Federal Procurement Data System-Next Generation
(FPDS-NG)
Ad hoc Report Quick Start Guide

Prepared by:

=

Global Computer Enterprises Inc.

Prepared by:
Global Computer Enterprises, Inc.
10780 Parkridge Blvd., Suite 300
Reston, VA 20191



FPDS-NG Ad Hoc Report Quick Start Guide

Training Document

January 11, 2010

Document Change History

01/08/2010

Jennifer Lou Strutt

Began initial review of the manual. Testing
exercises and content. Replace the
screenshots with the current navigation and
report screens.

01/11/2010

Jennifer Lou Strutt

Created final editing changes and
modifications to the manual including
exercises, adding current content, and deleting
older versions of some subject matter.
Replace the screenshots with the current
navigation and report screens.

05/19/2010

Jennifer Lou Strutt

Created final editing changes and
modifications to the manual including
exercises, adding current content, and deleting
older versions of some subject matter.
Replace the screenshots with the current
navigation and report screens.

05/21/2010

M. Dian Neary

Initial review of the manual. Made changes
that consisted of grammar (proper tenses in
verbs and changing from singular to plural and
plural to singular depending on the sentence)
and formatting modifications.

Document Approvers*

* *Indicates name of final person authorized by GCE executive management
to perform document approval.

* Please note: All GCE process-related documentation must be presented to
the GCE Software Engineering Process Group (SEPG) for internal review and
approval prior to its upload onto the GCE Process Asset Library (PAL). An
approval notification will be emailed to the submitter when the process has been
approved. If no approval email is received within 72 hours of submittal, please
assume that the process has not been approved.




FPDS-NG Ad Hoc Report Quick Start Guide

* For questions or comments, please contact your team’s SEPG Representative
or the GCE SEPG Director.

Stakeholders Acceptance Table

Version Date *Project Stakeholders Role/Responsibility

Number Approved

*All GCE projects have been reviewed and approved jointly with that project's
stakeholders. Project stakeholders are clients and internal (GCE) employees whom
have an equal responsibility towards a project's success.




FPDS-NG Ad hoc Report Quick Start Guide

Table of Contents

Section Page
1 FPDS-NG Ad hoc Reporting TOOL....ueiiieeueeiiiieiiiiiieiiiiieeeiiieeeeeeeeee e 1
L] INtrOAUCHION. cuutiiiiiiiiiiiiiiiiiiee ettt eeeeeete et 1
1.2 Adhoc Reporting FeatUreS.......cceeuueeiiieeeiiiiieeiiiiieiiieieeiiieeeeeieee e 1
2 Creating an Ad hoC QUETY...ccouuuuueiiiiiiiiiiiiiiiiieee oot eeeeeeeeeeeeeiiiaens 1
2.1 New and Find BUttON.......ccouueiiiiiueiiiiiiiiiiiiiiiieeeiieeeeeeeeeeee e 1
2.2 To access the new report screen in Ad hOC cvvevvvveeiiiiiiiiiiiiiiieiiiiiieieeeeeeeeee 2
2.3 To Create a New Report in Ad hOC....uuueeeeiiiiiiiiiiiieiiiiiiiiiiieieeeeieeeeeeeieeeeeeeen 3
2.4 To Select Attributes for a New Report.....ccoeeuuvveieeiiiiiiiiiiiiiiiiieieeeeeiieeeeeviiiiiiinnnnn, 4
2.5 To Create Filters on a NeW RePOrt.....ccceuueeeiiiueiiiiiiiiiiiiiiiieieiiiiiieieiiiieeeeeeeenn, 5
2.6 To Updating Filters on a new Or eXiSting rePOIt.......cceeiveeeieiiureiiiiiiiiiiiiiieeeeeeenn... 9
2.7 T0O SAVE 2 REPOIuuuuiiiiiiiiiiiiiiieiiiiieeeeeeeeeeee ettt eeeeieeeeeeee 10
2.8 To Generate @ RePOIt......uuuueeeeeeiereieiiiiiiiiiiiiiiiiiiiiiiiiieeieeeiiiiisieeiiiiieeiieiieiiieieeeeeeeeenn. 11
2.9 To Format the REPOIt....ccuueiiiiieeiiiiiiiiiiiieiiiiieeeiieeeieee e 13
3 DIiiling dOWI coiiiiiiiiiiiiiiiiiiiieiiieieee ettt ettt e e et ee i erieaiaeeee 18
3.1 Drill DOWN F@AtUI€...couuviiiiiuiiiiiieiiiiiieeiiieeeeeeeeeeiee et 18
3.2 ToDrill into @ REPOIt..ccciiiuueiiiiiiiiiiiiiiiiiiiiieeeeeieeiieeeeeeeeieeeeeee e 18
4 Highlighting Metric ValueS......oouuviiiiueiiiiiiiiiiiieiiiiiieeiiee e 20

4.1 SPECIHTVING RANGES. .t taeaaeeeaenaaaaeeeeennnanas 20
4.2 To Create a Highlighting RUl€......couiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiieieeeeeeeeeeeeeenaaaaaees 20

4.3 Modifying a Highlighting Rule.......ccooiiuueiee e eeeeeeeiiaeaeaans 22

4.4 To Modify a Highlighting RUle.........ccccooeeiiiiniiiiiniiiiiiiiiiiiiiiiiiiceciec 22

4.5 Deleting Highlighting RULES......ceiiiiiieeeee et eeeeeeeeeeeetiaeeeeiaaaeeenaaaes 22

4.6 To Delete a Highlighting RUl€......cuuiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiieieiieieeeieeeeeeenaaaaaees 22

5 Adding Metrics to an existing AdhOC RePOIt........ et e e eeeieeeeeinaaes 22
5.1 To Add MetricS 10 @ REPDOIT. ... seeeeeseeeeeeeeeseeeniaeseeeeeens 22
5.2 To Add an Attribute to an EXiSting RePOIt......eeeeiiiiiiiieeeeeeeiiiieieeeeeeeeeeeiaeenn. 23

i



FPDS-NG Ad hoc Report Quick Start Guide

1  FPDS-NG AD HOC REPORTING TOOL

1.1 Introduction

This section specifies instructions for creating reports based on your selected criteria.
Agencies/Companies can create reports that answer their business questions and analyze
processes. FPDS-NG uses the Informatica, Power Analyzer tool to create custom reports. Users
have the option to save customized queries and reports in a personal folder specific to their User
ID.

The report result is limited to returning 10,000 rows.
1.2  Ad hoc Reporting Features

Selecting Ad hoc will display the query panel and standard tool bar. The Ad hoc Reporting
Screen contains a Personal Folder where saved queries are stored specific to the user’s ID. The
following screen will display when the user opens Ad hoc for the first time using the Informatica
tool.

