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19

Reports

iIREMS now uses MicroStrategy to generate reports. MicroStrategy is a powerful reporting tool that
HUD is using as its standard reporting utility. The previous Actuate standard reports have now been
reformatted into the MicroStrategy reporting solution. This reporting tool allows users to select
specific criteria to ensure that only the desired data is generated.

All iIREMS users, with a secure system ID, have access to the reporting module. Your user ID will
determine which reports you can generate, view and store.

PBCA users that are currently participating in the Auto OCAF Pilot have access to generate three new
Auto OCAF reports. Although all PBCAS can access these reports, if a non participating PBCA
attempts to generate a report, no data will display.

Objectives:

By the end of this chapter, you will be able to:

Identify Report Categories
Generate Reports in PDF
Generate Reports in MS Excel
Understand the Parameters

Print and Save Reports

19.1 Overview

MicroStrategy, a powerful reporting tool is used to generate reports for Multifamily Housing (Housing),
Departmental Enforcement Center (DEC), and Contract Administration Oversight Monitors (CAOM) and
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Performance Based Contract Administrators (PBCA) information. These reports are used for data
tracking and portfolio management. The level of access to each report is designated by the user’s role and
security ID.

All reports allow users to select pre-defined criteria that suit their individual needs. Most reports are

generated from the same criteria. If the report requires other report-specific criteria, those fields are
automatically included on the Selection Criteria page.

19.2 The Reports Module

In iIREMS the report module can be accessed by selecting the Reports tab from any page.

Asset Management | Subsidy Administration | Asset Disposition

To access Report Module:

1. Loginto iIREMS and click on the Reports tab. You will be navigated to the MicroStrategy
reports Welcome page.

Welcome CHAR. BORME { If vou are not CHAR BORMNE, _dick here .}

== iREMS
‘:::5 ..' Real Estate Management System {(iREMS) Reports
\ Server name HWWVALAD1273

()

19-1 Reports Welcome page

2. Click on the IREMS project folder to access the reports Home page.
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iREMS | Database
Reporting | Stalus &

4™, SharedReports  MyReports  Historylist My Subscriptions  Preferences

W @) [ () e

Welcome CHARLES OSBORNE. (If you are not CHARLES OSBORNE, ciick here.)
view
. Shared Reports - My Reports
\|  Runreports and share reparts with others. \|  Run your onn reports and access favorites via shortauts,
! \
\ ]!
3 \ A
Wi &
\ History List My Subscriptions
Ve View reports you have run previously or which have been run for you via schedules.  _o==T 57 View and manage your report subscriptions.
=\ put)
(A R¥e:
fee ¥
Toals
Preferences Search
7 General, Grid display, Graph display, Export Reports, Print Reports {PDF), Drill mode, Prompts, Report Services, M) Search for reports and documents.
. Seaurity L&

19-2. iREMS Reports Home page

Overview of the iIREMS Reports Home page:

The Reports Home page is used to navigate to specific functions of the reports module. To access the
specific functions click on the individual folders or use the toolbar, at the top of the page. Both the folders
and the toolbar selections take you to the same page.

Shared Reports My Reports  History List  Preferences Q Help Logout

19-3. Home Page Toolbar

Shared Reports

\ Run reports and share reports with others,

Vol
wan,

-

Shabactiso B This link navigates the user to the iREMS report category page; used to run reports.

My Reports

A Run your own reports and access favorites via shortouts,

(Future enhancement)

LRSSl This link will allow the user to run their own reports and access favorites, via shortcuts.
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History List
e\ View reports you have run previously or which have been
iy B\ .
‘\‘z = %  run for you via schedules.
A
.}—::\ _'.
—

This link allows the user to view previously run reports that the user stored in this area.

My Subscriptions

p— e ) View and manage your report subscriptions.

My Subscriptions

N Preferences

‘T‘.‘-:'j-. General, Folder browsing, Grid display, Graph display,
A~ Export, Print (PDF), Drill mode, Prompts, Report Services,
s Security

This link allows the user to set preferences.

oY Search

L\ \ Search for reports and documents.,

This link allows the user to view and manage their report subscriptons.

ISEE'rd'I E The Search link enables you to modify your report results by searching for certain

data.
m The Help feature is not available in iREMS.

m Click on this link to log out of IREMS reports.

April 2012
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19.3 Shared Reports

The Shared Reports folder navigates to the Reports Category page. The Reports Category page
contains a folder for PBCA reports. This folder contains a list of the three reports currently available for
Pilot PBCA users.

PBCA
Owner: Alan Strauss
Modified: 2/22/102:55:44 AM
| PBCA Reports, PBCAs will be restricted to see only contracts assigned to their arganization,

19-4. Shared Reports Category page

19.4 Generating, Saving and Printing Reports
There are two different report formats that can be generated from the Reports module in iREMS. These

include the standard Portable Document Format (PDF) report and a Microsoft Excel report (display only).
All reports can be generated in either the PDF or the MS Excel formats. .

19.4.1 Reports in Portable Document Format (PDF)

The default format for all reports is PDF. If a report is generated and no format is selected the report
displays in PDF. Once the report displays in PDF you can view, print or save the report.

