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7. ReportModule

The Reports Module is considered an “optional” module because users do not need to utilize the
module to carry-out their grantee responsibilities. However, the Reports Module (or “MicroStrategy”) is
a vital tool available to grantees to analyze and/or troubleshoot data already entered into DRGR.
Grantees are highly encouraged to utilize MicroStrategy reports to review a series of data elements
including financial information, accomplishment information, and user account information.

7.1 Report Module Overview

The following section explains how to access and navigate the Reports Module. In addition, the basic
components of the Reports Module are described.

7.1.1 Accessing the Reports Module

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

1. Following login to the DRGR system (Figure 7-1), and acceptance of Disclaimer, click <Reports>
link in the navigation bar.

Figure 7-1: Welcome/News screen with navigation bar

Action Plans

Welcome to the

Disaster Recovery Grant Reporting System
DRGR -
- Admi DRGR News: o ) ) \l\!‘arnmg!
_ Action Plans DRGR Mews: DRGR Release 7.10 was successfully deployed on May 20, 2014. Highlights include a public portal for reports at Misuse of
_ Dﬁ— https:,'_J-’drgr.hLld.gowfpul)lij::;r i streamlined naw user reguesting process; the ability for DRGR users to access G[anteeasl Federal i
- Drawdown Consolidated Plans from within DRGR,; the ability for users of several systems (DRGR, IDIS and HEROS at this time) to link to the Information
_ Grantee uther. system while logged into DRGR,; the ability for DRGR. users to sl._lbscribe to specific grantee reports; a_nd additional upload at this Web
- Grants functionalities have been developed. Fact sheets are in process and will be available soon at www.0OneCPD.info/drgr slts t’al\f1
=== =ssssssssSSSSSSSSSSSSSSSSSSSSSSSSSsSsSSSSSSSSSsSsSsssss=sss=ss=ss=ss======= under the
REMINDER: You might need to request the ability to submit the QPR or Action Plan. If you do not see a "SUBMIT" button on the  provisions of
utilities QPR and you are the one that submits the QPR, have your Grantee Administrator or HUD Rep forward the request to Title 18,
- Pri DRGR_Help@hud.gov United States
_ Profile Code, section
- Help PLEASE NOTE: DRGR was built on the Interenet Explorer (IE) platform and works well with IE v7 and IE v8. For later releases of 1030. This
- FAQ IE, the user might need to select the Compatability link (looks like a torn piece of paper to the right of the URL box). DRGR is not law specifies
- Logout compatible with other browsers such as Firefox and Google Chrome. penalt;gs for
- Reports exceeding
authorized
access,
Links alteration,
- CPD Systems Login damage, or
- PDF Viewer For DRGR access difficulties (User still logged into system, or timed out and cannot get back in), send an email to destruction of
uppo dror_help@hud.gov with Session Reset in the subject information
- CPD Home ling,=======s=========s===s===s=s==sss=s=s==s=======s=sss====sss==s===sss===s======= residing on
HUD Home Recertification: each DRGR user is recertified by the next person up the chain. For grantee users, that would be their grantee Federal
administrator; for grantee administrators, that would be their CPD Contact; for CPD Reps/Specialists, that would be their computers.

Note: This opens a separate web browser window for MicroStrategy Reporting. It displays the DRGR
Reports folder as well as any other Report folders you have permissions to access (e.g. IDIS).

2. When the new window opens, select the <DRGR OLAP> folder (Figure 7-2).

Figure 7-2: MicroStrategy Reporting web browser

¥

IDIS DRGR OLAP
Integrated Disbursement & Information System (IDIS) Online

Diata on Reports are current as of Close of Business of the kst business day
Version 11,59.1 last updated on 12,
Server name HWWALAP1913,

/14
NALAP1912{hwvalzp1514fhuvalap1915

P1512 wvalapl914/wvalaplsls | S——
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7.1.2 Navigating within MicroStrategy

MicroStrategy has its own set of navigation buttons within the user’s internet browser (Figure 7-3):

1. Allows users to navigate to different screens/folders within MicroStrategy

Home button takes users back to the DRGR Reports home screen

Back and Forward buttons allow users to navigate among screens last viewed

2
3
4. Returns users to the next highest level within the folder hierarchy
5

Allows user to see a history of the folders that were accessed to arrive at the current screen
(users can also return to previous screens by clicking on the screen name)

o

Allows users to search MicroStrategy

7. Launches a menu of help topics

Figure 7-3: MicroStrategy Navigation Buttons

fi ¢ wa )Gwmm«mm

-

W Projecs NSP Closeout Reports
Owmner: Ry D Y

T Home Modified: §5:28 PM

£  Shared Reports

E3 My Repors Admin Rept01a: GRANT- DRGR Grant Status and
CPD Contact

(L) History List -—— Owmer: James Yerdon
Modified: 11/26/1

'y My Subscriptions

k" New Dashboard

= NewReport Admin Rept02b: ACTPLN- Activity Status with
Start and End Dates

#s  Preferences

agregated measure types 5o the numbers

G oo ) are not meaningful in thermse caly include as an indicator of
whether accomplishm o

(© History List

1) My Subscriptions Admin Rept02c: ACTPLN- Activity Descriptions

R P and Locations

/X Proferences Owmer: Jarr
Modified: 11/26/14 5:55:26 PM
Admin Rept03a: QPR - Report Status

2 | 1= O pr— Owmer: James

et il e e Modified: 11/26,

& DRGROLAP > Shared Reports > Standard Reports > Grantee User Reports

]

7.1.3 Navigating Across Folders

ACTPLN

Admin Rept02b - with Act Start and End dates
and ENV Status

This is a fully prompted n
other reports.

vt that can be used as a template for building

Admin Rept02d: ACTPLN - Community Need

Admin Rept03b: QPR - Exec Summary Progress
Narrative
Owner: _James Yerdon

After selecting <DRGR OLAP> (Figure 7-2), a new screen loads and the user can select from the following

options (Figure 7-4).
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Figure 7-4: Reports Selections
* T € ) DRGR OLAP
«
*
(T T} p
LL LS I
New Dashboard
]
N Create... (3
#~ Search
Shared Reports My Reports History List My Subscriptions
N Shared Reports

ES My Reports

History List
L= * *

My Subscriptions sen I .

Preferences
&y Preferences

MNew Dashboard MNew Report

7.1.3.1 Shared Reports
The “Shared Reports” folder contains the following two subfolders (Figure 7-5):

a. Public Reports: This folder contains Financial and Quarterly Disbursement Dashboards for
every grant in the DRGR System (not just the user’s grants), and is accessible to all DRGR
users. This is different than Standard Reports, which only display information for grants for
which the user has access. See Section 7.2 for further information on Public Reports.

b. Standard Reports: This folder contains reports that are unique to the type of user and the
user’s permissions/access (i.e. a Grantee user sees the Grantee user specific folder and its
reports, while a HUD User or TA Provider will have options to other reports). This is the most
common folder - reports that users wish to “Modify”, save to “My Reports”, save to the
“History List” or “Subscribe To” must first be accessed from “Standard Reports”. See Section
7.3 for additional information about Standard Reports.

Figure 7-5: Shared Reports Subfolders

Public Reports Standard Reports
Owner:  Administrator Owmer: Administrator
Modified: 11/25/14 4:21:08 PM Modified: 112614 5:53:05 PM

7.1.3.2 My Reports

The “My Reports” folder is specific to each user’s account. Users can customize and save their personal
reports in “My Reports.” See Section 7.4 to learn how to modify and save reports to this folder. Reports
saved to this folder will always run the most current data each time they are accessed.

7.1.3.3 History List
The “History List” folder is also specific to each user’s account. This folder serves two functions:

1. The folder archives reports the user has previously saved to the History List (see Section7.4.6.2).
Unlike “My Reports”, reports saved here will contain the historical data from the day the report
was run; and
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2. The folder archives all reports to which the user has subscribed (see Section7.4.6.3). The user
must select the frequency for which the data in these reports is pulled (e.g. every Monday).