New ) Find ) -{kaepnrts;) F Close ) '3 Help _J

# (] Personal Folder

2 CREATING AN AD HOC QUERY

Ad hoc reporting is a user friendly feature designed for all levels of users. Custom reports are
created using queries. A query is one or more statements that request data from a database. If the
data is available, then the requested data is returned in the form of a table which contains rows
and columns that create a report. Queries are sent to the databases in a language called SQL.
However, when using the Report Panel, SQL knowledge is not required.

2.1 New and Find Button

The “New” button displays a new screen that allows you to create analytic reports from the
FPDS-NG data by using a query. A report consists of a set of related metrics and attributes. The

1
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queries are based on metrics, attribute filters specified by the user in the report. When a new
report is generated, ad hoc displays the queries from the database. You can modify the data and
the format of a report.

The “Find” button allows you to access your personal folder from other screens in the ad hoc
tool. Any saved queries you have will be stored in your personal folder.

& HOME Advanced Search _ GO A

£ New )'( Find )'(kaepuﬂs)’( Close ){ Help )

Aileen Porras_04022008 Sep 12, 2008 11:03:24 jenniferlou
Alexis Jackson Jan 16, 2008 9:47:56 jenniferlou
ETETT = Alice Brinar Jan 9, 2008 14:43:00 jenniferlou

All Action FY06 Sep 26, 2007 10:39:19 jenniferlou
All Action FY06_06-06-2007 Jun &, 2007 11:41:32 jenniferlou
= All Action FYD6_08-30-2007 Aug 30, 2007 15:21:46 jenniferlou
Alma Romero Jan 29, 2007 11:39:18 jenniferlou
Alyse Bullock May 19, 2008 7:15:52 jenniferlou
= Amanda Boshears Jan 11, 2008 5:18:03 jenniferlou
| Ann Hubert Jan 3, 2007 11:47:55 jenniferlou
Ann Meadovs Sep 26, 2007 10:38:46 jenniferlou
= Ann Meadovws_01242008 Jan 24, 2008 15:09:21 jenniferlou
= Army FY06 Jul 19, 2007 14:50:14 jenniferlou
Arthur Johnson Sep 26, 2006 15:53:14 jenniferlou
Barbara Adams Sep 29, 2009 14:25:48 jenniferlou
= BETTE PAGUIO Oct 8, 2009 12:19:18 jenniferlou

a = . .. |

MNew Folder

Folder Properties.

Name: Parsonal Folder

Description:  Personal Foldars

Locstion:  Personal Foldar

2.2 To access the new report screen in Ad hoc
1. Access the Ad hoc reporting tool from the main navigation screen.

2. Select the “New” Button ©__New ) located at the top left side of the reporting screen.
The “Create Report” Screen will display as shown below.

3. The “Create Report” screen is used to select and enter analytical information for a report.
This screen is divided in to four sections designed to create a query for a report.

dvarc. -~
New ) Eind ) My Reports ) Close ) Help )
Create Report 1
ey e
Report ftame: [Hew Report ]
7] === 2
7 = Time
o - =il svsiisble
= = 1 filteris)
.
[ Promst values []Promet values
2 arees | memeweme  eeewen e
(1 Avard - IDV Information
(21 Other Transaction Informatic N
Folder Properties
Award - IDV Infermation
Description
Locstion:  Metrics > Award - IDV Information
Keywords:
Created On: March 16, 2008 11:15 AM
Last Edited: March 18, 2008 11:15 AM
~

@ Tt ERT
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2.3 To Create a

New Report in Ad hoc

The first step in creating a report is specifying the data for the report. Section 1 “Selecting
Metrics” adds the measures to evaluate a business process. Metrics are always numeric values.
For example, Dollars Obligated, Actions Count, and Base and All Options Value are metrics that
provide measurable information used to determine trends in federal spending.

1. Choose the

desired metric(s) and then click on the “Add” button m that is next to the

desired metric(s). The chosen metric(s) is (are) added to the Metric box in Section 1.

¢ New ) End ) (liyRepons ) € Close ) Help )

~
Create Report 0
et [ e ] Sove |
Report Nlame: [fiew Report ]
1 Select metrics 2
Bsse sna All Options Valus Pttt
[ Fromet values [ Fromet values
EEye= | memewsme o meemsses e
1423 Avard - IDV Information Base and Exercised Options Value [2ad]
[ pollar values. Action Obligstion [add]
Bsse and All Options valus [~ad]
Folder Properties
Name: Doller Values
Dessiption
Location:  Metrics > Award - IDV Information > 11
Keywords:
Created On: Fabruary 23, 2008 2:05 P
Last Edited: February 23, 2008 2:08 Ph
tac B EEOSAM A

2. After selec
the report.

#& HOME

@ incernet

# 100% -

ting the desired metrics, click Section 2 “Select Attributes™ to add attributes to

New ) End ) Cayrepors ) € Close ) Help )

Create Report

Report Name:

1

[ Fromet values

23 Attributes

~
e B e | oo |
Mimw Report ]
2 Selact attributes

7 P ime

o evaitosie

1 filteris)

=

[ Fromet valuss
=3 Award - IDV Information

(1 Dapartrment and Agancy e
([ contract 1dentification
([ Contract Marketing Data
(23 Contract Information
(] Legislstive Mandates

Done

# 100% -

@ incernet
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2.4 To Select Attributes for a New Report

Attributes are the factors that determine the value of a metric. For example, Date Signed, Product
Services Codes, and Contracting Office Names are attributes. If you want to create a report that
tracks Dollars Deobligated and Total Actions for a specific agency, you need to identify attributes
that determine the values of these metrics.

1. Choose the desired attribute(s) and then click on the “Add” button that is next to the
desired attribute(s). The chosen attribute(s) is(are) added to the attribute box in Section 2.

i HOME

€ New ) Find ) fayrepors ) € Close 3 Help )

Create Report =
Eecoe T ome ]
Report Name: [Hew Repart ]
1 2 Select attributes
7 = Time
T ication rumber ) =il avaiiable
Referencsd DV PIID = 1 flt=ris)
Is Vender - SBA Certified 5(a) Frogram
s Vendar - SBA Centifiea Hub Zone firr )
[ Pramet values [ Prompt valuss
= 3 seites | mwsemsme e e
‘4 Avard - IDV Information Modification Humber [2aq]
([0 pepartment and Agency PIID (205
2y Contract Identification PIID Agency 1D m
(L Contract Dates Ref IDV Agency ID 2ad]
([ Funding Source Referanced 1DV PIID add]
[ contract Marketing Data Referanced 1DV Mod Number Acd]
(] Contract Informaticn Solicitation 1D Eﬂ
[ Legislative Mandates TR = m
(20 Product or Service Inform
[ principal Place of Perform
(3 Product Origin
[ competition Information
(1 Transaction 1nformation
[ vendor Socio Economic D
(1 Business Size Selection Attribute Properties.
() Referenced IDV Infarmat Display lsbel Referenced 1DV FIID
& (21 Other Transaction Informatic System name: ADH_DGD_AWARDIDV_V. REFERENGE_PIID
Desaiption:
Ussge desaription
Location Attrioutes > Award - IDV Information > 12 =
eywords:
Greated On: Warch 15, 2010 4:04 PM
Last Edited March 15, 2010 4:04 P ~
€D mnternet #100% -