To Generate a Report in PDF format:

1. Loginto iREMS
2. Click on the Reports tab and the MicroStrategy Reports Welcome page displays.

Welcome CHAR. BORME ({ If you are not CHAR BORME, _dick here .}

iREMS
Real Estate Management System (REMS) Reports
Server name  HWVALIAD 1273

19-4. Welcome page

3. Click on the iIREMS folder and the Reports Home page displays.
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Database
Status | &

" IREMS
Reporting

My Subscriptions  Preferences

F ol

SharedReports  MyReports  History List

Shared Reports \
Run reports and share reports with others, \ \

History List

View reports you have run previously or which have been run for you via schedules. e

My Reports

Run your own reports and access favorites via shortouts,

My Subscriptions

View and manage your report subscriptions.

Tools
Preferences Search
< General, Grid displav, Graph display, Expart Reparts, Print Reports (PDF), Drill made, Prompts, Repart Services, ) Search for reports and documents.
- Security \

19-5. Reports Home page

s \ Shared Reports
\ ,ull Run reports and share reports with
\ others.

Shared Reportsi

4. Click on the Shared Reports folder and the Reports Category page displays.

PBCA
Y Owner: Alan Strauss
| Modified: 2/22/10 2:55:44 AM

\ PBCA Reports, PBCAs will be restricted to see only contracts assigned to their organization.

19-6. PBCA folder

5. Click on the PBCA folder and the PBCA Report List page displays.

[~ REMS > shared Reports > PBCA

PBCA - Auto OCAF Eligibility Override

the Eligibility for an Automatic OCAF increase, has been changed.
Subscriptions  Export PDE

Subscriptions

PBCA - Expiring or Expired Funding Terms
Pending Action Report

Owner: Jeffrey Hoffmeier

Modified: 2/17/10 11:5%:56 AM

This report displays contracts that have an Expired Term Within 150
Days with No Amend Rents in REMS.

Subscriptions  Export  PDE

PBCA - Auto OCAF Letter Sent With No

Owner: Alan Strauss £ 5 Response
Modified:  2/22/10 1:11:23 PM .‘“ 5 Owner: Alan Strauss
Displarys a list of records where the Auto OCAF indicator, signifying == Modified: 2/22/10 1:11:47PM

Displays a list of records where the Auto OCAF Letter has been sent
to an Owner/Agents that has not returned the Auto OCAF Letter
within stated timeframe.
Export

EDF

19-7. PBCA Reports List page

April 2012
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6. Click on the file for the report you want to generate. To generate this file in PDF format, either
click on the folder or the PDF link.

= PBCA - Expiring or Expired Funding Terms

ES ,‘ - Pending Action Report
;“ 2 Owner: Jeffrey Hoffmeier
. Modified: 2/17/10 11:53:56 AM

,b This repart displays contracts that have an Expired Term Within 150
= with Mo Amend Rents in REMS,
Open Docurment Export POF

19-6. Selection for PDF report

In this example, the Expiring or Expired Contracts Pending Action Report is selected.

7. The parameters page displays for the selected report. The parameter page identifies the
parameters available to obtain the information you need for your report.

(} [ REMS > Shared Reports > FECA > PBCA - Expiring or Expired Funding Terms Pending Action Report

L2 Su‘mmarv of your 1. Select a HUB™ (Required)
selections
The blank default value displays automatically. If not changed, this will return records for all HUBs.
1 Eelect—a_HUl? This prompt requires at least one selection.
(Required)
2. Selecta Serviding Site b’
* [Required)
3. Choose s Contract
S 2. Select a Servicing Site™ (Required)
4. EnteraFirstName for || The blank default value displays automatically. If not changed, this will return records for all Servieing Sites. 4
e Prord Mo This prompt requires st least one selection,
5. Enter =4t Name for v
the Profect Manager
3. Choose a Contract Administrator” (Required)
Choose a Contract Administrator 4
This prompt requires at least one selection,
S um mary Mew Mexico Mortgage Finance Authority:NM300 |+
Se I eCt I On 4. Enter a First Name for the Project Manager
C I‘I terl a Enter a First Name for the Project Manager 4
Mo answer is required for this prompt.
5. Enter a Last Name for the Project Manager
Enter a Last Name for the Project Manager 4
Mo answer is required for this prompt.
N

Export Cancel

19-7. PDF Report parameter page

8. Select or enter the criteria that you want included in your report. Remember, the required items

must be completed. After you have completed the worksheet, click on ﬂl to generate the
PDF report.

9. The Processing Request page displays until the report is generated.
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Processing request,

Document name: Auto OCAF Eligibility Override

Current status: Running datasets

Document description: Displays a list of records where the Auto OCAF indicator,
signifying the Eligibility for an Automatic OCAF increase, has been changed.

Please wait or choose one of the follawing actions:

= Check status again

= Add to my History List
= show document details
- Cancel

19-8. Processing request

10. The report displays in PDF format.

= 8 M isieemw 4@l

Rp———— T Vit ETATE T —————————————

cascae ammmmERTE e cm N ovmmenus
B ] P wmme g

YH20108:36:05 am Department of Housing and lirban Development Fage1ef13

19-9. Sample PDF Report page

11. The PDF report displays in a reduced size with the sidebar on the left. The sidebar can be used

to navigate through the report.
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Expiring or Expired Contracts Pending Action As Reported in the Integrated Real

Estate Management System

Contracts that have Expired or are Expiring Within 120 Days with No Renewal in iREMS