7.1.3.4 My Subscriptions

The “My Subscriptions” folder (Figure 7-6) allows users to manage existing report subscriptions (see
Section 7.4.6.3 for more information on subscribing to reports).

Figure 7-6: History List Subscriptions in <My Subscriptions>

) My Subscriptions yel ?
History List Subscriptions ?
Subscription Name Report/ Document Owner Schedule |Recipient | Personalized Action Unsubscribe
i t01: ACTPLN - Gr; Fin Rept01: ACTPLN - Grant Co9410 A75 75th of C99410 _
&= by National Objective - Adtivity Level — Budgets by National Objective -  MATTHEW the Manth MATTHEW " [l
2/16/15 1:41:26 PM Activity Level DO = DO

7.1.4 Folder Views
Folders and Reports can be displayed in the “List View” (Figure 7-7) or the “Large Icon View” (Figure 7-8):

Figure 7-7: View categories — List View

Name Oowner Modified Description Actions
£ Public Reports Administrator 11/26{14 4:21:08 PM
[ Standard Reports Administrator 11/26{14 5:53:05 PM
Public Reports Standard Reports
Owner:  Administrator Owmner:  Administrabor
Medified: 11/25/14 4:21:08 PM Modified: 11/25/14 5:53:05 PM

Figure 7-8: View categories —Large Icon View

7.2  Public Reports

The “Public Reports” subfolder can be accessed from “Shared Reports”. This folder contains Financial
and Quarterly Disbursement Dashboards (Figure 7-9) for every grant in the DRGR System (not just the
user’s grants), and is accessible to all DRGR users. This is different than Standard Reports, which only
display information for grants for which the user has access.

e Financial Update Dashboard Reports provide tables detailing the amount of funds by grant,
project, or activity category that have been disbursed in DRGR. The bar charts below the tables
illustrate these disbursements and the amount of funds remaining by each of these groupings.
In effect, the bar charts help user see the relative amount of funding across these groupings and
how much progress has been made between each individual group.

e Quarterly Expenditure Analysis Reports display the disbursements across quarters using data
from the Quarterly Progress Reports (QPRs). This allows users to examine spending trends by
grants, projects, or activity categories across the life of the grants.
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Figure 7-9: Public Reports: Financial and Quarterly Disbursement Dashboards
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7.3 Standard Reports
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The “Standard Reports” subfolder can be accessed from “Shared Reports”. The “Standard Reports”
subfolder contains dozens of user reports pre-designed by HUD Super Users, and therefore is typically
the most common folder that a user will access. In addition, every report that a user wishes to “Modify”,

save to “My Reports”
Reports”.

| A €

Figure 7-10: Standard Reports

[+ ] )GrameeUserRepurr:.

, save to the “History List” or “Subscribe To” must first be accessed from “Standard
Figure 7-10 shows an example screen of available Standard Reports.

ol 2

New Dashboard

B == >
L seach
v [Ty Shared Reports
bl Pubiic Reports
¥[8 Sindard Reports
v [ Grantee User Reporrs
» [l NSP Clossout Reports
» [l HUD HQ User Reports
>l TARepons
» Y My Repons
» By Objecs
(&) History List
W= (8RO

€ DRGROLAP > Shared Reports >

NSP Closeout Repurts
Owmer: Ryan D, Flane
Modiieds 11/26/14 5:55:28 M

Admin Rept0la: GRANT- DRGR Grant Status and
CPD Contact

Owner: James ‘Yerdon
1

55:26 PM
= o =, including drawdown and obligation blocks. =
e mes G o sch grai. I info nesds to be updated, plesse

sand to DRGR_Help@hud

Admin Rept02b: ACTPLN- Activity Status with
Start and End Dates

Owner: James Yerdon
Modified: 11/26/14 5:55:26 PM
Performance datz in this report is agg
@re not mezningful in themselves, It
accomplishments were entered or not.

#ed measure types so the numbers
ly include as an indicator of whether

Admin Rept02c: ACTPLN- Activity Descriptions and
Locations

Owner: James Yerdon

Modified: 11/26/14 5:55:26 PM

Admin Rept03a: QPR - Report Status

Owmer: James Yerdon

Modified: 11/26/14 5:55:26 M

This report will ond status of QPRs that have been added by grant.
Granteas must add each QPR as they are due.

Standard Reports > Grantee User Reports

There are three types of Standard Reports:

ACTPLN- Activity Status with Start and End Dates
Owmer: H22372 Christine Brown)

Modified: 11/26/14 5:55:26 PM

FromadminZb

=

Admin Rept02a: ACTPLN- Action Plan Review

Status
Owner: James Yerdon
Modified: 11/26/14 5:55:26 PM

This repaort shows whether grant is blocked from drawdowns 2= well as the

date of the |ast DRGR AP approval and the current status of the DRGR AP.

Admin Rept02b - with Act Start and End dates and
ENV Status

Owner: James Yerdon

Modified:  11/26/14 5:55:26 PM

This is a fully prompead repart that can be used as a template for building
ather reports.

Admin Rept02d: ACTPLN - Community Need
Narratives - Grant Level

Owmer: ~ James Yerdon

Modified: 26/

This repart shows the narrative entered for each community needs section in
DRGR Action Plans for each grant

Admin Rept03b: QPR - Exec Summary Progress
Narrative

26/1
This report shows the overall progress narrative at the grant level by QPR

e Administration Reports: All Administration Reports begin with “Admin” and contain useful
information on: a) user account status, roles, and grant access; b) overall Grant, Action Plan, and

QPR status; and

c) monitoring and TA events.

e Financial Reports: All Financial Reports begin with “Fin” and contain useful information entered
by users into the Drawdown Module including: a) overall budgets, drawdowns, obligations,
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expenditures at the grant, project and activity level; b) program income accounts and receipts;
and c) program fund and program income vouchers.

Performance Reports: All Performance Reports begin with “Perf” and contain useful
information entered by users into the QPR Module including: a) cumulative accomplishments
such as housing units, FHEO data, and other performance measures (i.e. # of properties); b) area
vs. direct benefit information; and c) projected vs. actual accomplishment data.

Once a user identifies the report they would like to view from the list of “Standard Reports” (Figure
7-10), they have two options:

7.4

By clicking on the Report Title, the user will be navigated to the report to view and/or edit; or

Below the Report Title is a description of the report and three additional options to “Subscribe”
to the report (see Section7.4.6.3) or Export the Report in Excel or PDF format (see
Section7.4.5.1).

Modifying and Saving Standard Reports

As described in Section 7.3, the “Standard Reports” folder contains several pre-designed reports. By
clicking on the Report Title (Figure 7-10), the user is navigated to the selected report within
MicroStrategy to view and/or edit the report (Figure 7-11). The following section describes the various
ways a user can modify and save reports.

7.4.1

Standard Report Menus and Options

Once a user has selected a Standard Report, another set of menus and options becomes available
(Figure 7-11):

1.

There are five “tabs” at the top of the screen: Home, Tools, Data, Grid, and Format. Each “tab”
contains a drop down menu with different options based on the “tab” selected.

The icons below the “tabs” are unique to the “tab” selected. Each time the user selects a new
“tab”, the icons beneath the tab will change. The icons provide quick access to the same
functions contained in the dropdown menus described above.

The “Page-By Axis” allows users to control the type of information displayed in the report below.
Each report will be prepopulated with unique “Page-By Axis” selections. For example, if a user
has access to more than one grant, the “Page-By Axis” will identify that the report is showing
only information for one grant at a time. From the “Page-By Axis”, the user can select which
grant the user would like to view/edit. See Section 7.4.2.1 for more information on the “Page-By
Axis”.

The report column headings describe each column. In addition, MicroStrategy offers additional
functions to the user by clicking on the column headings (see Section 7.4.2).

