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 Running a Report without Input Parameters 

1. Log in to the IDIS Online application window as described in Section 2, accessing the IDIS Online 
Application. 

2. Click the Reports link in the menu bar. 

Note: Not all reports require parameters. 

x For Grantees only, the Report Parameters page is displayed: 

x For Headquarter (HQ) and Field Office (FO) users, the Report Parameters page is NOT 
displayed.  Instead, the window shown following Step 3 appears. 

3. Click View Reports in the left menu. 

 

4. Select the IDIS file name or icon. 

x The IDIS Reports main page is displayed. 

x Your name will appear in the greeting directly below the menu bar.  If your name does not 
appear or an incorrect name is displayed, contact your IDIS system administrator. 
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5. Click the Shared Reports name or icon. 

The Shared Reports folder displays a folder for each of the predefined reports. 

 

6. Select the folder name or icon for the report you wish to run. 

The following example shows the PR 01 – HUD Grants and Program Income folder. 
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The selected folder opens and lists the available reports.  Based on the nature of the report, a 
report may be broken down into multiple parts. 

x In the above example, the report shown, PR 01, only has one part. 

x If a report has multiple parts, each part is listed here as a separate report. 

x Each report part must be run separately. 

7. Select the desired report part to run. 

You may see the following message indicating to “Please wait…” while the system is Processing 
Request. In the image below you will notice there is also a Cancel button to stop the report from 
running. 

 

The Prompt page is displayed.  It allows you to select the entity for which you want to run the 
report.   

4.1.1 Scenario 1 – Headquarter (HQ) Users 

The example described below assumes the user has logged in as a Headquarter (HQ) user.  HQ users 
may run a report for any Field Office (FO) and/or any Grantee. 

1. Select the plus symbol in front of the HQ box shown in the screen below.  
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A prompt will appear with the text All. 

2. Select the plus symbol for the All prompt. 

A prompt will appear with the text Field Office. 

3. Select the plus symbol for Field Office. 

The Hierarchy will display the list of all the Field Offices.   

4. For those reports which are designed to produce a field office version, select the desired Field 
Office and select the arrow pointing right.  Only one field office at a time should be selected and 
run. 

Your selection will appear in the Selected: box to the right. 

For those reports that have built-in reporting by Field Office, (example: PR80, PR85), the Run 
Report selection will produce report data for the Field Office selected in the Selected box to the 
right.   

5. HQ users also have the ability to run a report for a single Grantee.  

Select the plus symbol next to the desired Field Office name. 

A prompt will appear with the text Prompted Grantees. 

6. Select the plus symbol for Prompted Grantees. 

The Hierarchy will display the list of all the Grantees in that Field Office.   

7. Select the desired Grantee name and select the arrow pointing right.   
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Your selection appears in the Selected box to the right as shown below.  

 

The Run Report selection will produce report data for the selected Grantee in the Selected box 
to the right. 

Hint: Since there are many grantees to a single field office, you can also use the “Search for” 
feature at the top of the prompt screen to look for a specific grantee.  Enter all or part of the 
grantee’s name.  Uncheck the “Match Case” check box.  Click on the “magnifying glass” icon.  
The system will return a list of all grantees within the field office that match the search criteria you 
entered. 

4.1.2 Scenario 2 – Field Office (FO) Users 

The example described below assumes the user has logged in as Field Office (FO) user.  FO users are 
limited to selecting only Grantees which fall under the purview of their Field Office. 

The HQ box will still appear even though you are logged in as a Field Office. 

1. Select the plus symbol in front of the HQ box shown in the screen above.  

A prompt will appear with the text All. 

2. Select the plus symbol for the All prompt. 

A prompt will appear with the text Field Office. 

3. Select the plus symbol for Field Office. 

The Hierarchy will ONLY display the Field Office for the user logged into IDIS Online.   
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4. Select the plus symbol next to the user’s Field Office name. 

A prompt will appear with the text Prompted Grantees. 

5. Select the plus symbol for Prompted Grantees. 

The Hierarchy will ONLY display the list of Grantees in that Field Office.   

6. Select the desired Grantee name and select the arrow pointing right.   

The user’s selection will appear in the Selected box to the right. 

The Run Report selection will produce report data for the selected Grantee in the Selected box to 
the right. 

Hint: Since there are many grantees to a single field office, you can also use the “Search for” 
feature at the top of the prompt screen to look for a specific grantee.  Enter all or part of the 
grantee’s name.  Uncheck the “Match Case” check box.  Click on the “magnifying glass” icon.  
The system will return a list of all grantees within the field office that match the search criteria you 
entered. 