Contract Number

Contract Doc

Contract

Contract

Type Effective Date Expiration Date
GADGOD05005 HAP 8/28/2009 2/27/2010
GADG0005038 HAP 6/1/2009 5/31/2010
GADG0005077 HAP 4/21/2009 4/20/2010
GAD60008008 HAP 2{1/2009 1/31/2010
GA060008022 HAP 4/22/1930 4/21/2010
GADG0009004 HAP 9/1/2009 2/28/2010
GADG0009005 HAP 5/1/2008 4/30/2010
GADG0009007 HAP 6/8/2009 6/7/2010
GADG0009014 HAP 1/23/1950 1/22/2010
GA060010028 HAP 3/3/2009 3f2/2010
GADG0012008 HAP 5/1/2009 4/30/2010
GADG0012069 HAP 6/16/2009 6/15/2010
GAO60012078 HAP 4/9/2005 4/8/2010
GA060012152 HAP 4/15/2009 4/14/2010
GADG0D18015 HAP 6/1/2009 5/31/2010
GADG3023201 HAP 4/21/2005 4/20/2010
GADG3023002 HAP 1/22/2009 1/21/2010
GAO68023013 HAP 3/3/2009 3/2/2010
GANGANNZN01 HAP ahal?one ahzizmn
1.00x8500n 4| | ol
19-10. Sample PDF Report page- expanded to 100%
12. Use the top toolbar to print, save or resize the display.
To Save a PDF Report:
Once you have generated a PDF report and it displays, you can save the report.
1. Click & on the toolbar, at the top of the report.
= m [ 15 = @& [ezew -
ICIick to sawe this file to vour computer or another IDcatiDr‘ul
19-8. Toolbar at the top of the report
April 2012 Page 19-11
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Expiring or Expired Contracts Pending Action As Reported in the Integrated Real
Estate Management System
Contracts that have Expired or are Expiring Within 120 Days with No Renewal in iREMS
Contract Number Contract Doc Contract Contract
Type Effective Date Expiration Date
GADBOD05005 HAP 8/28/2009 2/27/2010
GADG0005038 HAP 6/1/2009 5/31/2010
GADBODOS077 Hap 4/21/2009 4/20/2010
GADG0002003 HAP 2/1/2009 1/31/2010
GAD6D003022 HAP 4/22/1980 4/21/2010
GADGD009004 HAP 9/1/2009 2/28/2010
GADE0009005 Hap 5/1/2008 4/30/2010
GADG0009007 HAP 6/8/2009 6/7/2010
GADE0D09014 Hap 1/23/1980 1/22/2010
GAD60010028 HAP 3/3/2009 3/2/2010
GAD60012008 HAP 5/1/2009 4/30/2010
GADGDD12069 Hap 6/16/2009 6/15/2010
GAD60012073 HAP 4/9/2005 4/8/2010
GAD6D012152 HAP 4/15/2009 4/14/2010
GADBOD13015 Hap 6/1/2009 5/31/2010
GAD63023201 Hap 4/21/2005 4/20/2010
GAD68023002 Hap 1/22/2009 1/21/2010
GADBB023013 Hap 3/3/2009 3/2/2010
GADGANNZONT Hap 382009 317/2010
11.00x850in 4 ]

19-9. Sample Report in PDF

2. The Save a Copy window displays.

Save a Copy...

Savein: |_} Microstrategy j I‘j‘ Ed-

2. jExp Cont

My Recent
Documents

)

Desktop

My Documents

58
My Computer

<

B
My Metwork, File name: | ¥
Places

ﬂ Save |
j Cancel

Save az type: |Adobe PDF Files [* pdf]

19-10. The Save a Copy page

3. Select the folder where you want to save the report.

4, Enter a File name.

5. Clickon and the report is saved in the folder you identified.
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To Print a PDF Report:

1. Click = on the toolbar, at the top of the report

= ST e

Click to print this PDF file or pages from it

19-11. Toolbar

2. The Print page displays.

Print
Printer
Marme: LV HHHOMEFDZ0Y, 68 HP 5000 P kg Properties

Skatus: Ready Comments and Forms:

Type: HF LaserJet S000 Series PS |Document and Markups
Prink Range Prewviews: Composite
= all

7 Current view

" Current page

X

Eg
-
-

i Pages |[1- 16

-l

[ Rewverse pages

Subset: |.\'—\.II pages in range - T

Page Handling

Copies: 1 Eﬁ I 8.5

Page Scaling: |Shrink ko Printable area

i
[T

W Aauto-Rotate and Center

[ Choose paper source by PDF page size
I

. § Units: Inches Zaom @ 96%%:
[ Print ta File

1516 |

Printing Tips Adwvanced

K I Cancel

19-12. Print page

3. Check the printer details. If they match your printing requirements, click on [ 1

4. The report prints to the designated printer.

April 2012

Page 19-13



Integrated Real Estate Management System User’s Guide
Cl#: iREMS-H-UM-01

Chapter 19: Reports

19.4.2 Reports in MS Excel Format

The default format for all reports is PDF. If a report is generated and no format is selected the report
displays in PDF. You must select the Export link on the Report List page to generate an MS Excel
report. Once the report displays in MS Excel, you can view, print or save the report.

To export areport in MS Excel:

1. Log into IREMS

2. Click on the Reports tab and the MicroStrategy reports Welcome page displays.

Welcome CHAR BORME {If yvou are not CHAR BORME, dick here .)

— iREMS

3 \1 Real Estate Management System {(REMS) Reports
1 Server name HWWVALADI1ZTS

19-13. Welcome page

3. Click on the iREMS folder and the Reports Home page displays.

iIREMS | Database
Reporting | Status &

A, charedReports  MyReports  Historylist My Subscriptions  Preferences

W (4o (] mems

Welcome CHARLES OSBORNE. (If you are not CHARLES OSBORNE, gick here.)