2. After selecting the desired attributes, click Section 3 “Select Filters” to set the
filter/criteria for the report.

New ) Find__ ) my Repors )  Close ) Help )

= ~
=
Report Name: [Few Report ]
I
1 > 3 Teerame et s
E R 2 g e
e Y I e P e
S Verder | SEA anined tiut Zeme te | [l
[S—— E——
Ltiea | s e marter | s |
o
B e e cmate. ot 2t e s e e
p—
L) Srebre peoaremive fitsing
e e s &
—
S U S A .
s | S
O Sy S S P
For [ Setest an stouis ] [show oty ~ =3
S
1
etect st e i
e e e =
Dons @ Internet 100 -
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2.5 To Create Filters on a New Report

You can use a filter in your report to set criteria for the report data. When creating a report,
criteria are used to limit the search of the query to your specifications. The criteria depend on the
business question that you want answered.
1. The “Attribute Filter” link will display highlighted in black shown in the following
example. This link is used to access filters for each attribute that is included in Section 2.
Advanced Searcn || <o A Log Off

€ New ) FEnd ) Favrepors) € Close ) € Help )

~
Create Report 1
Reoet [ excose | s |
Report Name: [New Report ]
1 2 3 Select time, filters and rankings
Adtion Obligation TS eiisbre
Bass and All Opticns Valus.
1 Filtaris)
g
[ Fromst values [ Fromat values
| - |
Add Filters
Use the tools below to create, edit and manage filters on the report
Attribute Filtars:
[[] Enstie progressive filtering
Date Signed only show values between V51 B
Wetric Filters:
None cumently added. use the tools below to add metric filters
Atiibute Filiss | Metric Filier
Creste attribute filter By selecting an stiribute. the filter condition and atiribute values
For [ Select an atwibute ~ | [show oniy ~ | ~oa |
Select other afiributes.
Select attribute v: -
Selact global var =
& mternet FAOD -

Done

2. Use the drop down menu to highlight and select the attributes that you want to set the
filter for.

4 HOME

New ) End ) (eyRepors ) ( Close ) € Help )

-~
Create Report =
=) =
Report Name: [New Report ]
I
1 2 3 Selact time, fiters and rankings
Adtion Obligation FIlD e vaiisble
Base and All Options Value Nodification Numbar Pttt
Referencss 1DV FIID lissis)
Is Wendor - SBA Certified 8(a) Program Par
= Vangor - SEA Canifisd Hus Zons firm
[ Premet valuss [ Pramet valuss
_rime | Fitiens | Fiter geniter || anings |
Add Filters
Use the tools below to oreate, =dit and mansge filters on the report.
Attribute Filters:
[] Enable progressive filtering
Date Signed only show values between V51 B
e cumently added, Uss tha tools Balow to add matric filtars
Attrioute Filter | Metric Filter
Creste attribuls filter by seleding an stiribute, the filter condition and attribute values.
For [ Select an attibute | [show eniy ~ | aca |
iect
Mo n Nurmbsr
IDv PID U
el e 5(0) Prograrm Paricipar
Is Vendor - SBA Sertified Hub Zone firm
Select attribute - -
Seleot global vari ~
€D Internet F00% -
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3. After selecting the attribute that you want to set the filter for, use the drop down menu to
highlight and select the operator that provides the criteria for the selected attribute value.

e &5

D v repons ) - Close ) - Help )

Create Report

Report Name-:

Hew Repart

-~
ey

3 Select time, filters and rankings

Action Obligati

=i T vatiosie
Bsse and All Options Valus Medification Numbar 1 filtenis)
A o
I S sie) g e
Voo oA Conined rt Zore e
[ Pramet values

[ Promet valuas

Lrima | riners it ioentiter || rankinges |

Add Filters

Use the tools below to oreate, edit and mansge filters on the report.

Attribute Filters:
[[] Ensble prograssive filtering

Date Signed anly show valuss betwesn -1
Metric Filters:

show only

xcluae

only show values similsr to
None cumently added, use the tools below 1o add metric fil only ch I

<< not similar to

Atributs Filter | WMetric Filter

Create attribute filter by selecting an stiribute, the filter condi

“now valuss that
51y show alues that ars nat null
ror [Fun

oty show valuss squal to

Select sthar sributes.

[] Fremet this filter sefare runnin, a

[[] Restrict removal of this filter from report.

-
@ trrernet ome -

4. Provide the criteria for the filter by entering information in the Attribute Value box(s).

#& HOME

T New )" Find )"Mykepuns)r Close )f Help )

A Log Off

Create Report

[oecse ] 5o’
Report Name: [New Repart
I

3 Select fime, filters and rankings

>

Action Obligation
Base =nd All Options Value

FID

Is Vendor - SBA Gertified Hub Zone firm
[] Fremet valuss

Time
= ~
Modificaticn Numbsr 18,”;'::;13!2@
Referncad 1DV PIID
Is Vendar - SBA Certified &(s) Frogram Fal

[] Frompt waluss

[rime | i Fiter seniter || Rankiss |
Add Filters

Use the tools below to oreste, edit and manage filters on the report.

Attribute Filters:

[[] Enable progressive filtering

Dat= Signed cnly show values batween V| W
Wetric Filters:

None cunently added, use the tools below to add metric filters.

Aftribute Filter | Metric Filter

Create attribute filter by selecting an attribute, the filter condition and attribute values

For [ RiD | [only show values equal to v [ |m
Select other aftributes. Select attribute values...
Select global variable as value.
[] Promet this filter before running

[] Restrict remaval of this filter from repart.

@ Internet

H100%
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T New )" Find )"A_Aykepuns)r Close )f Help )

Create Report

>

Report Name: [New Repart

1

e e |
|
2 3 Select time, filters and rankings

Action Obligation
Base =nd All Options Value

Pl

Time
Modification Number

Referenced DV PIID

Is Vendor - SBA Certified &(a) Frogram Fai
Is Vendor - SBA Gertified Hub Zone firm

[] Fromet val

il svailsble
1 filteris)

ST

ST >

[] Fremet valuss

[rime | i Fiter seniter || Rankiss |
Add Filters

Use the tools below to oreste, edit and manage filters on the report.