The Report that is displayed is contingent on the options the user has selected in items 1-4
above.
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P

7.4.2

Figure 7-11: Example Standard Report (Fin Rept07b is shown)

# # € i ) Fin Rept01b: ACTPLN - DRGR Grant Activity Budgets by Project P ?
Home ¥ Tools = Oata = Gnd Format =
HdESabsfddmn A <L|2
Report Objects. 7 X | REPORT DETAILS 7T X
b Q@A
@ { = Active, Ready to Cose
r @
r @ -
@ 3 PAGE-BY: Seate: |Mississippi V| Grantes Name: [Mississippi ~] Program: [DR CDBG | Grant Number: [B-06-DG-28-0002 | ? X
kg App n: [KRW v
L
v Datarows: 24 | Dota columes: 2
@ -
10 oo National . : -
> (g Pro; 4 Pg"“ Project Title . Activity Number 2, Activity Title 2 Activity Type Objective Metrics Prvm‘gndw mmbuvdwﬂ
v @ 0004 PHP MS REG Vil - RUSHING FARMS RUSHING FARMS Construction of naw replacement bousing  LowMod ST 6442120
g W04 PbicHOu®S oy pup unoBLGATED e ——— Rehabisatoniesesstuchon of esdental \eriyieeg s12723.20 4820200
(0001 NHP REMAS 4ND REPAIR NHF REMAB AND REPAIR Resbisasonisconsiueton of SSOenial | oo S164.185,500.68 350,621 470 82
SO0k RUGIOGTVY - PNNNACLE AT iyl £ AT MARINER'S VILLAGE  Afflrdable Rental Housing LenwMad $144,105,500.88  $7,020,000.00
0001 LTWei RT18140LTWY - SOUTH WS . c Acquisiion of property for reglacement ;
ST R L SOUTH MS HOUSING & DEVCORP ({2355 LowMod $144,185,500.68  53,000000.00
. - AP - MISSISSIPPI GOTTAGE Rehabiisaton reconstruction of residental
0001 HHP R1IGITOLTWNHP L - EMa  BHE - MESSLSSIER COTIAC ety Lowhod 14418550088 5211132010
" - NHP - MISSISSIPP COTTAGE Rehabiltaton/reconstruction of residential .
. - (0001 NHP R11B1TOLTWHHP LN - MEMA 5 M B SIPR COTIAL ey Urgant Need $184,105,50068  $127808.00
[Programs P e 10196 TWMS CHILDRENS b5 CHILDREN'S HOME SOCIETY  Constnuction of new housing Lowhod S144.165.500.66  53.380000.00
SOUSIS SEAtHORE Gare Stituoneomes Affordsble Rartal Housing Lowhiod $164,185,500.68  $21.500,000.00
1L "Arﬁ-“ : w &MV‘EZC?P?\FEGN'EV SLE'E':‘CQ Afiorsabie Rental Housing Lonwhisd $164,185,560.88  $10,571,018.35
13 itam{s) found 10001 NHP PROGRAM DELIVERY COST ~ NHP PROGRAM DELVERY COST  [enaoisasoniieconstuction of resicamial | yoery peed $144,105,500.60 545,804,141 52
[ 0001 LTWH PLANNED ACTIVITIES LTWH PLANNED ACTVITIES Flehabiaton/ieconstiucion of esidental | pwihod $144,105,580 89 £0.00
Report Obj =
. —— 0002 Mousingfor Renters RS2 SEAR SRAP Afiorcable Rental Housing LowMod 5205.790,01200 $138.545 354 50
L Notws ) 0002 SRAP ADMIN SRAP ADMIN Administration NA S205.TR.0200  ITIMEITH
= 0021 GCRIP R1510013 - - - , Censtrucbon/reconatrucion of wates sewer
Relatad Reports NERASTRUCTURE LOWMOD INFRASTRUGTURE LOWMOD Enes or systems Lawhlod 555,000,000.09 000
4~ DRGROLAP > Shared Reports > Standard Reports > Grantee User Reports > Fin Rept01b: ACTPLN - DRGR Grant Activity Budgets by Project X

Moving and Sorting Columns

7.4.2.1 Procedure: Cataloging Data at the Report Level (Page-by Axis)

If the report shows information in the “Page By Axis” section at the top of the report, this limits the data
to the selected record. This function allows users to create and export reports with a smaller, select
group of data, rather than all the data available in DRGR. Users can add any column heading to the
“Page By Axis” and even move these groups to the left or the right of each other (Figure 7-12).

This action can be accomplished in two ways:

1.

The first option is completed by placing the cursor over the column header and using the left

mouse button to drag and drop the column to the “Page By Axis” in the report.

The second options involves using the right mouse button over the column. Place the cursor

over the column header and use the right mouse button to open the menu to select <Move>

and then <To Page By Axis> (Figure 7-13).

Figure 7-12: “Page By” Feature of Standard Reports

3k

Ly B

4] ) Perf Rept01: CUM - Projected vs Cum Totals for Performance Measure Sorted by Activity Number

Home

* Tools ¥ Data = Grid

@M@ D:W ODOO BH7= 0 73

Format =

PAGE-BY: | Grantee: |.¢vdams County, CO

]

Grant Number: [B-08-UN-08-0001 W

Program: |NSP v| Appropriation:
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Figure 7-13: “Move” and “To Page by Axis” features

* n f\" hj )PerfReptDl:CUH-ijectedvsCunTotalsforPerfmmceHeamreSortedbyActiuityNumber

Home ~ Tools ¥ Data ¥ Grid Format =
3 il . = A
H &~ Mul 8 D:v DO D A= 0 23 &F
PAGE-BY: Grantee:lA,damsCounty, Co v| Grant \lumber: Prc:gram: F\pprcpriaticr:

Measure Cate

Activity Number .~ Activity Title .=~ P Responsible Organization ~~ Measure Type /™~
Drill »

NSPOS.01 Homebuyer Aszs ance to low- and moderate-income Adams County Community Development# of Houssholds
ot » # Owner Households
5

# of Households
# of Housing Units

MNSP0S.02 Acquisition & Re Insert Metric » Adams County Community Development# of Singlefamily Units
# Owner Households
Move » I To Page-by Axis # of Hougeholds
NSPO5.03 Acquisition & R ) Adams County Community Development# of Housing Units
Filter On... To Columns # Owner Households
MNSPD3.04 Land Banking . Adams County Community Development# of Housing Units
MNSPD3.05 Demalition Keep on grid Left Adams County Community Development# of Housing Units
NSPO5.06 Redevelopment Adams County Community Development# of Housing Units
X Remove from Grid .
Right
Advanced formatting...
Rename/Edit...
Attribute Forms »

Derived Elements...

In Figure 7-13, the report is currently showing information for all Adams County, Colorado Activities.
Regardless of what method is selected, once the “Activity Title” column is moved to the “Page-by Axis”,
the report is filtered to only show one Activity at a time (Figure 7-14). Now, the user can select which
Activity Title they would like to view from the new dropdown menu (Figure 7-15).

