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1 Class Overview
This training manual is designed to act as a guide for government and public users who use the reporting features within the Federal Procurement Data System – Next Generation (FPDS-NG). This manual is used in conjunction with the Public Reports Class. In addition to this training manual, further instruction is available via the following online tools:

· User Guide

· Help System

· Computer Based Training (CBT)

1.1 Manual Layout 

This training manual provides how-to guides, exercises, and examples that describe FPDS-NG Public Reporting functions and processes. As such, the training manual is a valuable resource tool for authorized government and public users. Class participants are encouraged to use this manual at their respective work locations as a reference and training tool for in-house use. Table 1 describes the training manual layout and design. 

Table 1.  Training Manual Structure

	Manual Section
	Section Purpose

	Overview
	Defines and explains the importance of each section. 

	How To
	Provides answers to frequently asked questions with simple, easy to follow instructions.

	Examples
	Illustrates specific functions to provide understanding for section tasks. 

	Exercises
	Exercises are used as a tool for class participants to gain hands-on experience. The course exercises are discussed in class to measure and reinforce the participant’s comprehension.

	Review
	Summarizes topics that allow participants to work independently and provides feedback that is used as a performance measurement for training.


2 Common System Features

2.1 Login Screen 

Agency System Administrators create user IDs and passwords for their respective agency. FPDS-NG users are provided access to Awards, System Administration, and Report features associated with the system privileges and user types assigned. The user accesses an initial login screen and enters a user ID and password.

2.2 Initial Login Screen

The Login screen, shown in Figure 1, is the initial screen provided for FPDS-NG users. To log into FPDS-NG, the user enters their user ID, password, and then select[image: image2.png]


. A successful login opens the Navigation screen shown in Figure 1.
Figure 1.  General Login Screen
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2.3 Incorrect Logins
If the user enters an incorrect password, the FPDS-NG Login screen allows the user three attempts to enter the correct password. 
2.4 Forgotten Password Function
If the user has forgotten his/her password, the password can be recovered by following the [image: image4.png]ZAFPDS Log
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 link. This displays the screen shown in Figure 2. The user enters his/her user ID, and then select[image: image5.png]\G Forgot Password - Microsoft Internet Explorer
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. Once the user ID has been submitted, the Forgotten Password feature will email the user a new login password.
Figure 2.  Forgotten Password Notification Screen
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2.5 Expired Login Session

After a period of inactivity, approximately 30 minutes, FPDS-NG will automatically end the user’s session. If the user needs to restart the session, a second login screen is provided. This is the Expired Login screen which is illustrated in Figure 1. The user must re-enter his/her user name and password, and then select[image: image7.png]


. On a successful login, FPDS-NG opens to the Navigation screen. See Figure 3.
Figure 3.  Expired Login Screen
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3 Public User Access in FPDS-NG 

After registering in FPDS-NG as a Public User access to the reporting feature is automatic. The functionality for the Public Reports section of FPDS-NG shown below in Figure 4 provides unlimited access for public reports. The Public User is able to access documents in a final status through standard reports and search screens. The dollar, contractor, and socio-economic indicator based reports are all provided for public access. 
Figure 4. Public Reports Screen
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3.1 Terminology
The following section includes new terminology that is used in the FPDS-NG system.  

Award – The data entry section for awards in FPDS-NG is typically a one-time request for products/services, or a simplified acquisition.

Indefinite Delivery Vehicle (IDV) – The data entry section for IDVs in FPDS-NG is an ongoing agreement for products or services. IDVs are also used to reference on Delivery/Task orders against and IDV or BPA Calls.

Procurement Instrument Identifier (PIID) – A unique identifying contract number for reported documents.

Novation – The action of changing a vendor on a finalized contract. This action is conducted using a modification.

Final – The status of a document when it has been validated and approved. To make changes to a finalized document the user must perform a system-assisted correction or modification. 

Lookups – A tool in the system that takes the form of an ellipsis button. Selecting the lookup button opens a search screen that is used to select information for a field.

CCR Exception – The Central Contract Registry (CCR) is a database of all the contractors that are registered to do business for the government. Vendors not registered with CCR cannot generally be reported on government contracts. The CCR Exceptions provide a way for exempt contractors that provide business to the government to be entered in FPDS-NG. 

NAICS Code – The North American Industry Classification System (NAICS) codes designate major sectors of the economies of Mexico, Canada, and the United States. 

PSC – A product or service code that best identifies the product or service procured. Codes are defined in the Product and Service Codes Manual.
4 Public User Privileges

The privileges listed below in Table 2 are provided for the Public Role that is the default role for all public users registered in FPDS-NG. These privileges are accessed and maintained by the FPDS-NG System Administrator. Any inquiries about the Public User privileges should be addressed to the FPDS-NG support desk.  
Table 2. Public User Privileges
	OBJECT
	FUNCTION

	PUBLIC_REPORTS
	GET

	PUBLIC_REPORTS
	SEND

	EXECUTIVE_REPORTS
	GET

	EXECUTIVE_REPORTS
	SEND

	AWARD
	GET

	AWARD
	GETLIST

	IDV
	GET

	IDV
	GETLIST

	WEBPORTAL
	SEARCH_VIEW CONTRACTS

	WEBPORTAL
	REPORTS


4.1 Privilege Definitions 

Privileges are automatically granted after registration. Privileges are issued to each public user to establish the ability to access information in FPDS-NG. The public user privileges are maintained by the FPDS-NG System Administrated and cannot be accessed by the public user. The definitions of public user privileges listed below are provided to clarify how the user will be allowed to view and access FPDS-NG public information.

Get/Get List – The ability to retrieve data through reports and searches.

Reports – The ability to generate standard available reports. 

Schedule – The ability to schedule standard large reports for execution and production by a specified date.

Send – The ability to send a report via email.

Search/View Contracts – The ability to search and view contractual documentation.

4.2 Advanced Search Function

When performing an advanced search, a Procurement Instrument Identifier number (PIID) can be used to quickly access a reported document. The PIID field can be found on the Advanced Search screen illustrated in Figure 5. Entering the Agency ID, PIID number, and selecting the type of document such as Award or IDV will display a link to allow access to the document(s). 

Figure 5. Advanced Search Feature
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The Advanced search generates a list of documents that match the search criteria entered on the screen.  The list is displayed with links to matching documents on the Document Search results screen shown below in Figure 6. The search results screen displays a list of ten documents out of the number of documents found.  Selecting the link [image: image11.png]


 located in the right top corner of the screen displays the next ten documents on the screen. To access a document select the link [image: image12.png]2 FPDS-NG : JOEPUBLIC1 [ Contract Search Results ] - Microsoft Internet Explorer

Ele Edt View Favortes Toos Help

Q- O ¥ B O] Oswr Srrovns @res @ 225 W R P

dress €] htpsffresrod.focsng.comfcommonfspiDocumentSeatchCrtzriaControler. 5
Google - V| Gossachwet - g PR D o toded 7 options

doe ) Crep )

104Documents Found 11000104 llext

v in: AT00-GS00KE40115559 Fss
Mod Humber: o Final
‘GENERAL SERVICES ADMINISTRATION Referenced IDV ID:

NAICS Code:
Base And All Options Value $0.00

ATO0-GS00KE40115565 Doc Type: BOA
o Status Final
‘GENERAL SERVICES ADMINISTRATION Referenced IDV ID:

NAICS Code:

Base And All Options Value $0.00

ovi: AT00-GS00KE401555559 : Fss
Mod Humber: o 9 Final
Agency llame ‘GENERAL SERVICES ADMINISTRATION Referenced IDV ID:

office am NAICS Code:

Vendor llame: ___ DATAPOINT CORPORATION Base And All Options Value $0.00

ovin: 4T00-GS0028365505 Fss
Mod Humber: o Final
Agencyllame:  GENERAL SERVICES ADMIISTRATION Referenced IDV ID:

office am NAICS Code:

Vendor llame $0.00

v 4T00-GS00N28365811 BoA
Mod Humber: o Final
Agencyllame:  GENERAL SERVICES ADMIISTRATION Referenced IDV ID:

2 @ memet



 of the document you wish to open.

Figure 6.  Advanced Search Results
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As with other screens in FPDS-NG, the fields labeled with lookup [image: image14.png]


 buttons can be auto-filled by selecting [image: image15.png]


 and using the associated Search/Select screen. 

1. To search for a Vendor from the Advanced Search Screen select [image: image16.png]


. FPDS-NG will display the Vendor Selection Screen as shown in Figure 7.

Figure 7. Vendor Selection Screen
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The fields located in the find items that match the following criteria window are available for searching for vendors in FPDS-NG. The % is the wildcard character that may be used in the data entry fields. Enter a wildcard after entering the first part of the data string. For example, when a user enters ‘COM%’ in a data field, the search will return anything that starts with ‘COM,’ i.e., company, complete, composition, etc. The % is used in the Vendor Selection Search shown below in Figure 8.
2. To search for a vendor enter the part of the vendor name or the entire name in the vendor name field.