Shared Reports

Run reports and share reports with others,

My Reports

Run your own reports and access favorites via shortouts,

History List My Subscriptions
View reports you have run previously or which have been run for you via schedules, —~=~T| View and manage your report subscriptions.
Tods
Preferences Search
7 General, Grid displav, Graph displav, Export Reperts, Print Reparts (DF), Dril mode, Prompts, Report Services, (:\\ Search for reports and documents.
.| Searity &
Shared Reports
e Run reports and share reports with
o others.
Shared Reporks i

4. Click on the Shared Reports folder and the Reports Category page displays.

April 2012
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PBCA
Owner:  Alan Strauss
Modified: 2/22/10 9:55:44 aM

PBCA Reports, PBCAs will be restricted o see only contracts assigned to their organization.

19-15. Shared Reports page

5. Click on the PBCA folder and a list of PBCA reports displays.

[~ REMS > Shared Reports > PBCA

PBCA - Auto OCAF Eligibility Override =N

Owner: Alan Strauss

Modified: 2/22/10 1:11:22PM ,|\\_

Displays a list of records where the Auto OCAF indicator, signifying
the Eligibility for an Automatic OCAF increase, has been changed.
Subscriptions  Export  PLF

PBCA - Auto OCAF Letter Sent With No
Response

Owner: Alan Strauss

HModified: 2/22/10 1:11:47PM

Displays a list of records where the Auto OCAF Letter has been sent
to an OwnerfAgents that has not returned the Auto OCAF Letter

within stated timeframe.
Subscriptions  Export  PDF

PBCA - Expiring or Expired Funding Terms
Pending Action Report

Owner: Jeffrey Hoffmeier

Modified: 2/17/10 11:52:56 AM

This report displays contracts that have an Expired Term Within 150
Days with No Amend Rents in REMS,

Subscriptions  Export  PDF

19-16. PBCA Reports page

6. Select the report and click on the Export link under the report name.

. Expiring or Expired Contracts Pending Action

=17 Report
‘“‘ L) Owner: Jleffrey Hoffmeier
= Modified: 2/17/10 7:54:51 AM
Displays contracts that have Expired or are Expiring Within 120 Days
with Mo Renewal in REMS and Stages that have an Expired or are
Expiring Within 120 Days with No Amend Rents in REMS,

Subscriptions Exgorj EDFE

19-11. Selection for MS Excel format

In this example, the Expiring or Expired Contracts Pending Action Report is selection.

7. The parameters page displays for the selected report. This page identifies the parameters
available to obtain the information you need for your report.
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4 [ REMS > Shared Reports > PBCA > PBCA - Expiring or Expired Funding Terms Pending Action Report

& Summary of your
selections

1. SelectaHUB
* (Required)

2. Select a Servidng Site
* (Required)

3. Choose 3 Contract
Adminigtrator
* (Required)

the Project Manager
5. Enter alast Name for
the Project Manager

4. Enter a First Name for

1. Select a HUB® (Required)

The blank default value displays automatically, If not changed, this will return records for all HUBs,
This prompt requires at least one selection,

~

2. Select a Servicing Site” (Required)

The blank default value displays automatically. If not changed, this will return records for all Servicing Sites.
This prampt requires at least one selection.

-

3. Choose a Contract Administrator” (Required)

Choose a Contract Administrator
This prompt requires at least one selection,

New Mexico Mortgage Finance Authority:NM300 |+

4. Enter a First Name for the Project Manager

Enter a First Name for the Project Manager
Mo answer is required for this prompt.

——

5. Enter a Last Name for the Project Manager

Enter a Last Name for the Project Manager
Mo answer is required for this prompt.

—
Export Cancel

19-12. Excel Report parameter page

8. Select or enter the criteria that you want included in your report. Remember, the required items

must be completed. After you have completed the worksheet, click on ﬂl to generate the
MS Excel report.

9. The Processing Request page displays while the report is generating.

Processing request.

Document name: Expiring or Expired Funding Terms Pending Action Report
Current status: Running datasets

Document description: This repart displays contracts that have an Expired Term
within 150 Days with No Amend Rents in REMS.

Please wait or choose one of the following actions:
= Check status again

= Add to my History List

= Show document details

= Cancel

10. Once the report has been generated the File Download page displays.

19-13. Processing request message
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File Downloacd E|
Do you want to open or save thiz hle?

@ j Mame: ...or_Expired_Contracts_Pending_Action_Repork, xls
IHL Type: Microsoft OfFfice Excel 97-2003 Worksheet, S&67KE
From: hwwauwdss7? . hud,gow

[ Open ] [ Save ] [ Cancel ]

Always azk before opening thiz twpe of file

harm vour computer. If you do not trust the source. do not open or

I 9 S| wehhile files from the Internet can be uzeful, zome file: can potentially
b zawve thig file, wrhat's the rizk?

19-14. File Download box for Excel format

11. Click on Open to access the Excel report. The Microsoft Office Excel window displays.

Microsoft Office Excel

extension. Yerify that the file is nok corrupted and is from a trusted source before opening the file. Do vou want to

\: The Ffile you are trying ko open, '20100217110835903. x1s', is in a different: Farmat than specified by the File
open the file now?