Figure 7-14: Report with “Activity Title” column moved to become a “Page-By” drop-down menu

* 2 1 f v |+ | ) Perf Rept01: CUM - Projected vs Cum Totals for Performance Measure Sorted by Activity Number

Home ¥ Tools ™ Datzs ™ Grid Format =
> " DBdEolhfsdl DA

REPORT DETAILS

Report Filter:
({Grant Status} = Active) And ([{Activity Measure Projected Quantity at Activity Number, Measure Type, Measure Category Level} = 0) Or ({QPR Measure Actual Quantity} = 0)

PAGE-BY: | Grantee: [Adams County, CO W] Grant Number: | B-08-UN-0B-0001 | Program: [NSP | Appropriation: [NSPL || Activity Title: [Acquisition & Resale ~
. - . . . [ Category A Low Mod Total
0
Activity Number -~ Activity Type .~. Responsible Type.~ Metrics Projected =7 Actual =7 Projected = Actual <> Projected = Actual
# of Households 0 18 14
. N # of Housing Units o 0 o 0 15 14
NSP08.02 WAcquisition - general Adams County Community Dewebpment* of Singlefamily Units o a a i 15 14
# Owner Households a 0 B g 18 14
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Figure 7-15: “Page-By” drop-down menu
# n < E‘ ) Perf Rept01: CUM - Projected vs Cum Totals for Performance Measure Sorted by Activity Number

Home * Tgols ~ Data ~ Grid Format =
H = D b fd DB A
REPORT DETAILS

Report Filter:
({Grant Status} = Active) And ([{Activity Measure Projected Quantity at Activity Number, Measure Type, Measure Category Level} > 0) Or ({QPR Measure Actual Quantity} = 0))

PAGE-BY: | Grantea: [Adams County, CO ™| Grant Number: [B-D8-UN-08-0001 V| Program: [MSP M| Appropriation: Activity Title:
Acquisition & Resale 25% AMI
Demelition
Homebuyer Assistance
d Banki
Activity Number ~, Activity Type »  Responsible Organization Measure Type ., Mea5Ure uta?ﬁ’;ﬁﬁujemdlgﬁclmlv Mem‘;‘iﬁcm' = F.miemdnvhﬂ' '.i‘:ﬁwian;'eﬁgnt
# of Households a 0 (] g 15 14
NSPOS.02 Acquisition - general Adams County Community Deuelapmentizg;ﬁ;""g"‘;:"w"fms g g g E 12 ::
# Owner Households 9 0 & 2 15 14
The “Page-By” feature can be turned on and off using the Tools menu (Figure 7-16):
Figure 7-16: Tools drop-down menu (“Page-by Axis” selected)
# f & "t | ) Perf Rept01: CUM - Projected vs Cum Totals for Performance Measure Sorted by Activity Number
Home = Tools ¥ Data ~ Grid Format ~
New... M B - 0 @d ?.l =
Create Dashboard
REPORT DI
Report Filtel Report Objects
({Grant Stai Notes cted Quantity at Activity Number, Measure Type, Measure Category Level} = 0) Or ({QPR Measure Actual Quanti
tes
Related Reports
PAGE-BY: s | Grant Number: | g-08-UN-08-0001 | Program: | NSF W | Appropriation: | NSF
v Page-by Axis
View Filter
Activity Nu v Report Details vity Type Responsible Organization Measure Type »~
MNSP05.01 ieownership Assistance to low- and moderate-income &dams County Community Development# of Households

# Owner Househt

PFivat Buttons # of Households

] v Sort Buttons L _ # of Housing Unit
NSP05.02 gisition - general Adams County Community Development# of Singlefamily |
+ Report Bar # Owner Househe

# of Households
NSP05.03 Report Options... uisition - general Adams County Community Development# of Housing Unit
# Owner Househt
NSP03.04 Report Details Page | Banking - Acquigition (NSP Only) Adams County Community Development# of Housing Unit
MNSP05.05 rance and Demolition Adams County Community Development# of Housing Unit
MNSP05.06 ztruction of new housing Adams County Community Development# of Housing Unit

Custom Visualizations. ..

7.4.2.2 Procedure: Changing Column Order

Any data including text or dates (called ‘Attributes’) displays on the left side of the report while any data
that is numeric (called ‘Metrics’) displays on the right. When the report displays, the data in the left
columns 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 group the data to the right.

Users can change the sort order using a couple of methods. The first method would be to place the
mouse cursor over the column header (shown in grey in Figure 7-17) and using the left mouse button to
drag the column to the left or right within the report. The other method is to put the cursor over the
column header, but to use the right mouse button. This displays a drop down that includes the “Move”
option; users can select left or right option. Attribute data cannot be moved to the right of metric data
and vice versa (Figure 7-17).
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Figure 7-17: “Move” column order

Mazcnra Matannms Low M
P ol » rojected <= Actual <= Projected <

#ofH = o 3

# Owr 0 3

#ofH Sort ’ 3 0

#ofH o 0

Eofs Insert Metric » 0 0

4 Cwr - i

: DI : Move 4 To Page-by Axis

#0o

# Cwir Filter On... I To Columns

#ofH

#ofH Keep on grid Left

#ofH _

X Remove from Grid
Advanced formatting...
Rename/Edit...

Attribute Forms b

Derived Elements...

7.4.2.3 Procedure: Changing the Row Sort Order
Users can also sort using two different methods:

1. If a user only wants to change the order of one column, use the right mouse button over the
column header to access a menu of options. Select <Sort> and then one of the options
(“Ascending, “Descending” or “Custom”) to alter the sorting order for that column (Figure 7-18).

Figure 7-18: Sorting one Column

ProjectID project Title stivity Title 2
A N orill O
Q004 PHE M5 | ISHING FARMS
0004 Public Housing 0004 PHP UINC Sart » Ascending
0001 NHP REE Insert Metric 3 Descending
0001 LTWH R1 i
MARINER Mova » Custom... VILLAGE
% Filter On... JUTH M HUUSING & UEV CORP
4P - MISSISSIPPI COTTAGE PLACEMENT
—_ Keep on grid ELEVATION
4P - MISSISSIPPI COTTAGE PLACEMENT
D00 NP R11 Remove from Grid ELEVATION
0001 Homeowner F'rn:!gramsmn‘I L "1
HOME : Advanced formatting... 3 CHILDREN'S HOME SOCIETY
0001 LTWH R1 LOX HOUSING AUTHORITY - SEASHORE
SEASHORE Qv Rename/Edit... HKE
0001 LTWH R1 WMEY BRIDGE SEMIOR DEVELOPMENT,
SR DEV Attribute Forms » C
0001 NHF PRC 1P PROGRAM DELIVERY COST
Derived Elements...
00 L, L ——— - WH PLANMED ACTIVITIES

If a user would like to specify the sort order based on more columns, there are other options using the
“Data” tab (located below the report title) and selection of <Sort>. Users choose a column name (Figure
7-19) to specify the sort order for up to three columns.
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Figure 7-19: Sorting multiple Columns
Home * Tools ~ Data v Grid Format =
M 8 =840 =5 @ BA&&Q Xz [F[] =
REPORT DETAILS

Report Filter:
{Grant Status} = Active, Ready to Close

PAGE-BY: | Grantes State: | Mississippi \ SORT ? | X pooz v| Appropri
Row | |Column
ProjectiD ppooct 17 . inal ]
A e e T 1. Sort by | Ascending () Descending ctive s, Metrie:
0004 PHF MS REG Vil - 2. Theny = od
) . Then by: scending () Descending
(oo Public Housing 0004 PHP UNCBLIGATE at Heed
3. Then by: | | ® Ascending () Descending
0001 NHF REHAS AND | od
0001 LTWH R118100LTY -
MARINER e
0001 LTWH B116140LTY -
HOUSING & DEV CORF Apply ok Cancel
0001 NHP R118176LTW Mod
0001 NHP R118178LTWHHE UN - MEMA NHF - MISSISSIFFI CUT TAGE FLACEMEN | |Kehabiliiabon/reconstruction of residential Urgent Need
[ooo Homeowner Programs ;51 L TWH R116108LTW MS CHILDREN'S & BB shes
PN TWHB1IC1S0LTWMS CHILDREN'S 45 GHILOREN'S HOME SOCIETY Construction of new housing Lowidod
0001 LTWH R118184SLTW BILOXI HOUSING | BILOX HOUSING AUTHORITY - SEASHORE .
BEASHONE Do ke Affordsble Rental Housing LowiMod
9001 LTWH R110D1955LTW LAWEY BRIOGE |LAMEY BRIDGE SENIOR DEVELOPMENT. s uotic Rontal Housing Lowiidod
0001 NHP PROGRAM DELIVERY COST NHF PROGRAM DELIVERY COST zi";i'r'::“” nireconstruction of residentis| Urgent Meed
Rehabilitation/reconstruction of residential

10001 LTWH PLANNED ACTIVITIES LTWH FLANNED ACTIVITIES LowiMod
structures

Note: When the column name options show (ID) or (DESC), choose (DESC). “DESC” specifies the order
based on the text displayed. “ID” is an internal numeric index assigned by DRGR that is not useful for
sorting.