Figure 8. Vendor Selection Search
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FPDS-NG will display any Vendors matching the criteria you have specified for your search as seen below in Figure 9.

Figure 9. Vendor Selection Search results
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5 Accessing Public Reports

After logging in to FPDS-NG, to access the available report section select [image: image20.png]Help
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Instructions: Use the Buy Reports section to select, view, and purchase reports now available. Use
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 from the main screen shown below in Figure 10. 
Figure 10. Public Reports Screen
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The My Reports schedule is available on
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FPDS-NG will display the My Reports screen shown below in Figure 11. The My Reports option is User ID specific and will not have any reports associated with the User ID until reports are selected and added to the My Reports Screen. 

Figure 11. My Reports Screen 
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6 Introduction to Reports
This section describes the standard and customized reporting capability in FPDS-NG. The Report features are divided in sections with required steps for generating reports. A description of the reports is provided which includes the following: 

· Description of what the report displays

· Mandatory/optional criteria for the report

· Fields/data displayed on the report

· Primary sort criteria used in the report

· Secondary sort criteria used in the report

· Search criteria available for the report

6.1 Standard Report List

Table 3 displays a list of reports provided in FPDS-NG. These standard report formats were designed to anticipate the needs of government and public users. These reports provide quick accessibility for information that is needed on a regular basis. The selection of reports available in FPDS-NG gathers information on procurement events from the Event Log and holds this information in a database for analysis and reporting.

Table 3.  Report Names

	Report Name

	All Categories of Small Business Awards

	Awards to 8(a) Contractors

	Awards to HUBZone Small Business

	Competition Summary Report – Action Dollars Over $25,000

	Competitive Procurement Activity Report

	Contract High Dollar Report

	Contract Key Details Report 

	Contract Life Cycle Report by Number

	Contractor Search

	Federal Contract Actions and Dollars by Executive Department and Agency

	Federal Procurement by State Summary

	Federal Procurement Report by Department

	List of Agencies Awarding Work in State – Country 

	List of Counties in the State Where Work Performed

	List Of Users for Department – Agency Report

	NAICS Summary

	Other Services And Construction – By Service Category

	Product or Service Search

	Products and Services Purchased in the State-Country

	Quality Assurance Report – Non Sequential Modifications

	Record Entry Summary Report

	Report Name

	Register Report

	Research And Development Summary – By R and D Category

	Socio-Economic Accomplishments

	Summary Statistics for Entire State – Country

	Supplies And Equipment

	Total Federal Snapshot Report


6.2 Summary Reports List

In addition to these standard reports, 9 summary reports are available. The summary report provides concise useful information for larger reports while minimizing the time it takes to generate these reports. Table 4 provides a list of these summary reports available in FPDS-NG. 

Table 4.  Summary Reports

	Report Name

	Awards To 8(a) Contractors Summary

	Awards To HUBZone Small Business Summary

	Contract High Dollar Summary Report

	Contractor Search Summary Report

	List of Counties Where Work Performed in the State Summary Report

	Other Services And Construction Summary Report

	Product or Service Search Summary

	Products and Services Purchased in the State Summary Report

	Register Summary Report


6.3 Selecting Reports
1. To customize the My Reports Screen with reports you will use select [image: image23.jpg]


 located at the top left corner of the screen. FPDS-NG displays the Available Reports Screen shown below in Figure 12.
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 next to the report(s) you want to use.

Figure 12. Available Reports Screen
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6.4 Viewing Reports

1. Users may view reports before adding them to the My Reports screen by selecting [image: image26.jpg]P T SRR TS BE
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 located in front of each report. The report format is displayed as shown below in Figure 13.

Figure 13. Reports Preview Screen
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2. After you have made your choice(s) select [image: image28.jpg]


. The selected report(s) are added to the My Reports Screen shown in Figure 14.
Figure 14. My Reports Screen with Selected Reports
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4. To generate a report in the My Reports Screen shown in Figure 14 select the link for a report. FPDS-NG will display the search criteria screen shown below in Figure 15. 

5. To search for specific information on a standard report fill out the fields on the Search Criteria Screen. All fields displayed in orange with an asterisk are mandatory. 
Figure 15. Search Criteria Screen.
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6. To generate the report after filling out the search criteria select[image: image31.png]Execute )



. FPDS-NG will display the report as shown below in Figure 16. 
Figure 16. Standard Report in FPDS-NG
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6.5 To Download or Send Reports

The download feature is used to save a report using a file format that provides the ability to email, save for review, or open in a spreadsheet. The following three formats are provided for downloading reports.

· HTML

· PDF

· CSV (comma separated value)

1. Select the link for the report that will be downloaded.

2. Enter the search criteria information; if the selected link is saved search criteria skip this step.

3. Select [image: image33.png]Execute )



 to generate the report.

4. Select [image: image34.jpg]


 to open the download selection box.

5. To download the report choose the preferred format by selecting [image: image35.jpg]Please click.
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.

Or

1. To email a report, after executing the report, select [image: image37.jpg]


. 

2. Enter the email address and selected format to email this report.

3. Select [image: image38.jpg]send ) ( Clear ) ( Cancel )
Cancel Hely



 to email the report.

6.6 Saving Report Search Criteria

The Search Criteria screen provides the user the ability to name and save information entered for reports that are frequently repeated as shown below in Figure 17.  

Figure 17.  Saving Search Criteria
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1. To save a report with specific search criteria information open the My Reports screen select the link for the report that will be saved with specific search criteria information.

2. The search criteria screen is displayed with “Default” entered in the Criteria Name field.

3. Enter a name or description in the Criteria Name field.

4. Select[image: image40.png]


 located at the bottom of the screen.

5. The saved name or description is listed in the My Reports screen located under the original report link shown below in Figure 18. 

Figure 18.  My Reports with Saved Criteria
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6.7 Selecting Published Reports

Published Reports are used to generate a report snapshot from FPDS-NG. The information provided on these reports is not real time data. However the report information is accurate for the quarterly report that is accessed. These reports are designed to be efficient by only taking the user seconds to generate.

1. To establish the use of published reports select the [image: image42.jpg]& Hove Aavanced Scarcn | <o~ Log O
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 shown below in Figure 19. 

Figure 19. My Reports/Published Reports Screen
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After selecting the published reports button the reports screen changes to display the My Published Reports heading shown below in Figure 20. 
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 to open the Available Published Reports Screen.

Figure 20. My Published reports Screen 
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3. To add reports in the from the Available Published Reports screen shown below in Figure 21, select [image: image46.jpg]2 Buy Reports - Microsoft Internet Explorer
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 next to the report(s) you want to view.

Figure 21. Available Published Reports Screen
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4. After you have made your choice(s) select[image: image48.jpg]hyReports) ( Close ) € Help
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. The selected report(s) are added to the My Published Reports Screen shown in Figure 22.
Figure 22. My Published Reports with Selected Reports


[image: image49.wmf] 


5. Select the link for the Published Report you want to view. FPDS-NG will promptly display the report shown below in Figure 23. 

Figure 23. Published Report for Small Business Goaling
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7 Quick Start Process

7.1 Government User Quick Start Instructions
The following steps are provided to assist government users in logging into FPDS-NG and accessing reports.

1) Go to https://www.fpds.gov.

2) Log in with your user ID and password.

3) Click on the My Reports icon.

4) Select the Add Reports option.

5) Select the available reports by selecting the associated check boxes.

6) Click the Add to My Reports button.  The selected reports will appear in a searchable library called My Reports.

7) Select the report you want to display. The search criteria screen for your report appears.

8) Enter your report’s search criteria.  

9) Click the Execute button to produce the report based on the search criteria entered.

7.2 Opening the My Reports Screen
The My Reports screen, shown in Error! Reference source not found. displays a list of selected reports associated with the user’s profile. To access the My Reports list use the following steps.

1) To open the My Reports screen from the Main Navigation screen select[image: image51.jpg]


.

2) To open the available reports screen and view a catalog of reports select[image: image52.jpg]


.

3) The Available Reports screen is displayed with a catalog of reports for selection.

7.3 Viewing Available Reports

The Available Reports screen provides access to a catalog of reports offered for selection. To view reports use the following steps.

1) To open the Available Reports screen follow steps 1-3 in section 8.2.
2) To view a report before adding the report to the My Reports list, select [image: image53.jpg]P T SRR TS BE
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.The view function displays the reports format.

3) To close the preview screen select[image: image54.jpg]


.
7.4 Selecting Available Reports 

Reports must be added to the My Reports screen to generate or print reports. To add reports to the My Reports screen, use the following steps.

1) To open the Available Reports screen follow steps 1-3 in section 8.2.

2) To add report(s) to the My Reports screen select [image: image55.jpg]2 Buy Reports - Microsoft Internet Explorer
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 next to the chosen report(s).
3) Select[image: image56.jpg]


 located in the lower corner of the screen. 

4) The My Reports screen is displayed with the chosen report(s) selection.

