in an emalil

Prerequisites
e User must be a registered MARS user

¢ Log into the MIP with your user name and password

Navigation
Via Menu Path Home 9 MARS tab
then
Log in to MARS
Work Steps
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.

Mew |~
3. From the MARS home page, click on the LU dropdown box to create a new
report.
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Create New Report
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Features of MARS inclade
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Select Web Intelligence Document. Web Intelligence Document is the only
document type we will choose from this dropdown list.

You can also create a new folder in My Folders by selecting Folder.

Universes

G || L | o

Business Objects: Welcome: cif

\"j[%-|Duew-3f§€59nd-My\nqu»ew\SearchtMe- 5] B &

= IS, * || New Web Intelligence Document —
E B a =8 X [ | Universe~ |, Owner | Folder

g #Home &l Amendments Administrator iAdhoc
= My Folders &l  Revsions Administrator iAdhoc
[ Favorites ﬁ_] Studies Administrator 1Adhoc

[ Inbox
[ Public Folders

Select the universe (Amendments, Revisions or Studies) in which you want to create
a report. You can only select one universe at a time. Once you select a universe,
you will only see data elements related to that universe.

Click on the Studies link.
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I Business Objects’ Welcome: coif]
@ EE - O vew « G (8 send « [7 1y nfoview | Search e » | |3 B &
i Folders. ¥ || New Web Intelligence Document __F O
E% cBEREEE X BN | -|5\v|i@EditQuery.EditReport| SRunQueryl#|@|@
=] \ﬂj—or:‘e . ;IIEEIQ! Faddquery | f | FA F3 P | B | |

8- :1 o JData | Properties | &1 Result Objects

(38 Favorites : ;

[Z‘“‘\hﬂx P'r;j]:cﬂt[’:;za\.;et:Mai\ed Date lﬁ 71 State & State Population | 71 CID 1 Project Mame| | 4 Praject Status| | 7] Case Number
[ Public Folders 71 90 Day Letter Mailed Date

71 Projected LFD Date| | 71 Actual LFD Date

71 Ackual EFfective Date

71 Actual LFD Date.

71 Actual Preliminary Date

71 Appeal Period End Date

71 Appeal Period Start Date

71 Appeal Received Date

71 Appeal Resolved Date

71 *BFE Changes

71 Community Adoption Date

71 Community BFE Changes

71 Community Meeting Held Date
71 Date Package Sent to MSC

71 Date Published in Federal Regl i Query Filters =
71 Date Published in Final Registe =

71 *Earliest Newspaper Publicatio 71 State Infist _ E

71 *Latest Adoption Date

71 *Latest Appeal Period End Dat
=1 *Latest Appeal Period Start D
=1 *Latest Appeal Received Date
1 *Latest Appeal Resolved Date
=1 *Latest Community Meeting He
71 LFD Comments M

6. Navigate through the data elements list and drag and drop the data elements into the
Results Objects box that you want to include in the report.

*IMPORTANT** Notice that when you drop data element marked with a green

pyramid, it will always bring over the parent data element (in this example, Project
Status and Project Name).

7. To filter the query, drag and drop the data element(s) to the Query Filters box.

] ) ﬂRun Query ]
8. Once you have set your data elements and filters, click to view the
report results.

9. Click on the 1 arrow to hide the folder navigation panel to display more of the
report.

10. To remove a column from the report, click the column title and drag and drop it back
to the Data box. Or click the column title to highlight it and press Delete on your
keyboard.

11. To format a column, click a row under the column title to highlight the entire column.

Click the Properties tab for options to change the format of the column.

| @Edit QUEry

12. Click

to update the query.

13. To add additional information to this query, drag and drop additional data element(s)
to the Results Query box.

14. To add additional filter(s) to this query, drag and drop the data element(s) to the
Query Filter box and set the filters.
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ﬂRun ey

15. Click

* IMPORTANT** The new data element(s) you added are not yet included in the
report results. You now have to drag and drop those data element(s) into the report.
Drag and drop the new data element(s) into the report between two column titles.

Results

New Edit Quer
[ =

Business Objects: Welcome: c!
1 5 » | [ vew - & [ send - [F] My nioView | Search tile - | | |
New: Web Intelligence Document. U ——— S— =

|G| H -~ édltéu;ryT E;\tR;por;l N 7SReFreshData q
1

BESWE 9 Ad-ITI s '\'é‘|'._E@’V\ew5tructure|Q,Dnllaw page M4 1|
- -lB 1 U = -

1 | I U | = ]

R i e |

- ! Report Titl

= &7 Document: eport litle

7 Actual LFD Date
: E?;E Mube Em PrajectName  |Praject Status Projected LFD Dati Actual LFD Date

Allen County, K8
e conutinicy i, | ks 200001 (MFS) Active 06-07-B1465
T Fromded (oD i Allen County, K3 )
& ioroct ] Drganization Name 200002 (MFS) Active 06-07-B1465
= State Type:string Allen County, KS !
& Project 5t 200003 (MF 5} Active 06-07-B1465
T 25 This wauld st the Organization Barlon ©o, kS
9 State Popu acoocisted with & Task (multiple '
i streams)
K& 200013 MAPMOD04 Active MICS_16585
Barton Co, K8
{multiple
streams)
. K8 200016 MAPMODD4 Active MICS_16585
i Barton Co, KS
(multiple
i streams)
. K8 200017 MAPMODD4 Active MICS_16585
Barton Co, K8

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

17. Right click on any column title for more format options, including: Sort, Format
Number, Remove Row/Column, etc.

18. Double click on the report title to change the report name. Enter the report name and

click |i to save the entry.