7.4.2.4 Procedure: Inverting Rows and Columns
Users can also invert rows and columns to assist in their data analyses:

1. To move Rows to Columns: Right click on the column header and click <Move> and then <To
Columns>

2. To move Columns or Rows: Click and drag a column header — a yellow vertical line will appear
indicating placement of the column

The example in Figure 7-20 shows Fin Rept01b. The report defaults to a list of Project and Activity
budget information.

Figure 7-20: Default Fin Rept01b before Column Inverted

Home = Tools = Data v Grid Format

MWl B - 4 N w0 @ A, ab @ = ==
Project 1D project T i i i pt jcs Project Bu Activity Budget
o Project Title .~ Activity Number .~ Activity Title .~ Activity Type 2~ Objective~,  Metrics ProjectE dget % udge
0004 PHP MS REG Vill - RUSHING FARMS | RUSHING FARNS Consiruction of new replacement housing |LowsMod 5142,72320 594,421 20
fpoo4 Public Housing 0004 PHP UNDBLIGATED PHP UNOBLIGATED Renapilta of Urgent Need 14272320 245,302.00
0001 NHP REHAB AND REPAIR NHP REHAB AND REPAIR Henabitat ion of Lowiod §144,185,566.88  $50,821,476.82
o HERHRIEI09LTW - PINNNACLE AT st £ AT MARINER'S VILLAGE  Affordable Rental Hausing LowiMod $144,18556688  57,020,000.00
0001 LTWH R116140LTW - SOUTH MS Acquisition of property for replacement
HOUSING & Lo CoRE SOUTHMS HOUSING &DEVCORP ot Lowiod 5144,185,566.88  §3,000,000.00
NHP - MISSISSIPPI COTTAGE Rehabil of
0001 NHP RI1G17ELTWNHE L -MEMA | LHF - TISBISSER SO At ot LowiMod §144,185,56688  52,111,326.19
INHP - MISSISSIPPI COTTAGE Rehabilati of
o0t Homsosmer 0001 NHP RI16176LTWHHP UN -MEMA [ - WSS SIEPLCOT T o Urgent Need 5§144,18556688  §127,606.00
Programs SO T RUTGI9ELTW MS CHILDRENS s HILDREIN'S HOME SOCIETY Construction of new housing Lowiod 5144,185,566.88  53,350,000.00
0001 LTWH R116194SLTW BILOXI BILOX HOUSING AUTHORITY - §
O SN e AIORE OAke oA HOrE DARS Affordable Rental Housing Lowiod 5144,185,566.88  $21,500,000.00
0001 LTWH R11BD1955LTW LAMEY LAMEY BRIDGE SENIOR §
RS DEVEL OPMENT. LG Affordable Rental Housing LowMod 5144,18556688  $10,571,016.35
0001 NHP PROGRAM DELIVERY COST NP PROGRAM DELIVERY COST Henabiila Urgent Need $144,185,566 88 $45,684,141.52
0001 LTWH PLANNED ACTIVITIES LTWH PLANNED AGTIVITIES e LowMod 514,185,566 83 50,00
0002 Housing for Renters Q002 SEAR SRAP Affordable Rental Housing Lowittod $205,790,012.00 $188,545,354.50
9 0002 SRAP ADNIN SRAP ADMIN Administration A 5205,790,01200  $17,244,657.50
0021 GCRIP R1510013 - INFRASTRUCTURE Constructi uction of
LoD INFRASTRUCTURE LOWMMOD fncs o1 sysferms Lowiod $55,000,000.00 50.00
0021 GCRIP R1510013 - HANCOCK S3  HANCOCK S3 Conatr uction of LowiMod 355,000,00000  $6,202,220.68
lines or systems
0021 GCRIP R1510013 - HANCOCK S4  HANCOCK S4 (Constr uetian of Lowiod 355,000,00000  $15,806,674.27

lines or systems
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If a user left-clicks and drags the “National Objective” Column and places it before the first column of
the report, the report will group the Project and Activity information by National Objective (Figure 7-21).
Now the user can easily identify Project and Activity financial information by National Objective.

Figure 7-21: Fin Rept01b after “National Objective” Column Inverted

Home = Tools = Data v Grid Format ~

B o740 38 0 Aa@ s [F] =
National i _ o - - N " i
ject ID Project Budget ~ Activity Bu
iy r’g Project Title & Activity Number Activity Title 2 Activity Type 2 MetricsProject Budg ity Budget
0004 Public Hausing 0004 PHP MS REG VIl - RUSHING FARMS  RUSHING FARMS Construction of new replacement housing $142,723.20 59442120
0001 NHP REHAB AND REPAIR NHP REHAB AND REPAIR ;mmm uction of $144,185,566.88  550,821,476.82
o EH RUTG109LTW - PINNNACLEAT  piaGLE AT MARINER'S VILLAGE affardable Rental Housing 5$144,185,566.85  57,020,000.00
0001 LTWH R116140LTW - SOUTH MS . )
HOUSING & DEVCORP SOUTH MS HOUSING & DEV CORP Acquisition of property for replacement housing | $144,185,566.88 $3,000,000.00
NFP - MISSISSIPPI COTTAGE Rehabiliati uction of
o 0001 NHP R116176LTWINHP LM - MEMA B ACENENT £ £ EvaTion o $144,185,566.85  52,11132619
Programs Elm"g R1T6196LTW MS CHILDREN'S |y4e. oy pREN'S HOME SOCIETY Construction of new housing $144185,566.58  53,350,000.00
0001 LTWH R1161945LTW BILOXI HOUSING _ BILOX HOUSING AUTHORITY -
S L RLis oG 2 \Affordable Rental Housing $144,185,566.85  521,500,000.00
g[S]BéLWH R116D195SLTW LAMEY BRIDGE LLLAMEY BRIDGE SENIOR DEVELOPMENT, Affordable Rental Housing §144,185,566.88  $10,571,016.35
0001 LTWH PLANNED ACTIVITIES LTWH PLANNED ACTIVITIES [ehabisati uction of §144,185,565.88 50.00
LowMod 0002 Housing for Renters 0002 SRAP SRAP Affordable Rental Housing $205750,012.00_$188,545,354 50
0021 GCRIP R1510013 - INFRASTRUGTURE (o of
b2t Som INFRASTRUCTURE LOWIMOD e s 555,000,000.00 5000
0021 GCRIP R1510013 - HANCOCK 53 HANCOCK 53 Canstm s of 555,000,000.00 56,202,220 65
0021 GCRIP R1510013 - HANCOCK 54 HANCOCK 54 o erree of $55,000,000.00  $15,306,674.27
021 -State 0021 GCRIP R1510013 - HANGOGK W8 HANCOGHK W8 Constm o of 555,000,000.00  56,664,102.38
0021 GCRIP R1510013 - HANCOCK W3 HANCOCK W3 s o onres of $55,000,000.00  §4,135,235.07
c of
0021 GCRIP R1510013 - HANGOCK W4 HANCOCK W4 it §55000,00000 58,445 585 06
0021 GCRIP R1510013 - STONE 58 STONE 58 [Constmiction/re: o 555,000,000.00  $11,745,182.54

7.4.3 Undoing Changes

Users can “undo” and “redo” and changes they made using the toolbar at the top of MicroStrategy

(Figure 7-22):

Home ™ Tools = Data ¥ Grid

Figure 7-22: Undo or Redo Tool

Format =

H o~ 1 | % iz ‘}l’ I..

o0 &

i3 A& ab @

7.4.4 Accessing Other Report Format Options

7.4.4.1 Procedure: Presentation Format

sz ¥ =

Users can modify the look and presentation of reports by clicking the <Grid> tab and using the drop-
down menu of presentation formatting options (Figure 7-23).
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Figure 7-23: Presentation Format drop-down menu

Home ™ Tools ™ Data © Grid Format =

B = M ll 55 |BusinessGreen| »| 5] @3

-08-UN-08-0001 v\ Proqram:‘NSP v\ Appropriation: ? X

PAGE-BY: | Grantee: | Adams Col _":,",,w "_:

Datarows: 12 | Data columns: 6
" Measure
Activity Measure Cat?nrv
Number a Type a =
v Projected
¥ Ship AUAmMS Lounty # of Households 0 3 4 1 4 4
NSPODS8.01 Hnr!nehuyer Assistance to low- and Community
Assistance d i D # Owner Households 0 3 4 1 4 4
# of Households 9 1] 6 9 15 14
Acquisition & Adams County # of Housing Units 0 ] 0 0 15 14
NSP08.02 Acquisition - general Community # of Singlefamily
Resale Development Units 0 0 0 0 15 14
# Owner Households 9 0 6 9 15 14
# of Households 9 9 (1] i) 9 9
Acquisition & PR Adams Ct_)untv . -
NSPO0S8.02 R Acquisition - general Community # of Housing Units 0 1] (1] 1] g 9
esale 25% AMI
Development # Owner Households. 9 9 0 0 9 9
n Adams County
. Land Banking - . . .
NSPDS8.04 Land Banking Acquisition (NSP Only) S:?el:'l:mtv # of Housing Units ] 0 0 0 2 0
pment
__ _ Adams Countv
7.4.4.2 Procedure: Outline Function
“ . ” H H .
Users can also choose the “Outline” icon to collapse/expand data level displays (Figure 7-24):
Figure 7-24: The “Outline” icon
Home ™ Tools ™ Data ™ Grid Format ~
B~ @ s ]SfE]E B o=
PAGE-BY: | Grantee: |Adams County, CO v| Grant Number: |E—UE—UN-DB-0001 Vl Program: ‘ NSP V‘ Appropriation: 7?7 X

mlz“z"zl Data rows: 12 | Data columns: 6

Measure
Number i Title a TYpEe & Organization a TVDPE a Projected Projected | Actual | Projected
| Metrics | Proiceted | Actual [ Projected | Actual | Projected | Actual

EINSP0O8.01
EHomebuyer Assistance
ElHomeownership Assistance to low- and moderate-income
ElAdams County Community Development
# of Households 0 B 4 1 4 4
# Owner Households ] i 4 1 4 4
EINSP03.02
[ Acquisition & Resale
ElAcquisition - general
ElAdams County Community Development
# of Households 9 0 6 9 15 14

7.4.4.3 Procedure: Display Graphs

Users can display report data as graphs using the “Graph” icon (Figure 7-25) or by selecting the <Home>
tab and then <Graph> (Figure 7-26). Users can also select the <Grid and Graph> option via the icon or
“Home” tab to display both the graph and report data simultaneously.

Figure 7-25: “Graph” and “Graph and Grid” Icons

Home ¥ Tools ™ Data ™ Grid Format ™

B> DdGleoersadimn A
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Figure 7-26: <Home> drop-down menu with “Graph” Selected

Home ¥ Tools ™ Data ™ Graph Format ~

& save @ié@ﬁ:ﬂ

Save As...

Undo Ctrl+Z

Grid
I « Graph
Grid and Graph

Add to History List

Create Personal View

Share ... | i N

Subscribe to »

Export »

Print... [08.01 NSPOB .02 NSPOB 02 NSPOB.03 NSPOB 03

Assistance Acquisition & Resale Acquisition & Resale Acquisition & Resale Acquisition & Resale

wrership Acrulsitlon - gereral  Acruisitlon - general 6 AM1 s AM]

Full Screen Mode o low- ad  Adams County Adams County Acquisition - general  Acguisitlon - general
o corrrmu oy Adare Coun Adarme Coun

NSPOB.05
Demolition
Clearance and
Demolition
Adame County

Cormmunity De. .

Low
Projected
Low
Acual
Mod
Projected
Mod
Actual
Total
Projected
Total
Actual

Once the graph is displayed, another row of graphing options displays (Figure 7-27). Users should
consider that some reports include a significant amount of data and that as the number of columns and
rows of data increase, graphs become more complex and may not be able to display all data labels.

Figure 7-27: Graphing tools and options

Home ™ Tools ™ Data ™ Graph Format ™

E W aee % ||| \ferticalhar|;|| Clustered |;| &l = Categories:

50

Series:

7.4.5 Exporting Reports

Reports can be exported in PDF and Excel formats. Reports can be exported from two different locations

within DRGR:

1. Unmodified reports can be exported from the main report list (Shared Reports > Standard

Reports), see Figure 7-28; or

2. Modified or unmodified reports can be exported from the view/edit report screen (once a

report is selected) using the “Export” icons, see Figure 7-29.

Figure 7-28: Export a Report from the Main Report List

‘*" ft € [+] ) Grantee User Reports p
“ All TA Awards Final Performance Report - corrected
E— ‘Owner: H22372 (H22372 Christine Brown) ———— Owner: James Yerdon
e —— Modified: 11/26/14 5:55:26 PM Modified: 11/26/14 5:55:26 PM
* Derived from Admin 25
L LS
3 | || ) .
. . Fin Rept01b: ACTPLN - DRGR Grant Activity
Fin Rept01: ACTPLN - Grant Budgets by National Budgets by Project
New Dashboard ==—  Objective - Activity Level ———| Owner lames Yerdon
=== Owner: James Yerdon === Modified: 11/26/14 5:55:26 PM
Modified: 11/26/14 5:55:26 PM This report shows activities and their budgets by project. NOTE: Since this is
This report can be used to create a master list of activities for each grant. an activity level report, project budgets will repeat on each activity row within
the project.
g h . .
(2 e . i Fin Rept02a: DRAWS- Voucher Status by Line
N rored Fin Rept01c: DRAWS- Budget and Disbursements Item and QPR Begin Date- Grant Funds
B stared Reports ____ by National Objective - Grant Level | ownen lamesYerdon
Owmer: James Yerdon Modified: 11/26/14 5:55:26 PM
[ ﬁ My Reports — Modified: 11/26/14 5:55:26 PM B N — This report shows the status, approval dates, and LOCCS submit date for
This is @ summary report at the grant level. It will enly show ameunts each voucher line item using GRANT FUNDS by project, activity, and
> B3y Objecs budgeted and disbursed from activities entered into DRGR. i ization. The repert now includes  dropdovm for QPR

BEGIN DATE and GRANT PROGRAM.
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Figure 7-29: Export a Report from the View/Edit Report Screen

Home ¥ Tools ™

H =~

Data ™ Grid

TS onésnlmaa

7.4.5.1 Procedure: Export Report to Excel

Format ™

If a user selects to export a report to MS Excel, the system prompts the user to select from a menu of
exporting options (Figure 7-30). Once the user has made their selections, depending on their internet
browser, the user may be prompted to open or save the file.

Figure 7-30: Excel Report Options

3 (-

Admin Rept04f: USERS - DRGR Authorized Users Access by Grant

Export Options Windows Internet Explorer

What do you want to do with Fin Rept07b_ CUM -
Cumulative Data - Activity Level by Resp Org_ Act Type

Export: | Whale report W

Excel with plain text

(O csv file format

Excel with formatting

O HTML

Export Header and Footer: | Edit Custom Settings...
Excel options:

[[] Export metric values as text

[[] Export headers as text

Excel with formatting options:

and Nat Objxls?

Size: 4,01 KB
Type: Microsoft Excel 2003
From: drgr.hud.gov

2 Open

Place each page on a separate sheet The file won't be saved automatically.

(O Plain text Delimiter:

| Embed all images

[[] Export Report Tite = Save
Export Page-By Information

[ Export filker details < Save as

Remove extra column: |Automatic v

[[] Expand all page-by fields

Cancel

[[] Do not prompt me again.

Export

If a user selects the <Excel with formatting> exporting option, the Excel report will look similar to the
report displayed in MicroStrategy (Figure 7-31). If a user selects the <Excel with plain text> exporting
option, the report will export with unformatted data, thereby allowing the user to more easily edit and
format the data in MS Excel (Figure 7-32).