7.5 Generating Reports

The My Reports screen provides a list of selected reports the users can generate, print, or rename for future use. 
1) To generate a report open the My Reports screen following steps 1-3 in section 8.2.
2) Select the link for the report that will be generated.
3) Enter the search criteria for the chosen report and select[image: image57.png]Execute )



.
4) The report is displayed using the search criteria.
7.6 To Download or Send Reports

The download feature is used to save a report using a file format that provides the ability to email, save for review, or open in a spreadsheet. The following three formats are provided for downloading reports.

· HTML

· PDF

· CSV (comma separated value)
1) To open the Available Reports screen follow steps 1-3 in section 8.2.

2) Select the link for the report that will be downloaded.

3) Enter the search criteria information; if the selected link is saved search criteria skip this step.

4) Select [image: image58.png]Execute )



 to generate the report.

5) Select [image: image59.jpg]


 to open the download selection box.
6) To download the report choose the preferred format by selecting [image: image60.jpg]Please click.
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.
Or
7) To email a report, after executing the report (step 4 above), select [image: image62.jpg]


. 
8) Enter the email address and selected format to email this report.

9) Select [image: image63.jpg]send ) ( Clear ) ( Cancel )
Cancel Hely



 to email the report.
7.7 Saving Report Search Criteria

The Search Criteria screen provides the user the ability to name and save information entered for reports that are frequently repeated.  

1) To save a report with specific search criteria information open the My Reports screen following steps 1-3 in section 8.2.

2) Select the link for the report that will be saved with specific search criteria information.

3) The search criteria screen is displayed with “Default” entered in the Criteria Name field.

4)  Enter a name or description in the Criteria Name field.
5) Select[image: image64.png]


 located at the bottom of the screen.
6) The saved name or description is listed in the My Reports screen located under the original report link. 

8 Using FPDS-NG Reports

FPDS-NG produces reports automatically by querying the FPDS-NG database and creating a report based on your search criteria. This section covers the following general use concepts:

· Report Actions

· Search Criteria Features

· Public User Procedures for Reports

· Government User Procedures for Reports

· Summary Reports

8.1 Report Actions

Download

The download functionality provides the ability to save the data as an HTML file, a PDF, or a command delimited file (CSV).

Send

The send functionality provides the ability to send the report in an email. The user enters the email addresses for the desired recipients and the report is sent by the system.

Close

The close functionality closes the report screen.

Printing a report

Many of the reports are shown in sections. The sections are listed on the left side of the screen. When you click on the section, the data is displayed for that section. When printing a sectioned report, only the data for the section displayed is printed. If you want to print the entire report, download the report to HTML, PDF, or CSV format and print. 

8.2 Search Criteria Features

Search criteria screens are used to run all reports. After clicking on a report, the search criteria screen is displayed. The user enters the data in this screen that determines the data displayed in the report. Search criteria screens have features that are consistent regardless of the data the user is asked to enter. 

8.3 Field Types

Mandatory fields

Fields in the search criteria with an asterisk (*) are mandatory and must have a value. The mandatory fields are also designated by the color orange. A value must be entered before the report will execute. An error message is displayed when no data is entered in a mandatory field.

Non-mandatory fields

Fields in the search criteria that do not have an asterisk (*) are not required and may be left blank. When left blank, all values for that field are shown in the report.

8.4 Search Criteria Tools

Wildcard

The % is the wildcard character that may be used in the data entry fields. Enter a wildcard after entering the first part of the data string. For example, when a user enters ‘COM%’ in a data field, the search will return anything that starts with ‘COM,’ i.e., company, complete, composition, etc.

Saving report criteria for multiple report runs

The Criteria Name field allows the user to save the report criteria so that it can be executed again without having to enter all of the data. The user may save as many different criteria for a report as they wish. The name of the criteria is displayed on the My Reports screen below the associated report. 

8.5 Search Criteria Screen Actions/Buttons

Execute

The execute button runs the report based on the criteria entered in the search criteria screen. If mandatory fields are not filled in, an error message is displayed. 

Save

The save button saves the search criteria with the name shown in the ‘Criteria Name’ field. The saved search is then placed below the report name on the My Reports screen. 

Close

The close button closes the search criteria screen. The report is not executed and the search criteria are not saved.

8.6 Search Criteria Label Conventions

Department

The Department label on the search screen specifies the department or agency you are selecting. For example, GSA or DoD. 

Agency Code

The Agency label on the search screen specifies the organization or service under the department. An example would be, the Federal Supply Service of GSA or Navy.
9 Standard Reports

There are 55 standard reports available in FPDS-NG for public users. In the following sections, a sample of these reports is provided. 

9.1 Contractor Search

9.2 Business Scenarios

This report is ideal for answering this type of business question:

How much business has a particular agency conducted with a vendor?
For instance, how much business did the agencies of the Department of Transportation do with Advanced Concept for fiscal year 2004? 

Entering the Search Criteria
To see the report, the user enters the following values in the criteria fields:

	Search Element
	Value
	Comment

	Criteria Name
	Advanced Business for FY 2004
	If you wish to save the search criteria screen with customized information rename the Report Name field from “Default” to an appropriate label for the customized criteria screen. When you have completed this step select [image: image65.png]Save.
save )



. The saved search criteria will be displayed as a link under the original report link in the My Reports section. Otherwise, leave this field as “Default.”

	Department ID
	6900 
	· Type in the Department ID (if available). If you don’t know this identifier, you can click on the [image: image66.jpg]


 to search for the Department/Agency ID.

· 6900 is the Department ID for Department of Transportation.

· No “Wildcards” are allowed in the “Department ID” field.

	Agency ID
	69% 
	· Type in the Agency ID (if available). Otherwise, select the [image: image67.jpg]


 to search for the code.

· “69%” represents all agencies within the Department of Transportation. All the Agency IDs of Department of Transportation begin with 69. Appending the “%,” the system will search all the data for agency IDs starting with “69.” 

· Entering the value 6950, the system will search for only the data of Agency ID 6950. 

	Contracting Office Agency ID
	Blank 
	Leave this field blank if you want all the data for the contracting office agencies for the Department of Transportation.

· The Ellipsis and Wildcard features are available.

	Contracting Office ID
	Blank  
	Leave this field blank if you want all the data for the contracting offices for the Department of Transportation.

· The Ellipsis and Wildcard features are available.

	Vendor Name
	ADVANCED CONCEPT%
	· The report generates all the data with vendor names that start with ADVANCED CONCEPT.

· The Ellipsis and Wildcard features are available.

	From Date
	10/01/2003 
	· Start date for Fiscal Year 2004.

· Users should enter the date range required for the search in the “mm/dd/yyyy” format. 

· There is a maximum of 12 month search for data.

	To Date
	09/30/2004 
	· End date for Fiscal Year 2004.

· Users should enter the date range required for the search in the “mm/dd/yyyy” format. 

· There is a maximum of 12 month search for data.

	Summary Report
	Unchecked
	· For some Standard Reports, a “Summary Report” option is available. We recommend that users use this option if it is the first time you are using a particular report.

· This option is selected by default. Once users are confident that they have the correct report and criteria, they can deselect this option by un-checking this box, located on the lower bottom of the search screen next to “Running a summary version…”


 NOTE: For more successful search strategies, include a Wildcard (%) or use the Ellipsis feature. For further explanation of these features, access the “First Time Using Reports” link located on the “My Reports” main page.

In this report, the Orange-Letter with an * fields are required and the Black-Letter fields are optional. If you would like to narrow your search, enter data in the non-required fields. This will generate specific data based on your specific search criteria.
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9.3 Contract Key Details Report

Business Scenarios
This report is ideal for answering this type of business question:

What are the key details about an Agency’s contracts for a given time period?
For instance, what are the contract number (PIID), the contract type, the contractor name, etc. for the Department of Transportation agencies’ contracts for fiscal year 2004? 

Entering the Search Criteria
To see the report, the user enters the following values in the criteria fields:
	Search Element
	Value
	Comment

	Criteria Name
	Dept. of Trans. Contract Key Details 
	If you wish to save the search criteria screen with customized information rename the Report Name field from “Default” to an appropriate label for the customized criteria screen. When you have completed this step select [image: image69.png]Save.
save )



. The saved search criteria will be displayed as a link under the original report link in the My Reports section. Otherwise, leave this field as “Default.”

	Department ID
	6900 
	· Type in the Department ID (if available). If you don’t know this identifier, you can click on the [image: image70.jpg]


 for the Department/Agency ID.

· 6900 is the Department ID for Department of Transportation.

· No “Wildcards” are allowed in the “Department ID” field.

	Agency ID
	69% 
	· Type in the Agency ID (if available). Otherwise, select the [image: image71.jpg]


 to search for the code.

· “69%” represents all agencies within the Department of Transportation. All the Agency IDs of Department of Transportation begin with 69. Appending the “%,” the system will search all the data for agency IDs starting with “69.” 

· Entering the value 6950, the system will search for only the data of Agency ID 6950. 

	Contracting Office Agency ID
	Blank 
	Leave this field blank if you want all the data for the contracting office agencies for the Department of Transportation.

· The Ellipsis and Wildcard features are available.