= |~

19. Don't forget to save your changes! Click the dropdown box.

- Select Save as... to save the report to My Folders.

- Select Save to my computer as to save the report in a different format to your
computer.

20. When you select Save as... the Save Document screen appears when you save a
document to your personal folders.
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Save Document Screen

B General

Title: [P1 1 Report for KS Studies

Description:

Keywords: |

[[IRefresh on open [JPermanent Regional Formatting

B Location

= bmy Folders
[ Favorites
3 Public Folders

Categories

21.  Enter aTitle of the report. The Description and Keywords boxes are optional fields.

22. 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.

Permanent Regional Formatting is not an option we will use in MARS.

23. Click on the Favorites link to highlight that this is the folder where you want the report
saved.

24, Click to save the report to the Favorites folder.

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

26. Click the Favorites link to view all of your personal reports.

Favorites List
: & ﬁ- () Mew » 5 [ send - [F My nfoview | Searchtite - |3 B S

A
Welcome: che—

=) 1t || Favorites. . F 0.8
E BeEEE X & organize - | X | Fiter: AlTypes -
& #iHome 0.0 = |Title | Last Run Type | Owner | Instances
B AWMy Folders [0 &1 + CurentWorkflow Activity Status Report 4/21/2008 4:01 PM Web Intelligence Document chassis 2
[ Favorites View Latest Instance | History | Schedule | Modify | Properties
[ inbox Region 5
[ Public Tolders [1 &1 + KPI1ReportforKS Studies Never run Web Intelligence Document chassis D L
History | Schedule | Modify | Properties
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27. Click the Schedule link to set parameters for sending the report to another user. The

schedule screen appears.

Schedule Screen (1 of 2)

. foiders 3
BEesBabs X
B #iHome
B 3 My Folders
[l Favorites
Einbox E When
[Z3 Public Folders Run object | Now |v]

KPI 1 Report for KS Studies

Instance title:|KPI 1 Report for KS Studiu;

Object will run now.
= Destination

Destination: | Email recipients |

[ Use the Job Servers defaults

Cc:

Subject:

Add placeholder. \vi

WMessage:

| Add placehalder... |+

Add attachment
Attachment:

Automatically generated

E .57

[
\

28. Click on the + to open the When options. Select the option from the Run object

dropdown box to set when the report will run.

Run object options

LN ow ~

Mow

Once

Hourly

Daily

Weekly

Monthly

M rth Day of Manth

! 1st Manday of Month

Last Day of Month

¥ Day of Mth Week of the Month

Calendar
29. Click the + next to Destination to see the destination options.
30. Click the Destination dropdown box to select a destination. 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?

Inbox - This is not the user's email inbox, but the user's MARS inbox. 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.

31. Uncheck , Use the Job Server's defaults.
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32.

33.

34.

35.
36.

37.
38.

39.

INFORMATION PLATFORM

Complete the email fields to send the report to a user.

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

Add placeholder provides options for adding additional information into the email
message.

Schedule Screen (2 of 2)

[ Inbax

From: mip@mapmodteam.com
@ L3 Public Folders [mip@map |

To: |chn5tinabassis@mapmodteam.com|
Cc |

Subject |KF’\ 1 Report for KS Studies | Add placeholder... vl

Message (251 STARTTIMER

Add placeholder... .

Add attachment
Attachment:

Automatically generated

Specific name

Add file extension

O Cleanup instance after scheduling
B Format
Caching Options
Server Group

Events

Schedule

3

We want to add an attachment, but we cannot do that until we choose the format
type. Click on + to choose a Format.

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

When emailing a recipient, choose either Microsoft Excel or Adobe Acrobat.
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 dropdown box.

Click the Add Attachment check box.

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

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.

Keep the Add file extension box checked. This will automatically add the correct
extension.
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There are no settings you need to alter in the Caching Options, Server Group,
Events options.

40. Click lto schedule the email with the added features.

&
41, The report you just scheduled is being generated. Click ﬂto see the new status.
You can click the time/date link in MARS to open the report.

History Screen

Welcome: cbassiﬂ
&’E- [ new ~ € [ send - [E My infoview | Search title ~ (5] @@
foiders — || History - - - - - - - - FOZF X
BEaeBE@E X KPI1 Report for KS Studies
#iHome
= 3 My Folders [[] show only instances owned by me
[CIFilter Instances By Time
[5inbox Pause | Resume | Delsle Show allinstances » | %2
[ Public Folders [0 [0 |Instance Time » | Title |RunBy | Parameters | Format | Status | Reschedule
O ﬁ 4/22/2008 9:24 AM KPI 1 Report for KS Studies chassis Adobe Acrobat Success Reschedule |=

Results

Congratulations! You have successfully:
- Created and formatted a new report
- Modified the query with new data elements

- Saved the report to My Folders

- Scheduled the report to be sent in an email
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