Figure 7-31: Export to Excel with Formatting Report

"9~ |= Fin Rept07b_ CUM - Cumulative Data - Activity Level by Resp Org_ Act Type and Nat Obj (3) - Microsoft Excel \_ =1 et S
m Home | Inset  Pagelayout  Formulas  Data  Review  View  Nuance PDF c@oc @ B
=M cut . | = Erwantedl ) H | B o EEER E AutoSum -
Arial S A= B =} Wrap Text General - =l 7 [ . m
02 3 copy - L B g i G- 7
Paste B 7 U- - - A- ElMerge uCenter~ | § = % o | %@ M Condiional Format Cell | Insert Delete Format Sort& Find &
+ < Format Painter = = - i merg o B =0 e rmatting a5 Table ™ Styles - - 2 Clear~  Fiter~ Select~
Clipboard Font u Alignment Number u Styles Cells Editing
G30 - k3 v
A B & D E F G H d K ;
1 Pageby: | =l
2 Grantee Name: Adams County, CO
3 state: Colorado
4 Program: NSP
5 Appropriation: NSP1
6 Grant Number: B-03-UN-08-0001
3
Activity : h : Total Budget (PF | Total Obligation | GrantFund | QPR Activity Program | Program Income | Total Expended
8 Number Activity Title Activity Type Hational Objective | Responaible Org &) (PF & P1) Disbursed (PF) | Income Received Disbursed (PF 8 PI)
NSPOS-D7A  ACCD Administration | Administration A Adams County £275,000.00 $275,000.00 §77,895.08 $234 800 73 $109,820.15 518561831
Communty Development
NSP0B.01 Homebuyer Assistance | OTe0Wnership Assistance tolow-and |y oo 50 ) gy Adams County $40,000.00 $40,000.00 540,000.00 $0.00 $0.00 $40,000.00
10 moderate-income Community Development
NSPB.0Z Acquistion & Ressle | Acquistion - general NSP Only - LWMI Adams County S4,156765.00  54,156,765.00 $2,424,588.35 $1,679,039.35 $133922670  $3,763815.05
1 Community Development
Acquisition & Resale . NSP Only - LH - 25% Setd Adams County . .
12 NSPOB02 s Acquisiion - general e Commanty Daveiapment $1,878,000.00  §1,578,000.00 $854,476.75 $798,094.8¢ SOO3.08621  §184546296
Adams C
13 NsPos0s Land Banking Land Banking - Acquisition (NSP Only} | NSP Only - LMMI Cwanrr'r“imt';”;gmumm 50.00 $0.00 $0.00 $0.00 $0.00 50.00
NSPOB.0S Demoition Clearance and Demoitian NSP Only - LI Adams County s0.00 S0.00 $0.00 $0.00 S0.00 s0.00
14 Community Development
HSP03.08 Redevelopment Construction of new housing NSP Only - LH - 25% Set\Adams County S146,027.00  5146,027.00 $146,027.00 $0.00 50.00 5145,027.00
15 Aside Community Development
dams County
NSPOB.07 ACHA Administraion | Administration A - $510,000.00 $510,000.00 $266,763.34 $0.00 $148,475.00 5415238.43
16 Communty Development
17 Total $7,005,792.00  $7,005,792.00 $3,809,750.52 $2,911,734.92 $2,591,368.15  $6,399,161.75
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Figure 7-32: Export to Excel without Formatting Report

= I+ Fin Rept075_ CUM - Cumulative Data - Activity Level by Resp Org_ Act Type and Nat Obj (2) = Microsoft Excel Eatoa
Home | Insert  Pagelayout  Formulas  Data  Review  View  Nuance PDF a@ o @ R

== ¥ at . Ta o = =[O . = . :F ¥ i = D ;‘ 3 AutoSum - B‘? E‘a

o com - Calibri 11 A A = iv/- S Wrap Text General £ 'fE’j B < & e A - -
P Fromatpame B L LT E [ B A S FE Euegeacemr 8 %o | e i Tae sttt | n e | @k it sedr
Clipboard Font lignment Number Styles Cells Editing
Ha2 - & o

[ 4] A B c D E F G H 1 J i

1 Pageby: M

2 Grantee Name: Adams County, CO

3 state: Colorado

4 Program: NSP

5 Appropriation: NSP1

6 Grant Number: B-08-UN-08-0001

7

8

9 Activity Numb Activity Title Activity Type National Objective Responsible Org Total Budget (PF & Total Obligation Grant Fund Disk QPR Activity Pra Program Income C T

10 NSPOS-07A  ACCD Administration Administration N/A Adams County Commul $275,000.00 $275,000.00 $77,895.08 $234,600.73 $109,680.15

11 NSP0S.01 Homebuyer Assistance Homeownership Assistance to lc NSP Only - LMMI Adams County Commui $40,000.00 $40,000.00 $40,000.00 $0.00 $0.00

12 NSP08.02 Acquisition & Resale Acquisition - general NSP Only - LMMI Adams County Commul  $4,156,765.00  $4,156,765.00 $2,424,588.35  $1,879,039.35 $1,339,226.70  |_

13 NSP08.03 Acquisition & Resale 25% A Acguisition - general NSP Only - LH - 25% Set-A: Adams County Commul $1,878,000.00 $1,878,000.00 $854,476.75 $798,094.84 $993,986.21 1

14 NSP08.04 Land Banking Land Banking - Acquisition (NSP NSP Only - LMMI Adams County Commui $0.00 $0.00 $0.00 $0.00 $0.00

15 NSP0S.05 Demolition Clearance and Demalition NSP Only - LMMI Adams County Commui $0.00 $0.00 $0.00 $0.00 $0.00

16 NSP0S.06 Redevelopment Construction of new housing NSP Only - LH - 25% Set-Ac Adams County Commui $146,027.00 $146,027.00 $146,027.00 $0.00 $0.00

17 NSP08.07 ACHA Administration Administration N/A Adams County Commui $510,000.00 $510,000.00 $266,763.34 $0.00 $148,475.09

18 Total $7,005,792.00  $7,005,792.00 $3,809,750.52  $2,911,734.92 $2,591,368.15

7.4.5.2 Procedure: Export Report to PDF

If a user selects to export a report to PDF, the system prompts the user to select from a menu of
exporting options relating to basic presentation of the PDF document (Figure 7-33). However, unlike the
Excel exporting options, the user cannot modify the look and feel of the report or re-sort the order of
the information included in the report. Therefore, the user must design the report in MicroStrategy
before exporting to PDF.

Figure 7-33: PDF Report Options

Fin Rept01b: ACTPLN - DRGR Grant Activity Budgets by Project

Export: | Whole report v Page Header and Footer: | Edit Custom Setfings...
Scaling: Report Header: | Edit Custom Settings...

@ Adjust fontto [100__ P of original size

QO Atto: page(s) wide by tall [ Print cover page

(® With Filter Details

Orientation: —~
@) Portrait () with Report Details
O Landscape (=] Cover page location:

(® Before report

[] Expand all page-by fields O After report

Show advanced options

[] Do not prompt me again.
Export

7.4.6 Saving and Subscribing to Reports
7.4.6.1 Procedure: Saving Modified Versions of Reports

The “Save” report feature allows users to customize and save the format of reports for use in the future.
Any changes made to a report format (see Section Modifying and Saving Standard Reports7.4) can be
saved and accessed in the “My Reports” folder. From the “My Reports” folder, the user can run their
user-formatted report with current data as opposed to selecting the default report found in “Standard
Reports”.