4.1.3 Scenario 3 – Grantee Users 

The example described below assumes the user has logged in as a Grantee user.  Grantees are limited 
to select only their own Grantee name to run report data.  

The HQ box will still appear even though you are logged in as a Grantee. 

1. Select the plus symbol in front of the HQ box shown in the screen above.  

A prompt will appear with the text All. 

2. Select the plus symbol for the All prompt. 

A prompt will appear with the text Field Office. 

3. Select the plus symbol for the Field Office. 

The Hierarchy will display ONLY the Field Office for the Grantee logged into IDIS Online.  

4. Select the plus symbol next to the Field Office name. 

A prompt will appear with the text Prompted Grantees. 

5. Select the plus symbol for Prompted Grantees. 

The Hierarchy will display ONLY the name of the Grantee logged in. 

6. Select the Grantee name and select the arrow pointing right.   

The user’s selection will appear in the Selected box to the right. 

The Run Report selection will produce report data for the selected Grantee in the Selected box to 
the right. 

7. Once you have made your selection, it will appear in the Selected box to the right. 

8. Click the Run Report button. 
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You may see the following message: 

 

 

The report results are displayed.   

Hint:  If a report is taking a while to run and you want to leave MicroStrategy and work on 
something else, you can click on “Add to my History List”.  The report will continue running while 
you are away.  When you return, the report can be retrieved from your History List as described in 
Section 3.3. 

 

You can save or export the report results.  See Section 6 for details about saving a report and 
Section 7 for details about exporting a report. 
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 Running a Report with Input Parameters 

If you want to run a report that requires input parameters, you must enter the parameters on the 
Parameter screen that is located in IDIS Online. This section describes how to run that report.  

1. If you are in the Report window, return to the IDIS application window. 

Note: You do not have to close the Report window before returning to the IDIS application 
window. 

2. In the IDIS Online application window, click the Reports link in the menu bar. 

The Report page is displayed. 

 

3. Click the Add-Edit link next to the report name of the report you want to run. The Add 
Parameters page or Edit Parameters page is displayed.  

4. This section describes how to edit parameters to the CDBG Financial Summary Report. 

The following figure shows the Edit Parameters page for the CDBG Financial Summary 
Report. 
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i) Enter a program year in the Report Parameters for program year field. 

If a year has already been entered, you can add another year to the report by clicking the 
Add Another Year, and then entering the new year. Users may also change the parameters 
for a previously entered year, save those changes and re-run the report. 

ii) Enter values in for the desired parameters. 

You do not have to enter a value for every parameter. 

iii) Click Save. (Go to step 7 in this section) 

5. This section describes how to add parameters to the CDBG State PER Report. 

The following figure shows the Add Parameters page for the CDBG State PER Report. 
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i) You can enter another Grant Year to the report by filing the blank box *Report Parameters 
for Grant Year, and then entering the Grant Year. Users may also change the parameters 
values, save those changes and re-run the report 

ii) Enter values in for the desired parameters. 

You do not have to enter a value for every parameter. 

iii) Click Save. (Go to step 7 in this section) 

6. This section describes how to add parameters to the CDBG Strategy Area, CDFI and Local 
Target Area Report. 

The following figure shows the Add Parameters page for the CDBG Strategy Area, CDFI and 
Local Target Area Report. 
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i) You can enter another Program Year to the report by filing the blank box at the top right 
*Report Parameters for program year, and then entering the Program Year, save those 
changes and re-run the report. 

ii) Click Save. (Go to step 7 in this section) 

7. The following screen is displayed with a message showing that your Parameters have been 
saved successfully. 
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To run the reports, continue by following the steps described in Section 3.1, beginning with Step 
2. 

 Retrieving Reports from History List 

If you selected “Add to my History List” after you started a report you can return to retrieve the report later.  
Click on the “History List” link at the top of the MicroStrategy window or the History List icon when you 
next login to MicroStrategy. 

 
Once a report has executed it will be available in the History List.  Multiple reports can be stored in the 
History List.  Completed reports which have not been opened will have the Status “Ready” in bold.  
Reports can be retrieved and saved in the same manner as described in this manual. 

 

Note: MicroStrategy will display the list of reports previously run and saved to your history list. These 
reports will be available during the week you run them, at the end of the week they will be removed from 
your History List.  