Attribute Filters:

[[] Enable progressive filtering

Dat= Signed cnly show values batween V| W
Wetric Filters:

None cunently added, use the tools below to add metric filters.

Aftribute Filter | Metric Filter

Create attribute filter by selecting an attribute, the filter condition and attribute values

+ | enly show values equal to v | [cs3sFas436
For | PID Iy h I I te
Select other aftributes. Select atiribute values...
Select global variable as value.
[[] Prompt this filter before running

[] Restrict remaval of this filter from repart.

@ Internet F100% v

5. Select m to save the filter values and the saved filter will be displayed in the Report
Filters section of the screen.

& Howe

e B Flree) €

Advanced searcn | < A Logor
Close 3 Help )

Create Report

Report Name:

New Repart

Reset ] Exeovic | sove |

3 Select time, filters and rankings

Action Obligation
Bas= and All Optiens Valus

FID

Mesifisation Numbar

Referencsd IDV FIID

Is Vender - SBA Cerified 8(s) Program Pal
Is Vender - SBA Certified Hub Zona firm

Time
it svailsble
1 filteris)

ST]

[ Fromet values

ST

[ Promet valuss
_Time | Finers | Finer igemifir || rankings |
Add Filters

Use the tools below to oreste. edit and mansge filters on the report.

Attribute Filters:

[[] Ensbie progressive filtering

Date Signed cnly show values between e
ana

PIID only show values squal to 'GS35F4542G°

[ ~ |
-
1= Vendar > |

SEA Certified 3(a) Frogram Farticipant only show values equal to "VES
Metric Filters:

Nene cumenily added, use the tosls below to add metris filiers

Attribute Filtler | Metric Filter

Create attribute filter by selecting an atiribute, the filter condition and attribute values.
Fox [ Setect an stibue 51| [ sow oniy
Selest other stiributes

Done . ]

& Internet

00 -
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6. If you want to set the filters for the metrics, you can use the “Metric Filter” link that is
displayed in the Add Filter section. When the “Metric Filter” link is selected, it displays

highlighted in black shown in the following example. This link is used to access filters
for the selected metric value.

Attribute Filter | MetricFilter

Creste metric filter by seledling &neﬁim the filter condition and metric value.

For I Select & metric

;I Innlyshwvalua_ﬁequalt:: ;I | | m

[T Prompt this filter before running.
|_ Restrict removal of this filter from report.

|_ Apgply this filter to granulaer data, before the data is aggregated.

7. Use the drop down menu to select the metric that you want to set the filter for.

Attribute Filter | Metric Filter
Create metric filter by selecting & metric, the filter condition and metric value.

For | Select a metric ;I I only show values equal to ;I | | m

Select s metric

Base and Exercised Opticns Value

:Action Obligation :
lase and All Options Vsl

|- Apply this filter to granular data, before the data is aggregated.

8. After selecting the metric that you want to set the filter for, use the drop down menu to
highlight and select the operator that provides the criteria for the selected metric value.

Aftribute Filter | MetricFilter

Create metricfilter by selecling a metric, the filter condition and metric value.

For | Action Obligation =]

only show values equal to ;I | | m

only show values equsal to

; ; only show values not equal to
[T Promet this filter cefore running. only show values greater than

|_ Restrict remowsl| of this filter from report.

only show values less than

[ Apply this filter to granular data, before thq @Y show valuss |=ss than or Squal ta
only show values that are null

only show values that are not null

9. Provide the criteria for the filter by entering information in the Metric Value box.

Atftribute Filter | Metric Filter

Create metric filter by seledting a metric, the filter condition and metric value.

For | Action Cbligation

;I I:}nlysh{rw\-‘aluesgreat&{than or equal tn;l | | m
[~ Prompt this filter before running.
r Restrict removal of this filter from report.

r Apply this filter to granular data, before the dats is aggregated.
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10. Select m to save the filter values and the saved filter will be displayed in the Report
Filters section of the screen.

#& HOME Advanced Search [JSSSSSRERNENININ GO ALogor

T New )" Find )"’A_A\[R:epuﬂs)f Close _)" Help )

~
Create Report =1
EnEs
Report Name: [New Repart |
I
1 2 3 Seleot fime, filters and rankings
- & 75 Time
Action Obligation F3 FIID E [
Bsse and All Options Value Modification Number e
Referncad 1DV PIID
Is Vendor - SBA Cetified (a) Frogram Fai
Is Vendor - SBA Certified Huo Zone firm
[] Fremet valuss [] Frompt waluss
[rime | i Fiter seniter || Rankiss |
Add Filters
Use the tools below to creste, edit and manag filters on the report.
Attribute Filters:
[[] Ensble progressive filtering
Dste Signed only show valuss betwesn V| ¥
and
PIID enly show values equal to ‘GS35F4543G"
and
I Vendor - SBA Certified 8(z) Program Participant only show values equal to YES' [0
Wetric Filters:
None cumently added, use the tools below to add metric filters
Aftribute Filter | Metric Filter
Creste attribute filter by selecting an stiribute, the filter condition and sttribute values A
For [ Szlect an attribute | [show eniy v m
Select other aftributes
~
Done @ Internet H 0w -

2.6 To Updating Filters on a new or existing report

Filters are stored under the Report Filter Section in Section 3 - “Select Time, Filters, and
Rankings.” Use the following steps to update Attribute and Metric Filters.

1. To make changes to an existing filter, click on the blue link of the existing filter. For

example, click on the link.
Is Vendor - 5BA Certified 8{a) Program Participant only show walues equal to "YES"

2. The selected filter link is highlighted and the color of the filter will be changed from blue
to green. The selected filter will display the information in the Edit Filter section.
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" New )f Find )rh_/lvﬁepuﬂs)f Close )f Help )

~
Create Report =1
| Sxeoute | sae |
Report Name: [Mew Report |
|
1 2 3 Select time, filters and rankings
- =~ 7S Time
‘Action Obligation Py FID ES S vaiiabie
Base and All Options Value Modificatian Number it
Referenced IDV PIID
Is Vendar - SBA Certified &(s) Frogram Fal
Is Vendar - SBA Certified Hub Zone firm
[] Fremet values [] Fromgt values
[l e | Fiericeniner [Raniing |
Add Filters
Use the tools below to create. adit and manags filters on the report.
Attribute Filters:
[] Ensble progressive filtesing
Dste Signed only show valuss betwesn V| ¥
and
PIID only show values equal to ‘GS35F4643G"
and
I Vendor - SBA Certified B(a) Program Participant only show values equal to YES' B3]
Metric Filters:
Nane cumently added, use the tools below to add metric filters
Atiricute Filter | Metric Filter
Greste atfribute filter by selecting an stiribute, the filter condition and attribute values
For [ 15 Vendor - SBA Certified 8(a) Frogram Participant || | only show values equal to v|[ves
Select other aftributes. Select attribute values...
Select global variable as value. ||
~
@ Internet H 0w -

3. Make the changes to the filter by selecting information from the drop down menus or
entering new information in the Values field(s).