	Contracting Office ID
	Blank  
	Leave this field blank if you want all the data for the contracting offices for the Department of Transportation.

· The Ellipsis and Wildcard features are available.

	From Date
	10/01/2003 
	· Start date for Fiscal Year 2004.

· Users should enter the date range required for the search in the “mm/dd/yyyy” format. 

· There is a maximum of 12 month search for data.

	To Date
	09/30/2004 
	· End date for Fiscal Year 2004.

· Users should enter the date range required for the search in the “mm/dd/yyyy” format. 

· There is a maximum of 12 month search for data.


 In this report, the Orange-Letter with an * fields are required and the Black-Letter fields are optional. If you would like to narrow your search, enter data in the non-required fields. This will generate specific data based on your specific search criteria.

[image: image72.png][Please enter the criteria for the repor
Report Hame: Contract Key Details Report

Search Hame’ Dept. of Trans Contract Key Detalls

Department ID: 6300
Agency I: G
Contracting Office Agency I:

Contracting Office ID:

From Date (rmiddyyyy)  [10/01/2003
To Date gmmiddiyyy) 09/30/2004

Cheae ) (S ) ( Cler ) (Gancel )





9.4 Product or Service Search

Business Scenarios
This report is ideal for answering this type of business question:

How do I know how much money an Agency is spending for a particular product and service code? 

NOTE: Use the “Vendor/Supplier Report;” if you want this report to list the name of the vendor/supplier.
For instance, how do I know how much money the agencies of the Department of Transportation spent for particular product or service codes that start with 11? 

Entering the Search Criteria
To see the report, the user enters the following values in the criteria fields:
	Search Element
	Value
	Comment

	Criteria Name
	Product or Service Search
	If you wish to save the search criteria screen with customized information rename the Report Name field from “Default” to an appropriate label for the customized criteria screen. When you have completed this step select [image: image73.png]Save.
save )



. The saved search criteria will be displayed as a link under the original report link in the My Reports section. Otherwise, leave this field as “Default.”

	Department ID
	6900 
	· Type in the Department ID (if available). If you don’t know this identifier, you can click on the [image: image74.jpg]


 to search for the Department/Agency ID.

· 6900 is the Department ID for Department of Transportation.

· No “Wildcards” are allowed in the “Department ID” field.

	Agency ID
	69% 
	· Type in the Agency ID (if available). Otherwise, select the [image: image75.jpg]


 to search for the code.

· “69%” represents all agencies within the Department of Transportation. All the Agency IDs of Department of Transportation begin with 69. Appending the “%,” the system will search all the data for agency IDs starting with “69.” 

· Entering the value 6950, the system will search for only the data of Agency ID 6950. 

	Contracting Office Agency ID
	Blank 
	Leave this field blank if you want all the data for the contracting office agencies for the Department of Transportation.

· The Ellipsis and Wildcard features are available.

	Contracting Office ID
	Blank  
	Leave this field blank if you want all the data for the contracting offices for the Department of Transportation.

· The Ellipsis and Wildcard features are available.

	PSC Code
	11%
	· “11%” represents all the data of the contracts with PSC Code starts with “11.”
· Users can also enter the entire PSC Code This will generate the data for a specific PSC Code.

	Dollar Obligated
	Blank
	Leave this field blank if you want all the data for the contracting office agencies for the Department of Transportation.

· Users can also enter the dollar value of the contract.

· Do not use commas, periods, or currency symbols.

	From Date
	10/01/2003 
	· Start date for Fiscal Year 2004.

· Users should enter the date range required for the search in the “mm/dd/yyyy” format. 

· There is a maximum of 12 month search for data.

	To Date
	09/30/2004 
	· End date for Fiscal Year 2004.

· Users should enter the date range required for the search in the “mm/dd/yyyy” format. 

· There is a maximum of 12 month search for data.

	Summary Report
	Unchecked
	· For some Standard Reports, a “Summary Report” option is available. We recommend that users use this option if it is the first time you are using a particular report.

· This option is selected by default. Once users are confident that they have the correct report and criteria, they can deselect this option by un-checking this box, located on the lower bottom of the search screen next to “Running a summary version…”


In this report, the Orange-Letter with an * fields are required and the Black-Letter fields are optional. If you would like to narrow your search, enter data in the non-required fields. This will generate specific data based on your specific search criteria.
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9.5  Top 25 NAICS By Agency

Business Scenarios
This report is ideal for answering this type of business question:

How much money did an Agency spend for the Top 25 NAICS Codes?
For instance, how much money did the agencies of the Department of Transportation spend for the Top 25 NAICS Codes? 

Entering the Search Criteria
To see the report, the user enters the following values in the criteria fields:

	Search Element
	Value
	Comment

	Criteria Name
	Product and Services Purchase
	If you wish to save the search criteria screen with customized information rename the Report Name field from “Default” to an appropriate label for the customized criteria screen. When you have completed this step select [image: image77.png]Save.
save )



. The saved search criteria will be displayed as a link under the original report link in the My Reports section. Otherwise, leave this field as “Default.”

	Department ID
	6900 
	· Type in the Department ID (if available). If you don’t know this identifier, you can click on the [image: image78.jpg]


 to search for the Department/Agency ID.

· 6900 is the Department ID for Department of Transportation.

· No “Wildcards” are allowed in the “Department ID” field.

	Agency ID
	69% 
	· Type in the Agency ID (if available). Otherwise, select the [image: image79.jpg]


 to search for the code.

· “69%” represents all agencies within the Department of Transportation. All the Agency IDs of Department of Transportation begin with 69. Appending the “%,” the system will search all the data for agency IDs starting with “69.” 

· Entering the value 6950, the system will search for only the data of Agency ID 6950. 

	From Date
	10/01/2003 
	· Start date for Fiscal Year 2004.

· Users should enter the date range required for the search in the “mm/dd/yyyy” format. 

· There is a maximum of 12 month search for data.

	To Date
	09/30/2004 
	· End date for Fiscal Year 2004.

· Users should enter the date range required for the search in the “mm/dd/yyyy” format. 

· There is a maximum of 12 month search for data.


In this report, the Orange-Letter with an * fields are required and the Black-Letter fields are optional. If you would like to narrow your search, enter data in the non-required fields. This will generate specific data based on your specific search criteria.
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9.6 All Categories of Small Business Awards by Department With SF281 Data

Business Scenarios
This report is ideal for answering this type of business question:

What are the total actions and dollars for all small business categories for a particular Department, including SF281 data?
For instance, what are the total actions and dollars for all small business categories, such as HUBZone Small Business, Women Owned Small Business, Veteran Owned Small Business, etc., including SF281 data, for the Department of Transportation? 

Entering the Search Criteria
To see the report, the user enters the following values in the criteria fields:
	Search Element
	Value
	Comment

	Criteria Name
	Small Business with SF281 Data
	If you wish to save the search criteria screen with customized information rename the Report Name field from “Default” to an appropriate label for the customized criteria screen. When you have completed this step select [image: image81.png]Save.
save )



. The saved search criteria will be displayed as a link under the original report link in the My Reports section. Otherwise, leave this field as “Default.”

	Department ID
	6900 
	· Type in the Department ID (if available). If you don’t know this identifier, you can click on the [image: image82.jpg]


 to search for the Department/Agency ID.

· 6900 is the Department ID for Department of Transportation.

· No “Wildcards” are allowed in the “Department ID” field.

	From Fiscal Tear
	2004
	· Start year for Fiscal Year 2004

· Users should enter the date range required for the search in the “mm/dd/yyyy” format. 

· There is a maximum of 12 month search for data.

	From Fiscal Quarter
	1
	· Start quarter for Fiscal Year 2004

· From Fiscal Quarter can only be 1, 2, 3, or 4. 

· There is a maximum of 12 month search for data.

	To Fiscal Year
	2004
	· End year for Fiscal Year 2004

· Users should enter the date range required for the search in the “mm/dd/yyyy” format. 

· There is a maximum of 12 month search for data.

	To Fiscal Quarter
	4
	· End quarter for Fiscal Year 2004

· To Fiscal Quarter can only be 1, 2, 3, or 4.  

· There is a maximum of 12 month search for data.


In this report, the Orange-Letter with an * fields are required and the Black-Letter fields are optional. If you would like to narrow your search, enter data in the non-required fields. This will generate specific data based on your specific search criteria.
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9.7 Supplies and Equipment

Business Scenarios
This report is ideal for answering this type of business question:

How much money is an Agency spending for particular supplies and equipment categories? 
NOTE: To get specific contract numbers, use the “Product or Services Search” report.
For instance, how much money is an agency of the Department of Transportation spending for particular supplies and equipment categories? 

Entering the Search Criteria
To see the report, the user enters the following values in the criteria fields:
	Search Element
	Value
	Comment

	Criteria Name
	Supplies and Equipment
	If you wish to save the search criteria screen with customized information rename the Report Name field from “Default” to an appropriate label for the customized criteria screen. When you have completed this step select [image: image84.png]Save.
save )



. The saved search criteria will be displayed as a link under the original report link in the My Reports section. Otherwise, leave this field as “Default.”