19-15. MS Office Excel window

12. Click on L= to display the MS Excel report in a display only format.
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o " =
Home Insert Page layout  Formulas Data Review  View Add-Ins [}s ©
= —= B i | s =5 = = a
E 3 e o e | e | = IEX=D General = = = St bl i ‘%? \}a
iy = — I Delete + || [§]~
aste (B ||| 3 A | & = % o |[%8 %8| | Conditional Format Cell | .., Sort & Find &
- - = = — 00 >8] | Formatting - as Table ~ Styles ~ || (B Format~ | (2~ Fitter~ Salact~
Cliphoard Font iE] Number i Styles Cells Editing
— o =
B
AB|C D E E|GH | |JK|L MN o B Q Rl S L u v AX Y Z AA AAC AD
Expiring or Expired Contracts Pending Action As Reported in the
1 Integrated Real Estate Management System
Contracts that have Expired or are Expiring Within 120 Days with No Renewal in iREMS

2

3 Contract Contract Contract Contract

7] Humber Doc Type Effective Date Expiration Date

5 GADEDODS005 HaP 8/28/2009 2/27/2010

3 GADEDD0S038 HaP 5/1/2002 5/31/2010

7 GADSDO0S077 Hap 4/21/2009 4

8 GADS0D08008 HaP 2/1/2002 1

9 GADS0008022 Hap 4/22/1880 4

10 GADSDDDS004 HaP 9/1/2009 2

it GADE000S005 HaP 5/1/2008 4

12 GADS0009007 Hap 5/3/2009 s

13 GADS0009014 Hap 1/23/1980 !

14 GADS0010028 Hap 3/3/2008 3f2/2010

15 GADED0 12008 Hap 5/1/2008 4/30/2010

16 GADED012065 HAP 6/16/200% 6/15/2010

17 GADE0012078 Hap 4/9/2005 4/8/2010

18 GADS0012152 HaP 4/15/2009 4/14/2010

19 GADS0018015 Hap 5/1/2008 5/31/2010

20 GADS3023201 Hap 2005 4/20/2010

21 GADE8023002 HaP 008 1/21/2010

22 GADS5023013 Hap 3/3/2008 3/2/2010

H 4 » M| Expiring or Expired Contracts P ~#J TN I

19-16. MS Excel Report

13. You have access to the Excel Report features on the toolbars at the top of the MS Excel page.

To Save MS Excel reports:

Once the Excel report is generated and displayed, you can save the report.

(Ca)
1. Clickon "= at the top, left corner of the report toolbar.

2. The file options bar displays.
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Save a copy of the document
New i

E;l '_ Excel Workbook
[E0l| Save the file as an Excel Waorkbaok.
Qpen

[r-;' ] Excel Macro-Enabled Workbook

@
|
T3
=
lf; Canvert Save the workbook in the XML-based and
| - macro-gnahbled file format,
s
=
Z
K
==

3ave Save the warkboaok in a binary file format

optimized for fast loading and saving.

E;l Excel Binary Workbook
1B-ﬂlﬂ

Save a copy of the workbook that is fully

Save A5 | F @ j Excel 37-2003 Workbook
|EHL
% compatible with Excel 97-2003.,

Format.
Prepare
PDF or XPS

Publish a copy of the workbook as a PDF or
Send » XP5 file.

Print r [ OpenDocument Spreadsheet
figl | Save the workbook inthe Open Document

s Other Formats
Open the Save As dialog box to select from

Publish ¥ all paossible file types.

il-l Server L4

__T Llase

| 2] Excel Options | | X Exit Excel

19-17. Save options page

3. Select Save As to determine where and how to save the report.

H save as | » || ] j Excel 37-2003 Workbook

Hl | Save a copy of the workbook that is fully
compatible with Excel 97-2003, %

19-18. Save As selection

4. Select Excel 97-2003 workbook to save. The Save As window displays.

April 2012 Page 19-19



Integrated Real Estate Management System User’s Guide

Cl#: iREMS-H-UM-01 Chapter 19: Reports

S ) My Doguments - A X

hy Bpcond .3

oooments | |y
[} Deshtop
e
Caisiagrmls
o My
Corrguier
Fhy Matwork
‘-ngm

Filn s Enparrey_or Ecpred Coneracts Perdee A Regort. o]
Hren LR | poosl 572000 Workbook

19-19. Save As page

5. Select the location and enter a file name to store the report.

6. Click on and the report is saved in the designated location.

To print a MS Excel Report:

(b))
1. Clickon == at the top, left corner, of the of the report toolbar.

2. The file options bar displays.

April 2012 Page 19-20



Integrated Real Estate Management System

Cl#: IREMS-H-UM-01

User's Guide

Chapter 19: Reports

s

o —
T

“u

J Mew
L/ EBpen
“ﬁ Convert
H Save
% Save As  #
@ Print 4
' b
Ifd Prepare  F
_a Send 3
. a:la Fublish *
_5 Server 4
._T Close

Preview and print the document

Lt Print
Select a printer, number of copies, and
other printing options befare printing.

2 Quick Print
T Send the workbook directly to the default

printer without making changes.

J Print Preview
| ( Preview and make changes to pages before

printing.

[_j Excel Options | | X Exit Excel

19-20. File Options page

3. Select Print on the sidebar and the Print option at the top of the list of options. The Print box

displays.
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Prinker

Mame:

Skatus: Idle

Type: HF Laserlet 8000 Series P5S
Where: HWOC MEAR CLIBE 268
Comment: HP 8000 PS5 - P17

Prink range

@ al

) Pagefs)  From: = To

Print what

() Selection () Entire workbook,

(%) Active sheet(s)
|:| Ignore prink areas

Prewview

5 VIHHHQNFPOZOYHWOC CB 2658 HP 8000 PS w

L]

Find Printer...