4. After the changes are completed, click on the “Update” button to store the
changes in the “Report Filters” section.

2.7 To Save a Report

After a query is created, the information can be saved and used again when needed. You can save
the query after adding filter information. Use the following steps to save report queries:

1. Enter a name in the report name field shown in the following example:
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# HOME A d Search _ GO A Log Off

T New )" Find )"Mykepuns)r Close )f Help )

-~

1 EmEn

Create Report

Report Name: [New Repart |

I
1 2 3 Select fime, filters and rankings

T
Adtion Obligation FID ;T:vaﬂab@
Base snd All Options Value Modificaticn Numbsr it
Referenced IDV PIID
Is Vendar - SBA Certified &(s) Frogram Fal
Is Vendar - SBA Certified Hub Zone firm
[] Fremet valuss [] Frompt waluss
_ima | it Fite et | ranings |
Add Filters
Use the tools below to create. adit and manags filters on the report. =
Attribute Filters:
[] Ensble progressive filtesing
Dste Signed only show valuss betwesn V| ¥
and
PIID only show values equal to 'GS35F4643G"
and
I Vendor - SBA Certified 8(z) Program Participant only show values equal to YES' [0
Wetric Filters:
Nane cumently added, use the tools below to sdd melric filters
Atiricute Filter | Metric Filter
Greste atfribute filter by selecting an stiribute, the filter condition and attribute values |
For [ Szlect an attribute | [show eniy v m
Select other aftributes.
~
Done @ Internet H 0w -

2. Click on the “Save” button to store the report and its queries in your personal
folder.
2.8 To Generate a Report
After adding the report filters/criteria, the report can be generated. To keep the changes made to

the query, click on the “Save” button to save the query; you can also generate the report and then
save the query from the displayed report screen.

ETRew) A ey Repored) @ Close) EFEip)

Create Report

Report Nlame: [Ad Hios Repart Training ]

Aciion OBligation =io T vetre
B e AN O ions Vatue Madification Number It
R raranoas 10V IS
e SBA Canified S(a) Frogra
S Canifiad Hu Zons 1
[ Promat vaiues [ Fromet vaiues
_Time | Fites | Finer igenutier | menkings |
Add Filters
e e c
Attribute Fitters:
@) o e
e ey e e e P b1
iy show valises equal to ‘G S38Fa8AIGT
4
Is Vendor - S5A Certified S(a) Program Participant only show values equal to VES"
Metric Filters
Nane curently added. s the tacls below to add metic filter
Atoibute Filter | Matric Fitter

Create attibute filter by selecting an stiribute, the filter condition and atiribute values

For [ Setect an stibuie 1] [srow oniy ~] [“aca |
Seret oiher siribuies

Done = @ tnternet oo -
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1. To generate a report, click on the “Execute” butto. After clicking on the

“Execute” button, the report will display the page where you can specify the time range for
our report.

& HOME Advanced Search [N -

£ New ) Fnd ) fiyRepors ) € Close 3 € Help )

~
Display Report | Cancel

Prompted for report: Ad Hoc Report

Please review the contents of this report below and optionally make new selections. Onoe you're done, dick the Displsy Report button at right to view the report

Attribute Filters: Dste Signad only show valuss betwesn * and =
[[] Promet me with these settings the next time | run the report,

[[] Ensbie progressive filtering

Tne dete signed is required citeria on =il sdhos queries to ensure optimal response time for all users.
The maximum range allowed is one year.

Use Mi/dadyyyy” fomat.

For Date Signed only show values between

and

Select attribute values... Select attribute values..
Select global variable as value. Select global variable as value

Done pFa) & Internet 00

# HOME Advanced Search _

T New )" Find )"Mykepuns)f Close )f Help )

~
Display Report | Cancel
Prompted for report: Ad Hoc Report Training
Plaase review the contents of this report below and opticnally make new seledtions. Onoe you're done, dick the Display Report button at right to view the report.
Attribute Filters: Date Signed only show values between “10/01/2008 and "12/31/2008"
[[] Frompt me with these settings the next time | run the report
[] Enable progressive filtering
The date signed is required riteria on all achac queries to ensure cptimal responss time for sl users.
The maximum range sllowed is one year.
Use Mi/dayyy’ format.
For Date Signed only show 1 betweer ]
o eesE S = " [10m1:2008 | and [1z:212008
Select attribute values... Select attribute values..
Select global variable as value. Select global variable as value
~
jFail @ Internet H 0w -
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2. After specifying the time range, click on the “Display Report” button to
generate the report. The following is the sample result screen after the report is generated:
# HOME Advanced Search _ GO A Log Off

 New 'Jf Find )rb_/lvkepuﬂs)r Close )r Help )

‘Ad Hoc Report Training
- 8 E Active filters

I v | o | N ) 5

LE| P |

AG04T1DO20015 0 GS35F4543G NO NO $8,989.29 $8,989.29
AG31420050008 0 G535F4543G NO NO $0.00 §783.778.01
AG31420080008 1 GS35F45436G NO NO $277,008 47 -8506,771.54|
AG31420090024 0 GS25F4543G NO NO s0.00 $102.,800.00
AG31440095002 0 GS535F45432G NO NO $31,512.50 $31,512.50
AG31440095011 o GS535F45436 HO HC $4.088.91 $4.069.91
AG3144D095100 0 GS25F4542G NO NO 5424888 5424668
AG3KOBCO%AATE O GS535F454326 NO NO 310,180 .43 $10,180.45
AGT2450090024 0 GS35F4543G NO NO $36.478.82 $36.478.83
AGT2450050038 0 G535F4543G NO NO 54,561.28 54,561.28
AGTE04D070408 5 GS35F45436G NO NO $293,067.00 §293,087.00
'CNSHQOBFO07E 1 GS25F4543G NO NO s0.00 $0.00
CSOSADS001406 |0 GS535F45432G NO NO S8,888.47 56,888 47
CS0OSA09001882 0 GS535F45436 HO HC $6.840.19 $6.840.19
DEAD260TNTO1M NO NO s$0.00 $0.00
DEAD2607NTO5733 588 GS535F454326 NO NO s0.00 30.00
DEADE509WN810530 GS35F4543G NO NO $8.550.40 $8.550.40
DENTO008777 538 G535F4543G NO NO $0.00 50.00
DENTO0006865 1 GS35F45436G NO NO -54,921 20 -54,921.20
DJE40020HPZ1006£0 GS25F4543G NO NO $12.628.28 $12,628.26
Done JFail @ Iternet 100% -

2.9 To Format the Report

The final step in creating reports is selecting the formatting for the report. Section 4 “Layout and
Setup” is used to customize the visual display of your report. Calculations can be added for
metric filters in the report. You can also modify the date formats, display, and fonts in the report.
Use the following steps to format a report.

