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MPP Reporting System — Creating an Ad

Hoc Report

1. To create a new report in the Document List screen click
the New button on the Reporting Navigation menu and
click on the Web Intelligence Document button. To edit an
existing custom report find your existing custom report, right
click on it, and press the Modify menu option
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2. Click on the MPP_RT Universe

3. Pass through any warnings or pop-ups you might see. Don’t
block or restrict anything
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4. Once you're on the page showing the available data, navigate through
the data elements on the left hand side under the Universe Objects
pane. Click on the + to open folders containing data elements

5. Move the data elements into the Result Objects pane that you want to
Include in the report. They will automatically populate a table in your
report, after you run the query. You can select and drag elements or
double-click on them to move them to the Results Objects pane. Notice
that when you drop data element marked with a green pyramid, it will
always bring over the parent data element. The following Object Types
are available:

= Dimension Object (blue box) — base elements for creating a query

= Detail Object (green pyramid) — provides additional information for a dimension
object, but does not form the basis of a query
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uuuuu

To filter the query, drag and drop the data element(s) to the Query
Filters pane below the Results Objects pane. The data elements that
you place in the Query Filters pane are used to define which plans will
be reported on once the query is run. For each data element you add to
the Query Filters pane you must specify the conditions that must be
met for plans to be included in the report
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7. Once you add a data element to a Query Filter you should configure
the filter settings for the element:
= Condition — The system compares the records to the Value using the
Condition. The available conditions include Equal To, Not Equal To, Greater
Than, Greater Than Or Equal To, Less Than, Less Than Or Equal To,
Between, Not Between, In List, Not In List, Is Null, Is Not Null, Matches
Pattern, Different From Pattern, Both, and Except

= Value- You can enter free text in the Value field when the Value Options
menu is set to Constant

= Value Options- The options in the this menu allow you to vary how you obtain
the Value for your Query:
Constant — Free text entry of the Value
Value(s) from List — Pull Values from a list of available Constant

Prompt — Have a Prompt window pop-up whenever you run the report requesting a
value

= Result from Another Query — You will not need to use this option
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Query Filters
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Data Element Condition Value Value Options
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8. Once you have set your data elements and filters, click the Run Query button to
view the report results

9. After querying your data, you will see the resulting report. The data elements
you picked will be structured in the same order that you placed them in the
Results Objects pane. You can edit the report’s formatting and structure

10. If you need to refresh your data, press the Refresh Data button

11. If you would like to make changes to the query or add new data elements to
display, click on the Edit Query button

12. You can save your new report by clicking arrow next to the Save button on top
left corner of the screen. To save to save to My Favorites click on the save as
option, and to save to your computer click on the save to my computer as
option and click Excel or PDF

13. You can also schedule your custom report to be emailed to you the same way
that you schedule your saved versions of canned reports
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Toolbars — Use these tools to make
formatting changes and add
content to your report
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If you wanted to print out the Plan Title, Plan Approval Date,
and Plan Status, for all plans from region three that were
approved during 2013, you would follow these steps:

% FEMA . RiskMAP
R ncreasing Resilience Together



MPP Reporting System — Example Ad

Hoc Report

Click on the Document List button
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Click on the New button
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Select the Web Intelligence Document option
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Click on the Plus Sign next to the PLAN folder
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Drag and drop the Plan Title object to the Result Objects
pane
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Drag and drop the Plan Approval Date object to the Result
Objects pane
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Drag and drop the Plan Status object to the Result Objects
pane
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Drag and drop the Plan Approval Date object to the Query

Filters pane
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MPP Reporting System — Example Ad
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Drag and drop a second copy of the Plan Approval Date
object to the Query Filters pane
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Change the condltlon by clicking the Arrow button
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Change the condition to Greater than or Equal to
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Click on the Calendar button
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Change the date to January 15t 2013
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Change the condition by clicking the Arrow button
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Change the condition to Less than or Equal to
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Change the date to 12/31/2013 by clicking on the Value field
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Drag and drop the Region object to the Query Filters pane
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Change the condition to Equal to
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Click the Run Query button
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Click the Report Title field to edit its value
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Modify the title
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Now that the title is now “Region 3 Plans for 2013,” click the
arrow next to the Save button and select Save as... Iin the
menu
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Hoc Report

Enter a name after clicking on My Favorites
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MPP Reporting System — Example Ad

Hoc Report

Make sure to check the Refresh on open box under
Advanced when saving the report

=, Save Docu E
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Folders & Categories
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MPP Reporting System — Tips for

Creating Ad hoc Reports

1. Start by creating a simple query

2. Modify your filters till you are pulling only the plan records
you desire

3. Once you have finished configuring the filters, make sure
you include all the data elements that you would like to
report on in the Result Objects pane

4. Format your report to your liking, and share it with your
colleagues by saving it to your computer and emailing it

¥ FEMA , RiskMAP
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MPP Reporting System — Performance

Considerations

« Always try to apply filters, so you are only querying the plans
you are interested in. Adding too many objects to the Results
Objects pane may also have a performance impact

« If you do have performance problems where an ad hoc report

takes more than 15 seconds to run, take the following steps:
= Add more restrictive filters

= Remove objects from the Results Objects pane

= Confirming that the Retrieve Duplicate Rows property is unchecked
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MPP Reporting System — Performance

Considerations

« You can uncheck the Retrieve Duplicate Rows property by
clicking on the Properties tab in the Universe Objects Pane
on the left side of the Query Editor Screen, scrolling down to
the Data section and unchecking the Retrieve Duplicate

Rows checkbox

1N | B - | (] Edn Query # Edit Repoart
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