[1 Print ko File

Copies

=
4

MNurmber of copies:

Fae

Collate

Cancel

19-21. Print page

4. Check the printer details. If they match your printing requirements, click on [ 1

5. The report prints to the designated printer.

19.5 Report Parameters

The PBCA Reports List page contains three reports currently available for Pilot PBCAs. When a specific
report title is selected, a report parameter page displays. The parameters include data that is required and
data that can be selected to personalize the report to the user’s specifications.

The parameters on the Parameter page for all types of reports are the same. The parameter page for the
PDF format and the MS Excel display only format are generated by selecting the Export button at the

bottom of the page.

— I

Export [‘

Cancel I

-

19-22. Export button

The Parameter page contains the same format and parameter requests. Each page displays a list of the
parameters in a left side column and an entry screen to enter your report requirements. There are items on
most Parameter pages that are required to generate the report. These items are identified with the word
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“required” on the main page and in the side column. The first parameter page below has no required
fields, the second page has two required fields. In some cases the word required means that the system
needs the information to generate the report but does not require the user to change the information

displayed.

4 [y REMS > Shared Reports > Subsidy Administration > Auto OCAF Eligibility Override

| Summary of your 1. Select a HUB
selections

Select a HUB

Select a Servicing Site
Enter & Beain Date
Enter an End Date

Select a Contract
Administrator 2. Selact a Servicing Site

The "-none-' default value displays automatically. If not changed, this will return records for &l HUBs,
Mo answer is required for this prompt.

- none - v

FA o S

The "-none-' default value displays automatically. If not changed, this will return records for all Servicing Sites.
Mo answer is required for this prompt.

- none - v

3. Enter a Begin Date

Enter a Begin Date
Mo answer is required for this prompt.

A

The default selection is:
Today minus 1 Year(s) plus 1 Day(s)

4. Enter an End Date

Enter an End Date
Mo answer is required for this prompt.

I |

The default selection is:
Today

5. Select a Contract Administrator

Select a Contract Administrator from the list,
Mo answer is required for this prompt.

- none - 4

Export Cancel |

19-23. Parameter page
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ﬁ ch IREMS > Shared Reparts > PECA > PBCA - Auto OCAF Eligibility Override

& Summary of your
selections

. Selecta HUB

. Select 3 Serviding Site
Enter a Begin Date

. Enter an End Date

. Choose a Contract
Administratar
* (Required)

n s W

1. Select a HUB

The "none-' default value displays automatically. If not changed, this will return records for all HUBs.
Mo answer is required for this prompt.

- none - v

2. Select a Servicing Site

The "-none-' default value displays automatically. If not changed, this wil return records for ll Servicing Sites.
Mo answer is required for this prompt,

- none - v

3. Enter a Begin Date

Enter a Begin Date
Mo answer is required for this prompt,

I |

The default selection is:
Today minus 1 Year(s) plus 1 Day(s)

4. Enter an End Date

Enter an End Date
No answer is required for this prompt.

I .

The default selection is:
Today

5. Choose a Contract Administrator” (Required)

Choose a Contract Administrator
This prompt requires at least one selection,

New Mexico Mortgage Finance Autharity:NMS00 |8

Export I Cancel

19-24. Example of MS Excel format

Date worksheet items use a pop up calendar for input.

3. Enter a Begin Date

Enter a Begin Date
Mo answer is required for this prompt.

=

b

=hruary 2
The default selection is: € February 2010

S M T WT F S

1 2 3 4 5 6

J 8 9 10 11 12 13

4. Enter an End Date 14 15 16 17 18 19 20

Enter an End Date 381 P Sl Bl BD A

Mo answer is reguired for this prSo_

==

The default selection is:
Today

19-25. Date calendar example

In the next example the date is a required field. If you click on the calendar, the pop up calendar displays
as it did in the picture above and you can select the dates. However, since this is a required field, if you do
not make a selection iREMS will use the default. The default in this field is 365 days or today minus 1

year plus 1 day.
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2. Enter a Begin Date™ (Required)

Enter a Begin Date
This prompt requires at least one selection,

| E=

The default selection is:

Today minus 1 Year(s) plus 1 Day(s)

3. Enter an End Date” (Required)

Enter an End Date
This prompt requires at least one selection,

| =

The default selection is:

Today

19-26. Date parameter with required data

There are several fields on the parameter pages that are for names. Some of these fields are required and
others are not. The name requests will have specific instructions on what is needed for the search.

Below are two examples of a name search.

4. Enter Assigned User's First Name

Enter Assigned User's First Mame
Mo answer is reguired for this prompt,

5. Enter Assigned User's Last Name

Enter Assigned User's Last Mame
Mo answer is required for this prompt.

19-27. Search on User's Name
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7. Anlayst Name Search

Enter all or part of the Analyst's name to search for,
Mo answer is required for this prompt.

19-28. Name search

Multiple source items are either displayed as an on-screen list or as a drop-down list of items.

Salect a Fiscal Year

Select one or more Fiscal Years,
Mo answer is required for this prompt,

[J 1999
[l zo000
[(Jz001
(2002
(12003
(2004
(12005
(2008
(12007
(2008
(12002
(lao010

19-29. On screen list

2. Select a Justification™ (Required)

Select a Justification. "all' also indudes blank Justifications
This prompt requires at least one selection,

All

Other

Cwners files AFS Prior to Pre-Penalty Letter

Referred For Civil Money Penalty

Returned to HUD - Erroneous Overdue Errar

Returned to MF - Beyond the Owners Contral

Returned to MF - Inconclusive Factual Support (.., approved waiver)
Returned to MF - Mortgage Prepaid

Settement Agreement Executed

19-30. Drop-down list
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Blank fields may have various indications. The worksheet below identifies the definition of the 3 blank
fields displayed.