1. To add a sections to a report, select the “Table Layout” Tab.

2. To create the report with sections, drag an attribute to the Section Attribute area and the
selected attribute will be displayed in the Section Attribute area. You can also drag
attributes from the Section Attribute area back to the Row Attribute or Column Attribute
areas.

13
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T New )" Find )"_A_Avkepuns)f Close )" Help )

-
Create Report =1
Ex
Report Name: [&d Hoc Repart Training |
I
1 2 3 4 Layout and setup.
- o~ = Time
Adion Obligation £ FIID 3 o eumilstle
Base snd All Options Value Modification Number 2 filterts
Referenced DV PIID
Is Vendor - SBA Certified &(a) Frogram Fai
Is Vendor - SBA Gertified Hub Zone firm
[] Fremet valuss [] Frompt waluss
—
Set Up Table Layout
Edit the table layout for the report by dragging and dropping the metric group and/or stiributs |sbels to the crosshatched sress.
Referenced [0V PIID ‘ |
‘ PID | Humber 1DV PIID Is Vendor - SBA Certified 8(a} Program Participant Is Vendor - SBA Certified Hub Zone firm Action Obligation Base and All Options |
PID value | Modification Number value | Referenced IDV PID value | ls Vendor - SBA Cenified 8(s) Frogram Participant value | is Vendor - SBA Certified Hub Zone fim value || Action Obligation value | Base and Al Opfions Valt
PID value | Modification Number value | Referenced IDV PID value | is Vandor - SBA Cenified 8(s) Program Participant value | is Vendor - SBA Gertified Hub Zone firm value || Action Obligation value | Base and Al Options Valu
PID value | Modification Number value | Referenced IDV PID value | is Vandor - SBA Gerified 8(s) Program Participant value | is Vendor - SBA Gertified Hub Zone fim value || Action Obligation value | Base and Al Options Valu
v
Done

i @ Internet H 0w -

Creating sections in a report will display the report divided by the attribute you have chosen. For

example, choosing the Contractor Name will display the report information in sections for each
Contractor Name.

3. To add a calculation to the report, select the “Calculating” Tab. The following screen will
display.
..~ | N

Add Calculations

Add or adit basic or cusiom metrics and sggregates in the report. Use the summary srea to view s list of calculstions sdded to the report

Metrics
None cumrently added, use the tools below to add metric calculations.

Agaregates
Nene cumently added, Use the tools below to 509 sggragstes

aasu:ngnd Aggregates | Custom Metrics | Custom Aggregates

showsum  for  Action Obligation

display
by columns
[~ Show subtotals for Funding Agency I
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4. Select the drop down menus next to Show seen in the following example.
CTasitayeus | ot sy Fomating | Senina | craning |

Add Calculations
Add or edit basic or custom metrics and aggregates in the report. Use the summary srea to view s list of calculstions added to the report

Metri-
Nc >ols below to sdd metric calculstions.
percent contribution
Aggre running sverage
M running total sals below to add aggregates.
o
Basic S istom Metrics | Custom Aggregates

count

showlsum,  for Action Obligation
display:

&y columns.
[ Show subtotsls for Funding Agency 10

| Aoi | concet |
5. Select the type of calculation desired for a metric filter.

6. Select the drop down menu to select the metric for the previously chosen calculation.
[Tt oyt | cotatsiors | omating || Sorin | chsivg |

Add Calculations
Add or edit basic or custom mefrics and aggregates in the report. Use the summary ares to view 3 list of caloulations added to the report

Metri

i
Ng 2ols below to add metric calculations.

peroent contribution
Aggre running average
N¢  running totsl sols below to add spgregates.
max
Basic average |stom Metrics | Custom Aggregates

count

showlsum, for Action Obligation,

display
&y columns.
[~ Show suttotals for Funding Agency 1D

[ 2 | Concel |

7. To display the subtotals for a specific column click the check box and select the drop
down menu for Show Subtotals. Click the attribute that will display the subtotals.

15
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£ New ) © Find ) rMyRepurls) £ Close ) [ Help )
]
Create Report =
e
Report Nlame: [Ad Hoe Report Training |
|
1 2 3 4 Layout and setup
- ry & Time
Action Obligation ~ PIID n Il vailable
Base and All Options Value Modification Number 2 filters)
Is Vendor - SBA Certified 8(a) Program Pai
Is Vendor - SBA Certified Hub Zone firm
Referenced IDV PIID
[[] Fromet valuss [[]Frompt values
Add Calculations
Add or edit basic or custom metrics and aggregates in the report. Use the summary ares to view a list of calculations sdded to the report
Metrics
Mene cumently added, use the tools below to add metric calculations.
Aggregates
None cumently added, use the tools below to sdd aggregates.
Besic Metrics and Aggregetel o
showsum for  Action OBl Modification Number
display: s Vender - SBA Certified 8(s) Program Participant
by golumns Is VVendor - SBA Gertified Hub Zone firm
[[] Shew subtotsls for |PIID.
—
[ ] o
|
Fl € Internet s v

16
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8. Select m to place the calculations in the Summary section.

# HOME Advanced Search _ GO 2 Log Off

£ New ) £ Find ) I’r'«_ilvyke;.'»urls) £ Close ) F Help )
|
Create Report =]
oo |
Report Name: [Ad Hos Repart Training |
I
1 2 3 4 =
Y Y Time
Adtion Obligation 3 FID ® ) svsiisble
B d All Options Value Modification Numbar 2 fltre)
Is Vendor - SBA Cestified 8(a) Frogram Fal
Is Vendor - SBA Certified Hub Zone firm
Referenced IDV PIID
[[] Fromot values [] Prompt ualues
Add Calculations
Add or edit basic or custom metrics and aggregales in the report. Use the summary area to view a list of calculations added to the report
Wetrics ]
None curently added, use the tools below to add meric calculations.
Aggregates
Basic
Total(Adtion Obligation, column, subtotal PHD:
Basic Mebics and Aggregstes | Custom Metrics | Custom Aggregates
show make selection.. for make selecfion..,
display:
by make selection...
oo | o
M|
Done ) & Internet L 100% T




