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I. 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 ñReportsò 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. 

 

 
 

2) When the new browser opens, select the Disaster Recovery Grant Reporting System ï 
FY2008 ï 001A folder.  
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B. Navigating Across Folders 

You can select Shared Reports or My Reports to find a report.  
 

 
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. 

 

 
 
4) Folders and reports list can be displayed in the list view or the large icon view.  

 
 

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. 
 

 
1) MS Excel Reports: If you select a MS Excel version of the report, the system will prompt 
you to choose a MS Excel export version.  If you save it as óExcel with formattingô it will 
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. 
 

 

 

 

 

 

 

 
 

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.  
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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. 
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II. 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.  
 

 
 

A. Changing Column Order 

 
Any data including text or dates (called óAttributesô) will display on the left while any data that is 
numeric (called óMetricsô) will display on the right. When the report displays, the data in the left 
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.   
 

 
 

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 the óMoveô option.  Users can select left or 
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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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. 
 
 

 
 

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

 
 
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. 
 

 
 