	Department ID
	6900 
	· Type in the Department ID (if available). If you don’t know this identifier, you can click on the [image: image85.jpg]


 to search for the Department/Agency ID.

· 6900 is the Department ID for Department of Transportation.

· No “Wildcards” are allowed in the “Department ID” field.

	Agency ID
	69% 
	· Type in the Agency ID (if available). Otherwise, select the [image: image86.jpg]


 to search for the code.

· “69%” represents all agencies within the Department of Transportation. All the Agency IDs of Department of Transportation begin with 69. Appending the “%,” the system will search all the data for agency IDs starting with “69.” 

· Entering the value 6950, the system will search for only the data of Agency ID 6950. 

	Contracting Office Agency ID
	Blank 
	Leave this field blank if you want all the data for the contracting office agencies for the Department of Transportation.

· Ellipsis and Wildcard features are available.

	Contracting Office ID
	Blank  
	Leave this field blank if you want all the data for the contracting offices for the Department of Transportation.

· Ellipsis and Wildcard features are available.

	From Date
	10/01/2003 
	· Start date for Fiscal Year 2004.

· Users should enter the date range required for the search in the “mm/dd/yyyy” format. 

· There is a maximum of 12 month search for data.

	To Date
	09/30/2004 
	· End date for Fiscal Year 2004.

· Users should enter the date range required for the search in the “mm/dd/yyyy” format. 

· There is a maximum of 12 month search for data.

	Summary Report
	Unchecked
	· For some Standard Reports, a “Summary Report” option is available. We recommend that this option is used the first time you are using a particular report.

· This option is automatically selected by default. Once users are confident that they have the correct report and criteria, they can deselect this option by removing the check from the box located next to the Summary Report option.


In this report, the Orange-Letter fields with an * are required and the Black-Letter fields are optional. If you would like to narrow your search, enter data in the non required fields. This will generate specific data based on your specific search criteria.
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9.8 Socio – Economic Accomplishments

Business Scenarios
This report is ideal for answering this type of business question:

How can I tell how much an Agency and each contracting office spent for all of the categories of small business awards?
For instance, how can I tell how much money an agency and each contracting office of the Department of Transportation spent for all of the categories of small business awards, such as Small Disadvantaged Business, Women Owned Small Business, and HUBZone Small Business…etc.? 

Entering the Search Criteria
To see the report, the user enters the following values in the criteria fields:
	Search Element
	Value
	Comment

	Criteria Name
	Socio – Economic Accomplishments
	If you wish to save the search criteria screen with customized information rename the Report Name field from “Default” to an appropriate label for the customized criteria screen. When you have completed this step select [image: image88.png]Save.
save )



. The saved search criteria will be displayed as a link under the original report link in the My Reports section. Otherwise, leave this field as “Default.”

	Department ID
	6900 
	· Type in the Department ID (if available). If you don’t know this identifier, you can click on the [image: image89.jpg]


 to search for the Department/Agency ID.

· 6900 is the Department ID for Department of Transportation.

· No “Wildcards” are allowed in the “Department ID” field.

	Agency ID
	69% 
	· Type in the Agency ID (if available). Otherwise, select [image: image90.jpg]


 to search for the code.

· “69%” represents all agencies within the Department of Transportation. All the Agency IDs of Department of Transportation begin with 69. Appending the “%,” the system will search all the data for agency IDs starting with “69.” 

· Entering the value 6950, the system will search for only the data of Agency ID 6950. 

	Contracting Office Agency ID
	Blank 
	Leave this field blank if you want all the data for the contracting office agencies for the Department of Transportation.

· Ellipsis and Wildcard features are available.

	Contracting Office ID
	Blank  
	Leave this field blank if you want all the data for the contracting office agencies for the Department of Transportation.

· Ellipsis and Wildcard features are available.

	From Date
	10/01/2003 
	· Start date for Fiscal Year 2004.

· Users should enter the date range required for the search in the “mm/dd/yyyy” format. 

· There is a maximum of 12 month search for data.

	To Date
	09/30/2004 
	· End date for Fiscal Year 2004.

· Users should enter the date range required for the search in the “mm/dd/yyyy” format. 

· There is a maximum of 12 month search for data.


In this report, the Orange-Letter fields with an * are required and the Black-Letter fields are optional. If you would like to narrow your search, enter data in the non required fields. This will generate specific data based on your specific search criteria.
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10 Ad Hoc Reporting/Query Panel

This section specifies instructions for creating reports based on your selected criteria. Custom reports are created using queries. Queries access requested information from the database using objects in a universe. The requested data is returned in the form of a table which contains rows and columns. 
10.1 Defining a Query

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. Queries are sent to the databases in a language called SQL. However, when you use the HTML Report Panel you do not have to know any SQL. The HTML Report Panel presents the information available in the database as objects that have names and meanings familiar to you. These objects are organized in a structure called a universe. 

When you build a query, you are creating a request for information from a database. A request can be very simple, for example, total sales in California for the first quarter of last year, or more complicated, for example, an average age of customers who bought sweaters during the spring television promotion in Paris.

Note: Government users who wish to obtain reports other than those marked “Free” must register with FPDS-NG regardless of whether or not they will be entering data into the system.

10.2 Building Queries

You build queries in the HTML Report Panel using objects in a universe. A universe is a representation of the information available in a database. This information is presented in everyday terms that describe your business situation. The universe appears in the Universe pane to the left of the HTML panel. 
Figure 24. Query Tab
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10.3 Universe Components
Universes are made up of objects and classes. These are described below in Table 5:
Table 5. Universe Components
	Universe Components
	Description

	Object
	Named component that maps to data or a derivation of data in the database. You use objects in a query to retrieve data for your reports. For example, some of the objects in a human resources universe would be Names, Addresses, and Salaries. Each object maps to data in the database, and enables you to retrieve data for your reports.

	Class
	Logical grouping of objects. Each class has a meaningful name, for example; the class Store contains the objects State, City, and Store name.


A description of each selected object appears displayed in the status bar at the bottom left of the Query tab shown in Figure 25 to help you understand the data that each object represents. These descriptions are created by your administrator on the universe. Classes and Objects are presented in a tree structure as follows:
Figure 25. Universe Objects
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Objects represent different types of information. Objects are used to reference data that will ask a business question for a query. Objects provide specific details and additional information about the queried object. Objects are also used to provided calculations and measurements.
Table 6. Description of Objects
	Object
	Examples
	Description

	Dimension
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	Retrieves the data that will provide the basis for analysis in a report. Dimension objects typically retrieve character-type data, for example; customer names, resort names, or dates (years, quarters, reservation dates.)

	Measure
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	Retrieves numeric data that is the result of calculations on data in the database. For example; Revenue is the calculation of the number of items sold multiplied by item price. Measure objects are often located in a Measures class.


10.4 Classes and Subclasses

Objects are grouped into folders called classes. Each class can also contain one or more subclasses. Subclasses contain objects that are a further subcategory of the objects in the upper level of the class. The role of classes is to organize the objects into logical groups. When you create queries on the universe, classes help you to find the objects that represent the information that you want to use in a query.
10.5 Running a Query

You use a universe to build a query in much the same way that you use nouns and verbs to construct a sentence. The dimension objects form the subject matter for the query. These are the objects that contain the information you want to retrieve, and a measure gives the query its required action, it tells the query what to do with the information represented by the dimensions.

10.5.1 Purpose of Building a Query

You build a query to answer a business question that requires data from a database. The query is your means to ask the database for information.

10.5.2 Using the Universe to Build a Query

From the universe, you select the dimensions and details that represent the information that want to retrieve, and add them to a work space called the Results Objects pane. You add one or two measure objects that represent the calculation, or the action that you want to perform on the information. Once you have constructed your query, you then run the query against the database.

10.5.3 Running a Query

When you run a query, you tell the universe to send the statement that you have constructed in the Results Objects pane to the database. The statement is processed in the database, and the results are sent back to the HTML panel in the form of a document. The document contains all the information that you have asked for in the query arranged in columns and rows.

10.5.4 Returned Data is Stored for Analysis

The data that is returned in a query is stored in the document. The document that displays the data as a table is a flat projection of the data which is stored as a cube.

10.5.5 Data Stored in a Cube

Physically returned data is not stored as a cube, but conceptually it is convenient to refer to this data as being stored as a cube. Each of the columns in a returned document represents an axis in the cube. You can edit the document by swapping and manipulating the data within the cube on any axis. When you swap or change data from one axis to a different axis, the new result is again projected as a flat table in the resulting document. The data stored in the cube allows you to create a report that corresponds to your business needs without having to send another query to the database. If you want to add information to the document that is not in the cube, then you must add the object to the query and run the query again to get the new information.

10.6 Building a Simple Query

You build a query by selecting objects in the Universe Objects pane and adding them to the Results Objects pane. You can set various properties for the query, and then run the query to get the data for each object. The following is an overview of the steps that you follow to build a query. Each stage is described in more detail in its corresponding section. A procedure for the whole process is given in the section you can control the amount and type of data that is returned for an object by setting filters on the object. This is described in the section “Defining Query Filters.”