FPDS-NG Ad hoc Report Quick Start Guide

9. To change the formatting for the report, select the “Formatting” Tab. The following
screen will display.

‘ HOME Advanced Search _ GO A Log Off &

' New )/ Find JerRppuﬂz;J/ Close ;J/ Helg )

-~
Tasle Layout | Calsulstions | Formsting  Serting | Carting |
Customize Formatting
Customize formatting of the report.
Metrics
Currency Currency Negative Decimal Decimal Grouping
Metric Type Symbol  Prefix Scale Format Places Symbol Symbol
Action Otligation Curency |5 | Asls v+ &2 2 ] [
Base and All Options Velue | Gurengy %[5 | Asls DIEE B
Dates
Na items
Display
Show undefined as Hide Width  Label Height
Attributes Display Label Display Null As  [e.g. divide by zero)  Duplicates Hide Wrap (pixels) (pixels)
Referenced IDV FIID |Referenced 1DV FID [ I | O we we we [ ]
e I I 0 om0
Modification Number [Medification Numer [ [ | o O 1]
Is Vander - SBA Certified 8(s) Frogram Participant [Is Vandor - SBA Cartified 8(a) § | I . O O 1
Is Vendar - SBA Gertified Hub Zone firm [1s vendor - 5BA Certified Hup { | I | O e 1]
Show undefined as Hide Width  Label Height
Metrics Display Label Display Hull As  [e.q. divide by zero)  Duplicates Hide Wrap (pixels) (pixels)
Action Otligatin [Acticn Otligation il il | = O 1
Base and All Options Valus [Base and Al Options Value | | [ | na Fl 1]
Agaregate Group Column Aggregate Label Subtotal Label
Tatal Totsl |[Tetal |
Pagination
Number of rows to display per section in interactive report: [20
Number of rows to display per page in formatted report: |20
Fonts
Name FontStyle  TextColor  Align
PilD Regulsr  |w|[Blss |v|[Let v
Mediification Number Regulsr  [|[Blss [|[Let @
Is Vendor - SBA Certified 8(s) Program Participant | Regulsr (%[ [Blase v [ center &
Is Vendor - SBA Certified Hub Zone firm Regular | |[Blec:  |s|[center v
Action Cbligation Regulsr || [Bles v |[Rignt v
Base and All ptians Velus Regular || [Bles v |[Rignt v
v
Done F3 @Intemet H100% T

You select formats for metrics and attributes on the “Formatting” tab. These formats determine
how the metrics and attributes display in the report table.

10. To keep the changes made to the report formatting in the same report, click on the “Save”
button == | To keep the changes made to the report formatting and want to save the

report as a new report, click on the “Save As” button| == -

The “Save As” function will allow you to make changes to the query and save the changes in the
new query/report without overwriting the original query/report.

3 DRIILING DOWN
3.1 Drill Down Feature

The drill feature provides other attributes or metrics at a lower level related to the current report
that is displayed. The following section Drilling into a Report explains how to shift from a
general view of the report data to a more detailed view using the drill down feature.

Drilling into a Report

When drilling into a report, attribute or metric values are selected for the drill. The reporting tool
uses these values as a drill filter. The drill filter determines the data seen in the drill results.
More than one attribute or metric value for the drill can be selected.

3.2 To Drill into a Report

To drill into a report:

18
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1. To select the attribute value for the drill feature, you can click on the header of the
attribute to select all the attribute values for the attribute or you can click on the specific
cell with the specific attribute value for the attribute. The values will be used for the
“Drill” feature to filter the report information.

Note: To select more than one attribute column, hold down the “Ctrl” key while clicking on the
title of each desired attribute column. To select a contiguous range of values, use the “Shift” key
while clicking on the desired attributes. To select a non-continuous range of values, use the
“Ctr]l” key while clicking on the desired attributes.

2. Click on the “Drill” buttonﬂ. The reporting tool displays the available drill paths on
the Drill tab.

In order to use the “Drill” feature with all the available attributes, one of the following attributes
values will need to be included in the Ad hoc report — Section 2 Select Attributes:

*  Contracting Department ID
*  Contracting Agency ID

* Contracting Office Region
*  Contracting Office ID

e Vendor Name

* Referenced IDV PIID
 PID

*  Modification Number

If the DOD users want to get the information that is associated with their commands or is
associated with certain transaction, they will need to include one of the following attribute values
in their Ad hoc report — Section 2 Select Attributes:

e Transaction Number

*  Major Command Code
¢ Sub Commandl Code
¢ Sub Command2 Code
¢ Sub Command3 Code

-Or-

In the report result table, right-click on the selected values and then click on the “Drill” to view
all the available attributes that can be used in the drill feature.

You can select those attributes from the available drill paths that are not already part of the report
(the attributes that are not included in the Section 2 Select Attributes.)

3. From the available drill paths, click on the attribute that you want it to be displayed in the
report.

For example, if the report currently displays the government wide report for the Department of
Homeland Security, you can use the drill feature to select the “Contracting Agency ID” attribute
to display the agencies (i.e. Coast Guard, Transportation Security Administration) for the
Department of Homeland Security. Overall, the report drill filter will show all the agencies that
are associated with the Department of Homeland Security for the reporting period.

4. To go back to the original report, click on the “Original Table” link B original Table > in

your current drill path header.
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Tip: To view a description of the drill filters or the search criteria information, you can click on

the information iconJ . The information icon will display the report filter and search criteria
information.

After the drill filter is created, additional attributes can be selected for the report. Drilling into a
report allows you to filter attribute values and see additional attributes in reports. Additional
attributes are selected from a predefined drill path. The predefined drill path lists the attributes
that are available for selection to display in the report.

4 HIGHLIGHTING METRIC VALUES

You can use colors, patterns, or symbols to highlight metric values in a report table. You can
highlight metric values in a report that are above, below, or within a range. Highlighting allows
you to draw attention to critical data in a report or pinpoint problem areas.

If you create the bar chart for your report, the metric values that are used in the “Highlight” rule
in the report will also appear in the bar chart. In the charts, the reporting tool displays those
highlighting values as colored dots. Colored dots are a type of highlighting format.

Creating a Highlighting Rule

4.1 Specifying Ranges
When you create a highlighting rule, you specify three ranges (low, medium, and high) for the

values that you want the reporting tool to highlight. You must enter numeric values that
correspond to the values in the report table. These ranges must be in the ascending order.

4.2 To Create a Highlighting Rule
To create a highlighting rule:

1. Generate the report that you want to use the highlighting rule; the report result will be
displayed on the screen after it is generated.

2. Click on the header of the metric column (Action Obligation, Based and All Options
Values...etc.) for which you want to create the highlighting rule. The reporting tool
selects the column for the desired metric.

