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. Navigating in the Reports Module

A. Accessing the Reports Module

You can access the Reports Module in DRGR from any computer that can run a browser.

1) In DRGR application, click on fiReportso link. This will open a separate web browser
for MicroStrategy Reporting. It displays DRGR project as well as any other projects you
have permissions to access.

DEPARTMENT OF HOUSING AND URBAN DEVEL(

Community Development Systems
Disaster Recovery Grant Reporting Sstem (DRGR)

e | I T

VTEST0003 Action Plans Drawdown PF

slesGrantee | Welcome to the

min Disaster Recovery Grant Reporting System

QGR, DRGR News: War
Admin —————————=—————————————————=——————————————————————————————————=========_|\||51
Action SYSTEM UPDATE: A new version of DRGR will be released on Jan. 5, 2008 that includes a Fede
ans drawdown module. Any existing DRGR accounts that need to be modified to allow users to  Infor
QPR request or approve draws should have their supervisors email their CPD field office and at tr
Drawdown | prgR Help@hud.qov to update their account. Training resources for DRGR are located at  site

2) When the new browser opens, select the Disaster Recovery Grant Reporting System 1
FY2008 i 001A folder.

Help Logout

Welcome Howard

Disaster Recovery Grant Reporting
System (DrgrRep) - FY2008 - 001A

Project description unavailable
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B. Navigating Across Folders
You can select Shared Reports or My Reports to find a report.

View
Shared Reports My Reports
Run reports and share reports with others, ! Run your own reports and access favorites
wia shortouts,
(1o *—» '
\d g

1) Shared Reports: It contains the folders and reports that are available for other users.

2) My Reports: My Reports are specific to your account. Users can save their personal
reports in My Reports.

3) There are three main folders under Shared Reports.

a) Public Reports: This folder will contain any shared reports for all users. It is
currently empty.

b) Standard Reports: This folder contains user role specific folder(s) and reports.
i.e. A Grantee user will see the Grantee user specific folder and its reports.

Shared Reports My Reports My Subscriptions History List Preferences % Help Logout
ﬁ Disaster Recovery Grant Reporting System (DrarRep) - FY2008 - 001A = Shared Reports
| Name | owner | Modified | Description | Action

[T Public Reports Administrator 3/25/09 1:32:08PM  Available reports: nja

[0 standard Reports Administrator 3/11/09 31412 PM Contains custom defined reports
4) Folders and reports list can be displayed in the list view or the large icon view.
E Preferences [EEE) <} Help Logout
014 > Shared Reports = Standard Reports = Grantee User Reports =] (1]
todified | Description | Actions \  view: List

This is a fullv oromoted report

C. Accessing MS Excel or PDF Versions of Reports

When you find a report you would like to access in MS Excel to work with or as a PDF to share or
publish, double-click the icons on the right side of the rows showing the report name.

Shared Reports My Reports My Subscriptions  History List  Preferences <} Help Logout
ﬁ Disaster Recovery Grant Reporting System (DrarRep) - FY2008 - 001A = .. > GrantLlewel - Cum Fin Summ Report = History List

| Name - | Status -~ | Message Creation Time ¥ |
Grant Level - Cum Fin Summ Report Ready 4/28/09 2:45:59 PM Tss| b7t
Voucher Status NP Grouped by Voucher Number Ready 4/22/09 12:12:49 PM @ @

MS EXCEL PDF

1) MS Excel Reports: If you select a MS Excel version of the report, the system will prompt
you to choose a MS Excel expolrtwivtelr sfi @mmmat tlifn g ® ui
look and feel like the report displayed with merged cells. However, you will not be able
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to sort this file once it is in Excel. If you save it as a plain text, it will repeat values in the
merged cells so it can be sorted but you will lose all formatting. For both types of MS
Excel reports, you will have set print areas and page layout settings.