1. To save a report from the view/edit report screen, click the <Save> icon (Figure 7-34).
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Figure 7-34: Saving Changes to Report Format with <Save> icon

Home = Tools * Data = Grid Format ~

. Ml B SfDHDA

REPORT DETAILS

Report Filter:
{Grant Status} = Active, Ready to Close

PAGE-BY: | Grantee State: Grantee Name: | Mississippi | Program: | DR CDBG | Grant Number: |B-06-DG-28-0002 V| Appropristion: | KRW
National Objective: | LowsMod ¥
"gi“‘ D project Title Activity Number £, Activity Title Activity Type 2~ Metrics
0004 Public Housing 0004 PHP MS REG Vill - RUSHING FARMS RUSHING FARMS Censtrucfion of new replacement housing
001 NHP REHAB AND REFAIR NHP REHAB AND REPAIR it of i
0001 LTWH R116100LTW - PINNNACLE AT MARINER PINMACLE AT MARINER'S VILLAGE Affardable Rentsl Housing
gcg;;_nw R118130LTW - SOUTH MS HOUSING 8BV g.03y7y4 s HOUSING & DEV CORF \cquisition of property for replacement housing
NHP - MISSISSIPFI COTTAGE PLACEMENT &
- Homeowner Programs  D2U NP RUB17ELTWNIP L - MENA R et nstruction of residential
0001 LTWH R1167198LTW MS GHILDREN'S HOME MS CHILDREN'S HOME SCGIETY, Genstruction of new housing
OODAD':SL WH R118194SLTW BILOXI HOUSING SEASHORE gy, (o HOUSING AUTHORITY - SEASHORE OAKS  Affordable Rents| Housing
0001 LTWH R11801955LTW LAMEY BRIDGE SR DEV LAMEY BRIDGE SENICR DEVELOPMENT. LLG Affardsble Rentsl Housing
0001 LTWH PLANNED ACTIITIES LTWH FLANNED ACTIVITIES ilitati of
00z Housing for Rentars 0002 SRAP SRAP Affardable Rentsl Housing
0021 GCRIF R1510013 - INFRASTRUCTURE LOWIMOD INFRASTRUCTURE LOW/MOD ;s'ge“ms frecanstruction of fines or
0021 GCRIP R1510013 - HANCOCK 53 HANCOCK 53 o uetion of fines ar
systems
0021 GCRIF R1510013 - HANCOCK 54 HANCOCK 54 o uation of fines or
systems
0021 Infrastructure - State 0021 GCRIP R1510013 - HANCOGK W8 HANCOCK W8 :ys[ems ! wetion of fines or
0021 GCRIF R1510013 - HANGOCK W3 HANCOCK W3 ConstrucBion/recanstruction of wales lines or
systems
Cor o' wotion of fines or

2. Save the report in “My Reports” by selecting <My Reports> from the “Save As:” drop-down
menu and entering a file name.

3. Click <OK> to save the report for future access.

4. The user is able to navigate to the saved report at any time by selecting the “My Reports” folder,
see Figure 7-4.

7.4.6.2 Procedure: Saving Reports to the History List

Users can save a report to their “History List”, which serves as the user’s inbox to keep the report result
for future reference. Unlike other saving methods, this option allows the user to keep the point-in-time
data displayed in the report at the time it is saved.

1. To save a report to the “History List”: Click the <Home> tab and select <Add to History List>
from the menu (Figure 7-35).

Figure 7-35: <Home> Drop-down Menu Option: “Add to History List”

Home ¥ Tools ¥ Data = Grid Format =

Save As.. LYEEEEE:

wity Obligated Amount at Activity Level}

Design
v Grid

Graph Award Number  Workplan Number Workplan Status  Budget  Obligated Amount Drawn Funds Draw Funds Pending
Grid and Graph M-11-TA-MA-2000 M-11-TA-MA-2000 - 17 Approved £1,183.09 $1.172.17 $1.183.09 $0.00
M-11-TA-MA-2002 | Savannah - NCFH-M-11-003-04 Approved 532,484 88 $32,482.88 $1.297.09 $3,537.96
., - O-11-TAMADD04 | ACA - NCFH-0-11-002-05 Approved $173,323.00 $126,32420 | 52045499 521,466.32
I Add to History List T-A2-NN-12-0014 - APDO03 Approved 512,000.00 (59,11348) | 53,88652 50.00
Create personal view T-12-NN-12-0014 - APD00S Approved 58,33576 5281652 | 5783576 50.00
’ oL TAZNN120018 445 i q2.0014 - APDIDS Closed 53,501.08 5331706 | 5350108 50.00
Send Now. T-12-NN-12-0014 - APDO0G Closed 35,428.32 521564 5542332 30.00
Subscribe to N TA2-NN-42-0015 | T-12-NN-42-0015 - NSP-CAD07 Closed $18,307.96 511,999.92 | 518.307.96 50.00
C-10-TAMD-0003 | C-10-TA-MD-0003 - 1082-100 Approved $9,357.00 $8.992.35 | 5867256 50.00
Export N O-10-TA-MD-0001 - 1086.409 Approved 54,806.09 (53525782) | 54.506.09 50.00
O-10-TA-MD-0001 - 1086.404 Approved 544,986.53 544,973.06 | 544.986.53 50.00
Print... O-10-TA-MD-0001 - 1086.403 Approved 591,501.25 520.547.50 | 591.501.25 50.00
O-10-TA-MD-0001 - 1086.501 Approved $147,280.12 $111,786.24 | 514726012 50.00
Full Screen Mode O-10-TA-MD-0001 - 1086.601 Approved $106,616.00 $85.976.00 | 5106.615.52 50.00
0-10-TAMD-0001  O-10-TA-MD-0001 - 1066.407 Approved $615,233.89 $593,191.78 | 5615.233.89 50.00
O-10-TA-MD-0001 - 1066.411 Flint. MI Approved 5204.120.85 5203.058.70 | 5200.806.70 S0.00
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2. The user is able to navigate to the saved report at any time by selecting the “History List” folder,
see Figure 7-4.

7.4.6.3 Procedure: Subscribing to Reports in the History List

Users can generate reports automatically at scheduled intervals (e.g. every Monday) as opposed to
logging into DRGR and running all of the reports manually. To subscribe to a report:

1. Click the <Home> tab and select the <Subscribe To> and then the <History List> option (Figure
7-36).
Figure 7-36: Accessing “Subscribe to History List”

Home * Tools = Data = Grid Format ~

SdmmHA

B savess..
sasure Projected Quantity at Adtivity Number, Measure Type, Measure Category Level} = 0] Or ({QPR Measure Actual Quantity} = 0))
v Grid %] Grant Number: [B-08-UN-08-0001 %] Program: [NSP V| Appropriation: [NSP1
Graph
Grid and Graph
Activity Type -~ Responsible Organization 2=, Measure Type -~ e =
Add to History List
Homeownership Assistance to low- and moderate-income Adams Cownty Community De’vel-npmenli Gcf Housshnldshdds
Crazta Personal View T RousE
# of Households
Share ... \Acquisition - genersl Adams. Courty Community De’vel-npmenl: :;:ior;slgfgnﬂ;dzniiﬁ
Subscribe to ] " . # Caner Households
I History List.. # of Households
Export P gy e Adams County Community Development# of Housing Units
# Owner Houssholds
Print... Land Banking - Acquisifion (NSP Onby) Adams Cownty Community Development# of Housing Units
Clearance and Demalition Adams Cownty Community Development# of Housing Units
Construction of new howsing Adamms Cownty Community Development# of Housing Units

Full Screen Moda

2. This action generates a pop-up window that allows the user to identify the schedule for
automatic report production (Figure 7-37).

Figure 7-37: Subscribing to a Report for Automatic Generation

Toals Data Grid Format

Adsms County, CO Subscribe to History List ? X
You have 0 subscriptines to this report.
History List Subscription
— - Name: [Perf Repto1: CUM - Projected vs Cum Totals for Performance Measure Sorted by Actvity Number 3/16/1] 4 4 =
Report: Perf Rept01: CUM - Projected vs Cum Totals for Performance Messure Sorted by Activity Number :
Schedule: [Daily ot 5 am ET V] q
Ta: {. covdr0 maTTHEW DO

[] Run subscription immediately
[*] Advanced Options

conoooacoass
Ccoooooooons s

NI

0K Cancel
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3. The useris able to navigate and view or edit the subscription at any time by selecting the “My
Subscriptions” folder, see Figure 7-4.
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