3. Click on the “Highlighting” buttonm.
-Or-

Right-click on the metric header and then choose “Create Highlight.” The reporting tool displays
the “Highlighting” button.
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£ HOME

P > £ = P
New £ Find ) £ My Reports ) Close

A F Help b)

Ad Hoc Report Training
=8 JAmu‘E filters

J M|Enpun‘mghnmum| Dl\ll|M|Seve|SeveAs|Eﬂ\l|JE

MA[T Jorad

Alogor [

¥ax Yax $ax YA x $ax ¢ YA« ¥Ax
o i et coniegtia | Cuticanuntone Acsonovgesen 5570 T
Program Participant firm Drill... 3
AGD4T1D0O20015 |0 GS35F4543G NO NO $8,989.29 SB.BBBZ
ABG31420080008 0 BS35F45436 NO NO 8000 §783,778.01
AG31420090008 1 GS35F4543G NO NO $277.008.47 -$508.771.54
AG3142D090024 0 GS5S35F4543G NO NO 5000 $102,500.00
AG31440095002 Q G535F46436 MO Lie) §31.512.650 $31.512.50
AG3144D095011 L] GS35F4543G NO NO $4,069.91 5408921
AG3144D085100 0 GS35F46436G NO NO 5424668 5424688
AG3KOECO9AA1E |0 GS35F45436 NO NO $10,180.49 $10.180.49
AGT245D090024 L] GS35F4543G NO NO $38,478.82 $28,475.82
A 450080038 0 BS35F45436 NO NO 3456128 $4,56128
AGTE040070408 GS35F4543G NO NO $292,067.00 $293,087.00
CNSHQOBF007S 1 GS5S35F4543G NO NO 5000 5000
CS0OSA02001406 |0 G535F46436 MO Lie) $6,888 .47 $6,888 .47
CSOSAD2001682 |0 GS35F4543G NO NO 5884019 $6.,840.19
DEAD260TNTO1918| 888 GS35F46436G NO NO 8000 5000
DEAD260TNTOS733| 998 GS35F45436 NO NO $0.00 $0.00
DEADSS02WNS10530 GS35F4543G NO NO $8,550.40 $5,550.40
DENTO00E777 888 BS35F45436 NO NO 8000 3000
DENTO0008985 1 GS35F4543G NO NO -54,921.20 -54,921.20
DJB40020HPZ 100880 GS5S35F4543G NO NO $12,628.38 $12,628.36
~
Done @ Internet H100% T
1. Enter the following information:
Property Required/optional Description

Name the highlighting
rule field

This field is required

This field is used to name the highlighting
rule. After the highlighting rule is named,
and then saved, it is stored on the Analyze
section where it can be edited or deleted.

Specify numeric values
for each field

These fields are required

The fields available specify numeric
values for ranges for the metric or
calculation.

The ranges must be in ascending order.

Then highlight

This function is optional

Select colors for each range of values.
The system defaults with red for low
numeric values, yellow for medium
numeric values, and green for high
numeric values.

Specity formatting for
highlighting

This function is optional

Select the type of formatting you want to
use for highlighting the range of numeric
values. The system defaults with a

background color for each numeric value.

2. Click OK. The highlighting rule will appear in the “Information” area and the
highlighting rule will be displayed in the report result.
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4.3 Modifying a Highlighting Rule

You can modify the name, value ranges, colors, format, state, and user access of a highlighting
rule.

4.4 To Modify a Highlighting Rule
The following is the sample to modify a highlighting rule:
1. To modify any aspect of the highlighting rule, click on the Information buttonJ and the
highlighting rule name that you want to modify will be displayed on the screen.

2. To change the state of a highlighting rule, click on the highlighting rule name and the
highlight rule screen will appear.

On the highlighting rule screen, choose the “Inactive” to inactivate an active highlighting rule or
choose the “Active” to activate an inactive highlighting rule.

3. On the Highlighting tab, make the necessary changes. Click OK.
4.5 Deleting Highlighting Rules

When you delete a highlighting rule, the reporting tool deletes the highlighting from the report
table and the highlighting rule name from the Information area.

4.6 To Delete a Highlighting Rule

The following is the sample to delete a highlighting rule:
1. In the Information area, click on the name of the highlighting rule that you want to delete.
2. Click on the “Delete” buttong to delete the desired highlighting rule. The

reporting tool deletes the highlighting rule from the Information area and from the report
result.

5 ADDING METRICS TO AN EXISTING ADHOC REPORT
5.1 To Add Metrics to a Report
To add a metric to an existing report:

1. Select the Folder where the report is located.

2. Click on the name of the report to highlight the link for the report.

3. Click on the “Edit” button and the “Select Metrics” section will be the default section that
is displayed on the screen.

4. Click on the “+” sign * in front of the “Award — IDV Information” folder. Some sub
folders will be displayed on the screen.

5. Click on the folder I of the metric folder from where you want to add metrics. Do not
click on the “+” sign from those sub folders; there are no more sub folders.

6. After clicking on the folder I for those sub folders, some metrics will be displayed at
the right-hand side. Click on the metrics that will be added to the report.

7. Click on the “Add” button | for the desired metric. Multiple metrics can be added to
the report. The selected metrics will be appearing in the box under the “Select Metrics”
section.

22



FPDS-NG Ad hoc Report Quick Start Guide

8.

To remove a metric from a report, select the metric that will be deleted from the report

and then click on the “Remove” buttonJ.
To change the order of a metric in the report, click on the metric and then click on the

Move Up il or Move Down | buttons. The order of the metrics in the report
determines the order in which the metrics will be displayed in the report result.

10. Click on the “Save” buttonJ to save the report.

5.2

To Add an Attribute to an Existing Report

To add an Attribute to a report:

1.
2.
3.

Select the Folder where the report is located.
Click on the name of the report to highlight the link for the report.

Click on the “Edit” button and then click on the section 2 — Select Attributes; the “Select
Attributes” section will be displayed on the screen.

Click on the “+” sign * in front of the “Award — IDV Information” folder. Some sub
folders will be displayed on the screen.

Click on the folder I of the attribute folder from where you want to add attributes. Do
not click on the “+” sign from those sub folders; there are no more sub folders.

After clicking on the folder 1 for those sub folders, some attributes will be displayed at
the right-hand side. Click on the attributes that will be added to the report.

Click on the “Add” button | for the desired attribute. Multiple attributes can be added
to the report. The selected attributes will be appearing in the box under the “Select
Attributes” section.

To remove an attribute from a report, select the attribute that will be deleted from the
report and then click on the “Remove” buttonJ.
To change the order of an attribute in the report, click on the attribute and then click on

the Move Up | or Move Down | buttons. The order of the attributes in the report
determines the order in which the attributes will be displayed in the report result.

10. Click on the “Save” buttonJ to save the report.
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