Export Options

Reports Overdue

Export: | Whole report w

@ Excel with plain text
) cav file format
O Excel with formatting

O HML

O Plaintext  Delimiter:
O Export metric values as hext{-l:'

[ Export headers as text'™

O Export filter details

(1) Excel only
(2) Excel with formatting only

Save in:

O

My Recent
Documents

2

Desktop

My Documents

My Computer

My Network:
Places

[ cpo v @~ @ X [Chi 5 - Tooks-
Size | Type Date Modified
181KB TextDocu... 1f29/2007 6:27 PM
IC5)DRST Admin File Folder 5/24f2007 3:47 PM
ICIDRER File Folder 5/24/2007 9:10 AM
I=)FY08 File Folder 5/16/2007 4:21 PM
) Monitoring File Folder 5/16/2007 12:29 PM
(=)t File Folder 4f25/2007 12:27PM
I5)Fed and HUD egrants File Folder 3/8/2007 1:51PM

File name: ‘ v | Save

Save as type: ‘Unicude Text W |

D Do not prompt me again.

=/ hwvauw] - fMicroStrategy/ex 52415 5473 - Microsoft Internet Explorer
3 http:/ih p310:8080/MicroStrategy/export/20070524155105473 - M ftl Expl

File Edt WView Insert Format Tooks Data LiveMeetng GoTo Favorites Help
Que- O @G P doroom @ M- 22K B
] bt 10:3080/Miros rategy fexport/ 200 70524155 105473 v B
A3 bt A Paged by
[ A | B c D E F G H 1
7 |Actiaty Type Desnption Measure Type Descrption Measure T 0 0 1 1
| Metrics  Actmvity Me QPR Meas Actraty Me QPR Measure Actual Quantity
| 9 |Relocation payments and assistance # of housing units 51 [}
10 |Relocation payments and assistance # of Households benefitting 102 12
11 |Relocation payments and assistance # of Persons benefitting 150 38
| 12 |Clearance and Demolition # of Properties 40 15
13 |Clearance and Demolition # of housing units ar 15
14 |Clearance and Dempolition # of Households benefitting a0 30
| 15 |Rehabilitation/reconstruction of residential structures  # of Properties 16 5
16 |Rehabilitation/reconstruction of residential structures  # of housing units 16 5
Rehabilitation/reconstruction of residential structures  # of Households benefitting 32 10
| 18 |Rehabilitation/reconstruction of a public improvement  # of Linear feet of Public Img 1.000 0
19 |Acquisition - buyout of residential properties # of Properties 9 5
AAcquisition - buyout of residential properties # of housing units 9 5
| 21 |Acquisition - buyout of residential properties # of Households benefitting 18 10

2|
2

ET

Note: Depending on your Internet browser configuration during the exporting process you may
get a message asking whether to Save or Open the exported Excel report.

File Download

Do you want to open or save this file?

=N

From: www5.hud.gov

Mame: Addresses_by_Activity_and_Resp_Org_MP.xls
Type: Microsoft Excel Worksheet, 41.0KB

x|

Open Save

J |

] [ Cancel

Always ask before opening this type of file

Cancel
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2) PDF: If you select a PDF version of the report, the system will let quickly set the page
layout settings but you will not be able to modify the look and feel of the report further or
re-sort the order of the information included in the report. You can force pages to be
single width instead of printing across pages and you can select the landscape setting
instead of portrait.

2 PDF Options. MicroStrategy 8 - Microsoft Internet Fxplorer El[@(zl

Eile Edit View Favorites Tools Help f

»

) N ) < D -
<) > lﬂ @ Ors Search ¢ Favorites {3
Address | @] https: ffhudapps.hud. govjmstrfservietfmstritiebzname=12418 % | Ed €0 Links »

PDF Options
DRGR Buyout Addresses

Export: | Whole report ~

Header and Footer:

Edit Custom Settings

Scaling:
@ Adiust font to % of original size

@It to: page(s) wide by tall
Orientation:

(&) Portrait

@ andscape

[ Print cover page with filter details

Show advanced options
(oo net prompt me again. Export

ﬁj Done =] Q Local intranet
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ll. Modifying Reports

You can modify reports in Microstrategy before you export them to MS Excel or PDF.
MicroStrategy also allows you to save these modifications in your own folder for future use. When
you find a report, double-click the title of the report to execute.