10.7 Using the Universe Objects Pane

The objects that you can use in a query are contained in a universe. The universe is displayed in the Universe Objects pane at the left of the HTML Report panel. Within a universe, objects are organized in folders called classes which are arranged in a tree view in the Universe Objects pane. Each class is attached to the tree by a node. You click the node alternatively to open the class folder to display its objects or close the class folder to hide its objects. You navigate through the objects in a universe by expanding and closing classes. Navigate the Universe Objects pane to find the objects that you want to use in the query.
10.8 Opening and Closing a Class Folder

You open a class folder to display its objects. You close a class folder to hide its contents. Opening a class folder is called expanding a class. To expand a class, click a plus node next to the class that contains the object that you want to use in a query, shown below in Figure 26.
Or

Click a class folder to expand the class. The objects contained in the class appear in the tree view. To close a class, click a minus node next to the class that you want to close.

Or

Click an open class folder. The class closes. The objects contained in the class are no longer displayed.
Figure 26. Query Tab
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10.9 Building the Query

You build a query by selecting objects in the Universe Objects pane and clicking the Add button to add the object to the Query panel. You can also remove an object from the Query panel at any time.
10.10 Adding an Object to a Query

To add an object to a query:

1) Verify you are on the Query tab of the HTML Report Panel.

Figure 27.  Query Tab
[image: image97.png]



2) Open a class. The class expands to show the objects that belong to the class.

3) Double-click an object in the Universe Objects pane.

Or

Drag an object from the Universe Objects pane and drop it onto the Result Objects pane.

Or

Select an object on the Universe Objects pane, then click the[image: image98.png]R S L S S L




. The object appears in the Results Objects pane.
10.11 Removing an Object from a Query

To remove an object from a query:
1) Verify you are on the Query tab of the HTML Report Panel.
Figure 28. Query Tab
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The objects selected for the query appear on the Result Objects pane.

2) Drag an object from the Result Objects pane and drop it onto the Universe Objects pane.

Or

Select an object in the Result Objects pane and then click the [image: image100.png]


. The object is removed from the Results Objects pane and is no longer part of the query definition.

10.12 Setting Query Properties

You can set properties for the query that can optimize the time taken for the query to run, or the amount of data returned. You can set the query properties described in the table below.
Table 7. Query Properties
	Property
	Description

	Max rows retrieved
	Maximum number of rows of data that can be returned when a query is run. If you only need a certain amount of data, you can set this value to limit the number of rows of data that is returned to your document. This prevents a query taking too much time if there is a lot of data to return that you do not need to have in the document. 

	Max retrieval time
	Maximum time that a query can run before the query is stopped. This can be useful when a query is taking too long due to an excess of data, or network problems. You can set a time limit so a query can stop within a reasonable time.

	Retrieve duplicate rows
	In a database, the same data may be repeated over many rows. You can choose to have these repeated rows returned in a query, or to have only unique rows returned. 


NOTE

NOTE: The Max rows retrieved setting can be overridden by the limits set by your administrator in your security profile. For example, if you set the Max rows retrieved setting in the HTML report panel to 400 rows, but your security profile limits you to 200 rows, only 200 rows of data will be retrieved when you run the query.

10.13 Selecting Query Properties

To select query properties:

1) On the Query tab, click the Expand Properties Zone button shown below in Figure 29.
Figure 29. Query Properties Button
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The query properties options are displayed, shown below in Figure 30.

Figure 30. Query Property
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When you run the query, WebIntelligence applies the selected properties.

759

10.14 Query Filters

This section explains how you filter the query behind a WebIntelligence document. Retrieve only the values from the data source that correspond to the specific information you want included in the document. By filtering the data you retrieve from the data source, you focus the document to answer a specific business question, limit the document size, and minimize the time it takes to display the data in the report table or chart. This section explains:

· How query filters work

· How to choose from the types of query filters available to you

· How to apply predefined filters

· How to define your own custom filters

· How to combine filters on a single query

· How to edit or remove query filters
10.14.1 Query Filter Process
Corporate data sources contain thousands of rows of data. The dimensions and measures you choose when you define the data you want to retrieve may each have thousands of values corresponding to them. For example, the Product dimension could have hundreds of line items with thousands of categories for those lines. Usually when you build reports, you want to focus on a specific product line, country, customer group, or time period. To only retrieve the specific data that interests you for the document you are creating, you define filters when you define the query.
10.14.2 Difference between Query Filters and Report Filters

WebIntelligence allows you to apply filters at two levels:

· The query definition – this is the data defined on the Result Objects pane on the Query tab, which is retrieved from the data source and returned to the WebIntelligence document.
· The data displayed in a report – this is a subset of the query definition data that you want to display in a specific report table or chart in the document.
Filters you apply to the query definition are called query filters. You use query filters to reduce the amount of data retrieved from the data source. Query filters decrease the time it takes to run the report and ensure that only the data relevant to the report users is saved with the WebIntelligence document. Filters you apply to the data displayed in a report are called report filters. You use report filters to restrict the values displayed in the report table or chart. The values hidden by the report filters are still saved with the WebIntelligence document. You can modify the report filters to display different values in the report or remove the report filters to display all the values retrieved from the data source. This chapter tells you how to create and apply query filters. 
10.14.3 Filter Components
To create a filter, you need to specify two elements:

· A filtered object

· An operator
Figure 31, shown below, demonstrates filtering the data source to retrieve only values for the Accessories product line. To display data only for the Accessories product line, select the operator “Equal to.”
Figure 31. Query Filters
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When you run the query, WebIntelligence applies the operator to the filtered object and retrieves the value(s) from the database. You can filter multiple objects in a report. For example, you can create another filter on the [Sales Revenue] measure to focus your data to a more specific range of results, shown below in Figure 32.
Figure 32. Query Filters
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When you run the report again, WebIntelligence displays the range of values for the lines and sales revenue range you specified in the filters.
10.15 Objects to Filter on a Query

You can define filters on any of the dimension, measure, or detail objects listed on the Universe Objects tab, shown in Figure 33.
Figure 33. Universe Objects Pane
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For example, you can filter the [Year] dimension to return values for a specific year, filter the [Revenue] measure to return values for a range of revenue figures, or filter the [Postal Code] detail to return values for a specific postal area. 
10.16 Choosing an Operator

It is important to understand the effect of the operator you select when you define a report filter. Table 8 shown below lists the operators available for report filters and provides an example of each operator in the context of a business question: 
Table 8. Operator Definitions
	To Obtain Data…
	Example
	Select
	Create the filter

	equal to a value you specify,
	retrieve data for the US only,
	Equal to
	[Country] Equal to,

 US

	different from a value you specify, 
	retrieve data for all quarters except Q4,
	Different from
	[Quarter] Different from, Q4

	greater than a value you specify, 
	retrieve data for customers aged over 60,
	Greater than
	[Customer Age] Greater than, 60

	greater than or equal to a value you specify,
	retrieve data for revenue starting from $1.5M upward,
	Greater than or equal to 
	[Revenue] Greater than or equal to, 1000500

	lower than a value you specify,
	retrieve data for exam grades below 40,
	Less than
	[Exam Grade] Less than, 40

	lower than or equal to a value you specify,
	customers whose age is 30 or less,
	Less than or equal to
	[Age] Less than or equal to, 30

	between two values you specify that includes those two values,
	weeks starting at week 25 and finishing at 36 (including week 25 and week 36), 
	Between
	[Weeks] Between, 
25 and 36 

	outside the range of two values you specify,
	all the weeks of the year, except for weeks 25 - 36 (week 25 and week 36 are not included), 
	Not between
	[Weeks] Not Between, 25 and 36

	the same as several values you specify,
	you only want to retrieve data for the following countries: the US, Japan, and the UK,
	In list
	[Country] In list, 
US; Japan; UK

	different from the multiple values you specify,
	you don’t want to retrieve data for the following countries: the US, Japan, and the UK,
	Not in list
	[Country] Not in list, US; Japan; UK

	for which there is no value entered on the database, 
	customers without children (the children column on the database has no data entry),
	Is null
	[Children] Is null

	for which a value was entered on the database, , 
	customers with children (the children column on the database has a data entry)
	Is not Null
	[Children] Is not Null

	that includes a specific string, 
	customers whose date of birth is 1972,
	Matches pattern
	[DOB] Matches pattern, 72

	that doesn’t include a specific string, 
	customers whose date of birth is not 1972,
	Different from pattern
	[DOB] Different from pattern, 72

	that corresponds to two values you specify, 
	Telco customers who have both a fixed telephone and a mobile phone,
	Both
	[Account Type] Both, fixed and mobile

	that corresponds to a single value and does not correspond to another value specified 
	Telco customers who have a fixed telephone, but don’t have a mobile phone,
	Except
	[Account Type] fixed Except, mobile


10.17 Filter Data without Including the Corresponding Objects

Query filters limit the data returned to the document from the database. They filter the data definition of the whole document. You can choose to:

· Include the object you filter among the objects available in the document

Or
· Filter the object without including the object in the document

The illustration shown below in Figure 34 is an example of each.
Figure 34. Filtering Data
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Filtering data not displayed in the report allows you to limit the size of tables and charts and show only the values you need to analyze. It is also useful if you want to filter a query to limit the document information to specific values, but you don’t want other users who modify the reports to see the filtered object.
10.18 Types of Query Filters

You can apply three types of filters to queries when you define queries using the WebIntelligence HTML Report Panel:

· Predefined filters – created by your administrator so you don’t need to define the same commonly used filters each time you build a query

· Custom filters – you define when you build a query

You can combine all three types of filters on a single query.
EXAMPLE

Example: What are the profit margins at stores in just one of the states for which I have data? And how can I enable product line managers to retrieve data only for their product line when they view the report? In this example, you are the Regional Marketing Manager for California. The sales database includes sales information for stores nationwide for all years since your company started doing business. You want to analyze sales revenue only at stores in the state of California and you are interested in revenue for only this year. In addition, you want to send the same report to each of your Product Line managers and enable them to generate a version of the report that displays the sales revenue only for the product line they manage. To do this, you use the WebIntelligence Query Filters tab shown below in Figure 35 to apply all three types of WebIntelligence query filter.
Figure 35. Query Filters Tab
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When you run the query, WebIntelligence returns the values to the document that corresponds to this year’s sales revenue for accessories at stores in California. The results display on the report. table shown below in Figure 36.
Figure 36. Report Table
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To avoid displaying the values California and 2003 repeatedly in the table columns, you did not include the objects [State] and [Year] on the Result Objects panel on the Query tab, but the filters on [State] and [Year] still limit the data returned to the document.

10.19 Always Analyze Figures for the Current Year in Reports

In this example, you are building a report to analyze sales figures by quarter, for the current year. Building reports based on this year’s results is a typical reporting practice at your company. Your administrator has created a predefined filter at the universe level called [This Year]. When you view the Universe Objects on the Query Filters tab, the “This Year” filter is displayed in the Year class shown below in Figure 37.
Figure 37. Query Filters
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You select the predefined [This Year] filter when you define the objects for inclusion in the query. When you run the query only values for the current year are returned to the report table, shown below in Figure 38.
Figure 38. Report Table
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10.20 Including a Predefined Query Filter

To include a predefined query filter:

1) Click the Query Filters tab. The predefined filters are indicated by the filter icon in the Universe Objects pane shown below in Figure 39. 
Figure 39. Query Filters
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When you run the query, only the data corresponding to the filter(s) you selected is returned to the report. You can apply multiple filters to the same query by combining predefined filters with other predefined filters, and custom filters.

10.21 Creating Custom Query Filters

With WebIntelligence you can restrict the document information to those values relevant to your specific business question, by using query filters.
10.21.1 Sales for a Single Product Line

In this example you need to analyze sales revenue for the Outerwear product line, for which you are responsible. The database includes data for all product lines sold by your company. To retrieve only the sales information for the Outerwear product line, you need to apply a filter to the [Line] dimension shown below in Figure 40.
Figure 40. Query Filters Tab
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When you run the query, only sales information for Outerwear is returned to the report shown below in Figure 41.
Figure 41. Report Table

[image: image113.png]gEsigR

eremnan e © ©





10.22 Combining Filters

You can apply filters to a single query in a WebIntelligence report:

The following section tells you how you can combine these filters in a single query to focus the data selection returned to the report even more. 
10.23 Sales for Stores Last Quarter in the State of Each Manager’s Choice

In this example shown below in Figure 42, you need to build a report that analyzes store sales for the previous quarter only. In addition, you want to share the same report with regional sales manager in each region and allow each manager to view information concerning his or her region. The database includes data for all states and all quarters. When you define the query, you include a filter on [Year] and [Quarter] to restrict the information to data for the current year in Q4.
Figure 42. Query Filters
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The results displayed in the report correspond to stores in Florida for the current year in Q4.
10.24 Combining Multiple Query Filters

To combine multiple query filters:

1) Create the filters. 
2) By default, the filters are combined with the And operator. 
3) You can leave the And operator or change it to Or. 
Table 9 shown below explains the difference between And/Or:

Table 9. And/Or Operators
	You want to retrieve
	Example
	Select

	Data true for both filters
	Customers who ordered supplies in Q1 and who are based in the US (The data you retrieve will include: US customers who place orders in Q1)  
	And

	Data true for any one of the filters
	Customers who ordered supplies in: Q1 or who are based in the US (The data you retrieve will include: worldwide customers who placed orders in Q1 and US customers who placed orders during any quarter). 
	Or


To change the operator, click the arrow next to the operator check box and select the other operator:
Figure 43. Query Filters
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The new operator is displayed.
Figure 44. Query Filters
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Queries are built by defining the data on the Query tab and the Query Filter tab. Selecting items from the Universe Objects box defines a query and customizes information generated on a report. 

10.24.1 Selecting Objects

The Query tab shown in Figure 45 is used to select objects, and choose query properties. 
Figure 45. Query Tab
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1) Query tab - this is where you define the data definition for a document.

2) Universe Objects pane - displays the objects available on the selected universe. Each object represents a set of data on the database.

3) Results Objects pane - displays the objects included in the document.

4) Query Properties pane - offers options to optimize the query.

5) Next button – advances to the Query Filters tab where you can define filters to limit the data returned to the report.

6) Run/Apply button – runs the query or applies modifications, and generates the report.

7) More Report Options – displays additional tabs to format the report and organize report data.
10.25 Filtering Queries

The Query Filters tab shown in Figure 46 is used to define query filters. Filtering the query limits the data that WebIntelligence retrieves from the database so that only the information necessary for a specific business need is returned to the document.
Figure 46. Query Filters
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1) Query Filters tab – this is where you define filters on the query to limit the data returned to the report.

2) Universe Objects pane – displays the objects and predefined filters available on the selected universe.

3) Query Filters pane – displays the filters on the query. You define filter operators and values in the top part of the pane. The filters are listed in the lower part of the pane.

4) And/Or operators list box – you select the And/Or operator here to combine multiple filters. Using the “And operator” applies the same filter for each selected object. Using the “Or operator” applies different filters to each selected object. 
5) Back button – returns to the Query tab.

6) Next button – advances to the Report tab.

7) Run/Apply button – runs the query or applies modifications, and generates the report.

8) More Report Options – displays additional tabs to format the report and organize report data.

10.26 Choosing a Template to Display Report Values

The Report tab shown in Figure 47 is used to display report values on the Report tab.  
Figure 47. Report Templates
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1) Report tab – this is where you choose a table or chart template and then allocate objects to specific areas on the selected template. You also create sections on this tab.

2) Result Objects pane – displays the objects included in the document.

3) Report Definition pane – you define the structure of the report here.

4) Current Report – You select a report here to define its data content and formatting.

5) Sections area – you add objects to this area to create sections on the report.

6) Block type list box – you select table and chart templates here.

7) Apply button – applies a selected table or chart template to the report data and allows you to reallocate the data to different table cells or chart axes as necessary.

8) Block preview – you allocate objects to areas of the table, form, or chart here.

9) More Report Options – displays additional tabs to format the report and organize report data.

10) Back button – returns to the Query Filters tab.

11) Next button – advances to the Report Filters tab. (The Report Filters tab appears if you select the More Report Options check box.)

12) Run/Apply button – runs the query or applies modifications, and generates the report.

10.27 Setting More Report Options

The More Report Options check box shown in Figure 48 is used to filter the report, format the report block, and organize the report information.  
Figure 48. Options Tab
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When you click the More Report Options check box, the following optional report tabs appear:

· Report Filters – you define filters to limit the information displayed on the report here

· Properties – you add breaks, sorts, and predefined calculations here

· Format – you define custom formatting for report cells here (including fonts, background colors, and images)

10.28 Filtering Report Values

Using the Report Filters tab shown in Figure 49 select objects on a report and define criteria to filter the values displayed on the report for those objects. For example, you can filter the report to only show information for specific year(s) or ranges of revenue.
Figure 49. Reports Filter Tab
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1) Report Filters tab – this is where you specify filters to limit the information displayed on the report.

2) Result Objects pane – displays the objects included in the document.

3) Current Report – You select a report here to define its data content and formatting.

4) Report Filters pane – displays the filters on the report. You define filter operators and values in the top part of the pane. The filters are listed in the lower part of the pane.

5) OK button – confirms the definition of a new or modified filter.

6) And/Or operators list box – provides And/Or operator to combine multiple filters.

7) Back button – returns to the Report tab.

8) Next button – advances to the Properties tab.

9) Run/Apply button – runs the query or applies modifications, and generates the report.

10.29 Adding Breaks, Sorts, and Calculations

The Properties Tab shown in Figure 50 is used to add breaks to a report, group related information in tables, and add predefined business calculations to table columns or rows displaying measures. You can also sort values displayed in tables and charts. You select all of these options on the Properties tab.
Figure 50. Properties Tab
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1) Properties tab – this is where you add breaks, sorts, and calculations to a report.