8. Enter the AFS Status.

Enter the AFS Status, (O - Open, C - Closed, Blank = Open)
Mo answer is required for this prompt.

9. Enter the AFS Required

Enter the AFS Required Y - Yes, M - Mo, blank = es)
Mo answer is reguired for this prompt.

10. Enter Referred To

Enter Referred To: {Values = Mone, MFH, DEC, Blank = All)
Mo answer is required for this prompt.

19-31. Example of Blank with definitions

The blank field has a distinctive definition when requesting a HUB or Servicing Site. The none or All
fillers also have defined meaning for HUB or Servicing Site requests. These examples are explained on
the parameter page.

1. Select a HUB™ (Required)

The blank default value displays automatically, If not changed, this will return records for all HUBs.
This prompt reguires at least one selection.

2. Selact a Servicing Site” (Required)

The blank default value displays automatically, If notchanged, this will return records for all Servicing Sites.
This prompt reguires at lesst one selection.

| v|

19-32. Blank for HUB and Servicing Site
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1. Select a HUB

The "none-' default value displays automatically, If not changed, this will return records for all HUBs.
Mo answer is required for this prompt.

- none - b

2. Select a Servicing Site

The "-none-' default value displays automatically. If not changed, this will return records for all Servicing Sites.,
Mo answer is reguired for this prompt.

|'I'II:II'IE' b

19-33. None for HUB and Servicing Site

3. Select a HUB™ (Required)

The "all" default value displays automatically, If not changed, this will return records for all HUEs.
This prompt reguires at least one selection.

All hat

4. Select a Servicing Site” (Required)

The "all" default value displays automatically. If not changed, this will return records for all Servicing Sites,
This prompt reguires at least one selection.

Al |

19-34. All for HUB and Servicing Site

In the three examples above, the default values of “All”, “-none-" and blank, do not require a change and
will return a report with “ALL”. For example, if the default is used in the HUB field, the report will
display all HUBs for each of these default values. This may cause the report to be rather large. In the
example below, the report generated is 400 pages.
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19-35. Sample Report

The Export parameter page at the end of the report displays all of the parameters selected when
generating the report. If no parameter was selected in a required field and “‘All’ or ‘none’ or Blank
was used, the parameter displays blank on this page indicating that a selection limiting this search
was not made and the report includes “All”. In the example below, the only parameter selected was
the property status. Therefore, the report generated includes all HUBS, all Servicing Sites, and all
user names.
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19-36. Sample Parameter Summary page
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19.6 History List

Once a report has been generated it is advisable to save the report to your desktop. Any report that has
already been generated and saved to the History List can be accessed via the link from the My
History folder. Reports saved in the My History folder will remain there temporarily and will be
automatically deleted after a certain amount of time, with no warning. Therefore, it is always advisable to
save your generated reports to your desktop or local drive.

Reports are saved in the My History folder as unchanging files. Therefore if you wish to see the most
current data on a report that you have not run in the past 24 hours, generate a new report. If current data

is not essential, or if a night has not passed since the last time you ran the report, you can view a
previously generated version.

To save Reports in the History List:

1. From the Welcome page, click on the iIREMS folder and the Reports Home page displays.

iIREMS | Database
i

Welcome CHARLES OSBORNE. (If you are not CHARLES OSBORNE, click here.)
View
Shared Reports \\ My Reports
Run reports and share reports with others, ) Run your own reports and access favorites via shorteuts.
i !
i\ )
- History List My Subscriptions
‘(\‘ \l  Viewreports you have run previously or which have beenrun for you viaschedules, =T = View and manage your report subscriptions.
23 ol
‘@: 4 18
Lr
Tools
Preferences Search
" General, Grid displav, Graph display, Export Reports, Print Reports (PDF), Dril mode, Prompts, Report Services, Search for reports and documents.
- Seaurity

19-37. Reports Home page

2. Click on Shared Reports and the Shared Reports page displays.

. PBCA - Expiring or Expired Funding Terms
.L.‘ Pending Action Report

;!‘ Owner;  Jeffrey Hoffmeier
= Modified: 2/17/10 11:5%:56 AM
,h This repart displays contracts that have an Expired Term Within 150

= ith Mo Amend Rents in REMS,
Open Dacument Export PDF

19-38. PBCA folder
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3. Click on the PBCA folder and the PBCA Reports List page displays.