Shared Reports My Reports My Subscriptions History List Preferences Search

(| Disaster Recovery Grant Reporting System (DragrRep) - FY2008 - 001A > Shared Reports = Stand
|Hame |0wner | Modified | Descripl
Thisis a f
@ rant Level - Cum Fin Summ Repo DRGR Manager Liser 4/22/09 10:35:06 AM  be used z
Test (TESTOOOS)
other rep
This repal
[l Reportfor Grantees DRGR Manager User 4/1/09 3:40:55 PM contains 1
Test (TESTOOOS)
Grantee,
T ——a [ | JUPRNE [SENPEN N SERNSN PESSSIE FENSSESN B L  ee.
A. Changing Column Order
Any data including textordates(cal | ed 6 Attri buteso6) wildl di splay on th
numeric (called 6Metricsé) will display on the right

columns will show as merged cells any time data in the columns in each adjacent row repeats.
Basically, this means that data columns on the left side will group the data to the right.

Data rows: 12

Project.Project Activity.Grantee Activity.Activity , .. . . e Activity.Respd r oy N .
Title Activity Number Title ScliavilpelsSupos Organization P y pscription S ELEE
MA NSP-1- Rehabilitation/reconstruction .. L Move » ITD P;ge-b\,r IAxis
Boston Boston match of residential structures City of Boston Epe— To Columns
MA NSP-1- Worcester Rehabilitation/reconstruction Citv of Worcestar Atmbl‘:lfﬁzzolzemlsﬁlclom =R
Direct Worcester match of residential structures Ly o Right
- Objective for'ror—ory
Assistance to LMMI Low, Moderate and
Communities  MA NSP-1- Brockton match Rehabilitation/reconstruction Citv of Brackton Middlé |§$m§ Nearti)i:In
Brockton of residential structures ty P
Objective for NSP Only
S o . LMMI: Low, Moderate and
IMA NSP-1- Springfield Rehabilitation/reconstruction . A ; : ;
Springfield match of residential structures City of Springfield Middle Income National

Objective for NSF Only
- e . IMA Housino .LH25.: Fu_nd_s targgte_d_for_

Users can change the sort using a couple of methods. The first would be to put the mouse cursor

in the column header (showing in grey here) and using the left mouse button to drag the column

to the left or right. The other method is to put the cursor over this same area, but use the right

button. This will display a drop down that includes
right, but attribute data cannot be moved to the right of metric data and vice versa.

B. Changing the Row Sort Order

Users can also sort using two different methods. If you only want to change the order of one
column, you can use the right mouse button to access the menu that will allow you to select
whether the report shown displays in ascending or descending order for that column.
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PAGEBY: | o ontee, Name: | State of Massachusetts * | |Grants.Grant Mumber: | B-08-DN-25-0001 |+

Project.Grantee Project.Project Activity. Grantee Activity. Activity , .. . . Activity.Responsi
Prnje..":'Dri" e - Activity Number Title AT T S T Organization
Sart Ascending F-1- Rehabilitation/reconstruction -.
q e ) Boston match of residential structures City of Boston
Maowe » Descending
= A NSP-1- Waorcester Rehabilitation/reconstruction City of Worcester
Attribute Forms... Worcester match of residential structures ty
MA NSP-1 Assistance to
Communities WA NSP-1- Rehabilitation/reconstruction -.
Brockton Brockton match of residential structures City of Brockton
MA NSP-1- Springfield Rehabilitation/reconstruction ~,. = ¢ o i ~fiald

If you would like to specify the sort order based on more columns, there are other options using
the DATA-SORT menu displayed below the report title or the A to Z sort icon below that. Users
have to pick each column name (up to three) and specify the order for each one selected. When
the options show (ID) or (DESC), choose (DESC). DESC is the order that is based on the text
displayed. ID is an internal numeric index assigned by DRGR that will not be useful for sorting.