2) Current Report – You select a report here to define its data content and formatting.

3) Result Preview pane – provides a graphical preview of the report structure. You select a specific area of a report, table, or chart here. You can then define breaks, sorts, or calculations for the object selected in the Select an Object pane.

4) Select an Object pane – select the object on which you want to add a break, sort, or calculation.

5) Breaks pane – add a break and define the properties for the break here.

6) Sort pane – select a sort order here.

7) Calculation – select one or more calculations to insert them in the table footer.

8) Back button – returns to the Report Filters tab.

9) Next button – advances to the Format tab.

10) Run/Apply button – runs the query or applies modifications, and generates the report.
10.30 Formatting Reports

Format reports by selecting formatting properties on the Format tab shown in Figure 51. For example, you can choose the format of fonts, background colors, and borders on report pages, sections, tables, and charts.

[image: image123.png][ oy | oumyrmes | res | resedfies | posstes  UTTTTRE

To format the report, cick a report slement nthe Resut Preview pane.

p— Current report: [Reportt v
[ Peoeescer Headers el T em
Beckgroundcoor. [NoFl
Calumns “
el T em
By
Beckgroundcdor. [NoFl v
Page Focter —
Report Title [ how report e cel ;W;" m
Table poston: [032  em Show ofject name
ormat e e T

Pagelayout  Pagesize |Ad

<[]

Orertatiars [ Portrat

Margins Top 201 em Lot [201  em

Botton:





Figure 51. Format Tab
1) Format tab – you select formatting properties for a selected area of a report here

2) Current Report – You select a report here to define its data content and formatting.

3) Result Preview pane – provides a graphical preview of the report structure. You select a specific area of a report, table, or chart here and then define formatting properties for the selected area in the Format pane.

4) Format pane – provides specific formatting options that correspond to the selected report area.

5) Back button – returns to the Properties tab.

6) Run/Apply button – runs the query or applies modifications, and generates the report.
11 EXERCISES

11.1 Exercise 1, Building Queries

Building a query identifies specific information from the database and creates a report using the specified information. The Universe Objects box displays a list of objects available on the selected universe. Each object represents a set of data on the database. The Query tab defines the data definition for the document by selecting objects from the universal objects and shifting them to the results objects.


Query Tab

1) To access Ad-Hoc Reporting, from the Main Navigation Screen select[image: image124.jpg]
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Alltransactions by 8(a) contractors.
Actions for small business vendors in a HUB Zone.

Competed, Hot Competed, and Hot Available For
Competition.
Competition and 8(a) Award information by Agency.

Contract Actions Exceeding Selected Dollar Amount.

Key information on Contract Actions.
Alltransactions for one contract by Agency.

Al actions by selected contractors.

Al contracts in Draft or Error status.

Humber of actions and dollars awarded by Agency.

Total procurement dollars abligated for each state.
Humerous categories of key procurement performance.
data,

Last login date for all users in an organization.

Dollars obligated by county for a state.
All users for a DepartmentiAgency.

List of all users who have never logged in for an.
organization.
‘Agencies awarding work in the selected state or country.

‘Awards by HAICS category.

Actions and Dollars for Other Services and Construction
by Agency.

Performance statistics for all agencies and sub-agencies
by Department.

Performance statistics for all contracting offices by
Agency.

Performance statistics for all departments.

Awards to selected PSC.

Allproducts and services purchased by state or country.
Contracts with missing sequencial modification numbers.

‘Summary of alltransactions for a contracting organization
by PID.

Alltransactions for a contracting rganization by
contractor.

Research and Development Summary by R and D Category.

Totals of various types of small business awards.



.

3) The Ad-Hoc Query Screen is displayed with report option tabs to customize a report.

4) Universe Objects – Select “Agency ID, Department ID, and PIID.”

5) Next button – Select [image: image126.png]


to access the Query Filter tab to define filters to limit the data returned to the report.

6) Universe Objects pane – Under the Award Information list select “Agency ID”.

Query Filters Tab
7) Query Filter Window – Displays the Agency ID filter on the query. Change the query filter by selecting “Between.” 

8) Value 1- Enter “9700” in the Value 1 field, and “97AS” in the Value 2 field.

NOTE: To perform the query properly it is important to use Caps for the AS in the Value 2 field.
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” to add the value to the filter window.
10) Next button – select [image: image128.png]


to access the Query Filter tab to define filters that limit the data returned to the report.

Report Tab

11) Result Objects Window – this window displays the objects included in the document. Objects can be added or removed from the columns window. The Columns window defaults with the Agency ID, Department ID, and PIID. 

12) Sections area – Select the “Sections field” to define the structure of the report. Under the Results Object Window select “Agency ID and Department ID.” 

13) Block type list box – If the block type is horizontal use the drop down menu to select “Vertical Table”. And then select “Apply.”  

NOTE: [image: image129.png]


 changes a selected table or chart template on the report data and allows you to reallocate the data to different table cells or chart axes as necessary.
14) Run Button – Select [image: image130.png]


 to generate the query report. The report should be similar to the report shown below in Figure 52. 
Figure 52. Report Query
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11.2 Exercise 2, Creating a Query for Actions


Query Tab
1) Universe Objects - Select “Agency ID, Date Signed, Place of Performance Country Code, and Product or Service Code.”

Query Filter Tab
2) Next button – Select [image: image132.png]


to access the Query Filter tab to define filters that limit the data returned to the report.
3) Universe Objects pane – Under the Award Information list select “Agency ID.”
4) Query Filters Window – Displays the Agency ID filter on the query. Leave the query filters set to “Equal to.” 

5) Value 1- Enter “4740” in the Value 1 field.

6) Select “[image: image133.png]A FPDSNG - Ad Hoc Reports - Microsoft Internet Explorer ol x|
He B Von ratcs ok b |
woack ~ = - @[3 4| Qearch | @ravorres Preda 3| B S =1 H @
Address [ €] htps:/foreprod.Fodsng.camiFRDS-Adhoc] QueryPanelCreatingWebiDocumentdef ault Jsp7user Type tpstaie] @G0 |Links 7
Favortes x
Biadd.. Rjorc )
Ctinks New ) Cloe )
vedia
W scronym Ficer
L sitran piways .. || L__Guery Report I bore Regort Optons
€1 ANTONYM Finer...| | T0 e 2 cery, sk fjects from he Lnivrse Objects pan o he Guery Fiters pane.
Epeta sie
E1ccR sewchpooe
FPDS Ad Hoc Guen
oogle A i  Agency D
548 Award nfornation
@ nfoplease Defr y
) Marior-Helpdes @ Award Stetus Code BT — @ constert
@ Msi.com B Award Type € Prompt T with List o Vales
100 The Border i, 8 Cortracting Office Agenc
@ Contracting Office ID
&) production LIvE! bl
Qe 7016 e e v Kl ciocono msateer
€)Rado Station Guide @ Courtry Code
@ Currert Completion Date @
&) warrenton Times. @ Currert Cantract Value
[TEN @ Date Signea
&) pre-prod (F0s- @ Departnert D
@ Dolers Obigted
© Dolers Otigated Sum
@ Effective Date
@ Funding Office Agency Il
@ Funding Office ID.
8 Location Code Select an operator to combine multiple filters
& Locstion Stete Cace i "
& Mod Number
< oo 3
& & @ e v




” to add the value to the filter window.

7) Universe Objects pane – Under the Award Information list select “Date Signed.”
8) Query Filter Window – Displays the Date Signed filter on the query. Change the query filter by selecting “Between.” 

9) Value 1 and Value 2 - Enter “10/01/2003” in the Value 1 field, and “03/15/2004” in the Value 2 field.
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” to add the value to the filter window.

11) Universe Objects pane – Under the Award Information list select “Place of Performance Country Code.”
12) Query Filters Window – Displays the Place of Performance Country Code filter on the query. Leave the query filters set to “Equal to.” 

13) Value 1- Enter “US” (enter US in caps) in the Value 1 field.
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” to add the value to the filter window.

15) Next button – select [image: image136.png]


to access the Query Filter tab to define filters that limit the data returned to the report.
Report Tab
16) Result Objects Window – this window displays the objects included in the document. Objects can be added or removed from the columns window. The Columns window defaults with the Agency ID, Date Signed, Place of Performance, and Product or Service Code. Leave this field as it appears.

17) Sections area – Select the “Sections field” to define the structure of the report. Under the Results Object Window select “Agency ID and Product or Service Code.” 

18) Block type list box – Use the drop down menu to select “Vertical Table”. Next select “Apply.”

19) NOTE: [image: image137.png]


applies a selected table or chart template to the report data and allows you to reallocate the data to different table cells or chart axes as necessary.

20) Run Button – Select [image: image138.png]


 to generate the query report. The report should be similar to the reports shown in Figure 53, Figure 54, and Figure 55.

Figure 53. Ad-Hoc Report
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Figure 54.  Ad-Hoc Report
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Figure 55. Ad-Hoc Reporting
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