[~ REMS > shared Reports > PBCA

PBCA - Auto OCAF Eligibility Override PBCA - Auto OCAF Letter Sent With No

Owner: Alan Strauss 5 = Response
: Modified: 2/22/10 1:11:23 FM _ﬂ\ 5\ Owner Alan Strauss
=== Displarys a list of records where the Auto OCAF indicator, signifying === Modified: 2/22/10 1:11:47PM
the Eligibiity for an Automatic OCAF increase, has been changed. Displays a list of records where the Auto OCAF Letter has been sent
Subscriptions  Export  BDE to an Owner/Agents that has not returned the Auto OCAF Letter

within stated timeframe.
Subscriptions  Export PDE

PBCA - Expiring or Expired Funding Terms
Pending Action Report

Ll Owner: Jeffrey Hoffmeier

= Modified: 2/17/10 11:55:56 AM

This report displays contracts that have an Expired Term Within 150
Days with No Amend Rents in REMS,

Subscriptions  Export  PDE

19-39. PBCA Reports page

4. Click on the report name and the Parameters page displays.

4 [ BEMS > Shared Reports > PBCA > PBCA - Expiring or Expired Funding Terms Pending Action Report
= ¥l
& Sulmrr:]arv of your 1. Select a HUB™ (Required) d
selections
The blank default value displays automatically. If not changed, this will return records for all HUBs.
1. SelectaHUB This prompt requires at least one selection.
(Required)
2. Select a Servicing Site b
™ (Required)
3. Choose 5 Contract
Heatte 2. Select a Servicing Site” (Required)
4. Enter o FrstName far || The blamk defauit value displays sutomatically, 1€ mot changed, this wil return records for sl Servicing Sites. &
e Project Manager | || This prompt requines at least one selection.
5. Enter a Last Name for
the Project Manager
3. Choose a Contract Administrator” (Required)
Choose a Contract Administrator 4
This prompt requires at least one selection,
[ New Mexica Mortgage Finance Autharity:NMB00 |+
4. Enter a First Name for the Project Manager
Enter a First Name for the Project Manager 4
Mo answer is required for this prompt.
5. Enter a Last Name for the Project Manager
Enter a Last Mame for the Project Manager A
Mo answer is required for this prompt. 1
b
Export Cancel

19-40. Parameters page

5. Enter the appropriate parameters and click on ﬂl. The Processing page displays until the
report is generated.
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Sharcd Reports My Reports  CreatcReport  Historylist  Preferences  ESCUNNNN @ Help  Logout
4 [ REMS > Shared Reports » Financisl Management > Excess Income Delinquency

Processing request.

Document name: Excess Income Delinquency
Current status: Running...

Please wait or choose one of the following actions:

= Check status again
= Add to my History List
= Show document details

v

= Cancel

19-41. Processing/Status page

6. Click on the Add to my History List link and the report is added to your History List page.

To access the History List page:

1. Click on the Reports tab from anywhere in iREMS to access the reports. The Welcome page
displays.

Welcome CHAR BORME ( If vou are not CHAR BORME, dick here .}

— iREMS

s \1 FReal Estate Management System {(iREMS) Reports
1Y Server name HWVALAD1273

19-42. IREMS report Welcome page

2. Click on the iREMS reports folder and the Reports Home page displays.

"IREMS | Database
Reporting | Status &

#™, haedReports  MyReports  Historylist My Subscriptions  Preferences

W R e

Welcome CHARLES OSBORNME. (If you are not CHARLES OSBORNE, dick here )

View
Shared Reports — 1\ MyReports
Run reports and share reports with others. \ \‘ Run your own reports and access favorites via shortouts.
T o\
\ % y
History List My Subscriptions
View reports you have run previously or which have been run for you via schedules. —==""*"  View and manage your report subscriptions.

Tools
Preferences Search
- General, Grid display, Graoh display, Export Reports, Print Reports (PDF), Dril mode, Prompte, Report Services, ) Search for reports and documents.
\ Sequrity. &

19-43. Reports Home page
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3. Click on the History List Link and the History List page displays.

Shared Reports My Reports  History List  Preferences Q Help  Logout
) [ REMS > .. > Home > History List R %
|Mame i ‘Statns A |Messagecreation Time ¥ | | Remove |
=) Project Based Section & Contracts Ready [mark as “unread’] 3/25/10 11:14:35 AM ﬁﬁ ['i ] O
=) Expiring or Expired Contracts Pending Action Report Ready [mark as “unread’] 3/25/10 11:12:44 AM mh e O
19-44. History List page
4. Click on the report name and the previously run report displays.
$[1 /75 @@ [62% - o i -
Expiring or Expired Contracts Pending Action As Reported in the Integrated Real
Estate Management System
Contracts that have Expired or are Expiring Within 120 Days with No Renewal in iREMS
Contract Numbes  Contract Doc
Tyve
I
s
e
i
e
e
e
s
e
s
e
e
s
[
e
e
s
e
e
s
e
s
Wae
s
i
Hap
i
e
Hap
i
et 755

19-45. Expiring or Expired Contracts Pending page

19.7 Report Names and Parameters

PBCA reports and associated selection criteria are outlined in Section 19.7.1. Reports are generated from

the Standard Reports page. A general selection criteria page allows you to enter

specific data that sets
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the parameters for your report. The general selection criteria page is usually titled after the report and
displays all general criteria and any criteria that are specific to the requested report.

19.7.1 Reports and Parameters

All reports have selection criteria. In this section is a list of all report categories, the associated reports

and the individual report parameters.

PBCA

Owner: Alan Strauss

Modified: 2/22/10 9:55:43 AM
PBCA Reports, PBCAs will be restricted to see only contracts assigned to their organization.

Report Name

Selection Parameters

PBCA - Auto OCAF Eligibility Override

HUB (required)
Servicing Site (required)
Begin Date

End Date

Contract Administrator ~ (required)

PBCA — Auto OCAF Letter Sent With No Response

HUB
Servicing Site

Begin Date

End Date

Contract Administrator ~ (required)
PBCA — Expiring or Expired Funding Terms HUB (required)
Pending Action Report Servicing Site (required)

Contract Administrator (required)
Project Manager
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