Shared Reports My Reports My Subscriptions  History List  Preferences {}, Help Logout
(A . Disaster Recovery Grant Reporting System (DrorRep) - FY2008 - 001A > Shared Reports = Standard Reports > Grantee User Reports = Gr
um Fj Report
File ~ Vief ~ Data ~ rmat ~ Last update: 4/28,
I et == mm NEEEERE EOEEEE
REFORT FILTER The filter is empty.
PAGE-BY: Grantee.Mame: Grants. Grant Number:
412345 ofépage(s) b M D:

Project.Projec! g — T — EE— —
ID I - ..,

1. Sort by: v @ Ascending £ ] Descending

2. Then by: Project.Project ID @Asoending O Descending 0.00
Project. Project Title :

3. Then by: @ Ascending O Descending

Activity. Activity Tite

Activity,HUD Fund Apply | oKk | Cancel | }0.00

Activity Obligation, Obligated Amount

| QPR Activity, HUD Fund Expended

OGActMty Drawn Amount
T 0001 HAF PHASE |

PHASE | 337 681 587 $446,882,062 52
(LOW/MOD) oel, 082,

(LOW/MOD)

0001 HAP Annd TiAm A i

Undo / Redo: For any change made in report result, you can undo or redo.

File = View = Data = Format =
_—

= Aa)@ 3 (0 B84 7(mE]m e
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C. Grouping and Ungrouping Data at the Report Level

If the report shows information in the PAGE BY section at the top of the report, this will only allow
data to show for the record selected. This allows users to create and export reports that show for
a smaller set of records than all the records that are in DRGR. Users can add any attribute

column headings displayed to this PAGE BY area and even move these groups to the left or the

right of each other.
Shared Reports My Reports  Create Report History List Preferences 4 Help Logout L]

G} Disaster Recovery Grant Reporting Svstem (DrarRep) - FY2008 - 0014 » My Reports > DRGR NSP Activity Budgets by Project

File ~ view = Data > Format =

Hg > RBBHa S

I M e E N EEE R

Number

0001

Project Number Title

3
A

B-08-DN-18-

NSP
Administration

PAGEBY: | Grantee. Name: | State of Indiana - IHCDA

Grants.Grant Project.Grantee Project.Project Activity.Grantee Activity.Activity
Activity Number Title

CNR-001

CNR-002

Bucket Project

CNR-003

CNR-004

Admin IHCDA

State NSP
Administration

w

Activity Type.Desription

Activity.Responsible National

Organization
Indiana Housing and

Acquisition and  Rehabilitation/reconstruction Community

Rehabilitation  of residential structures

Land Banking - Acquisition
Land Banks (NSP Only)
Demolition Debris removal

Redevelop/New Construction of new
Caonstruction  housing

NSP State

Administration Adminisiration

Development
Authority

Indiana Housing and
Community
Development
Authority

Indiana Housing and
Community
Development
Authority

Indiana Housing and
Community
Development
Authority

Indiana Housing and
Community
Development
Authority

Objective.Descr

LMMI: Low, Moder
Middle Income Na
Objective for NSP

LMMI: Low, Moder
Middle Income Na
Objective for NSP

LIMI: Low, Moder
Middle Income Na
Objective for NSP

LIMI: Low, Moder
Middle Income Na
Objective for NSP

Not Applicable - (f
Planning/Administ
Unprogrammed F

Not Applicable - (f »

This can be done in a few ways also. The first involves placing the cursor over the column

header to move and using the left mouse button to drag and drop the column to the report. The
second involves using the right mouse button to access the MOVE menu and select TO PAGE

BY AXIS.

PAGE-BY: | crantee, Name: | State of Indiana - IHCDA

Grants.Grant Project.Grantee Project.Project Activity.Grantee Activity.Activity
Activity Number Title

Number

v

PLACE CURSOR OVER RIGHT SIDE OF COLUMN AND USE RIGHT MOUSE BUTTON

F il » |r Title
Sort »
i
: Move D To Page-by Axis CMNR-001
Rename... To Columns
Attribute Forms... Right

CNR-002

Rehabilitation

Land Banks | iap

Activity Type.Desription

Land Banking - Acquisition

Acquisition and Rehabilitation/reconstruction Community
of residential structures

Activity.Responsible Na
Organization Ok
Indiana Housing and LM
Development g'é
Authority

Indiana Housing and LM
Community Wiic

Nevelnnment



