Appendix 10 

Reports Process


1.
Concept Statement.   The purpose of this process is to provide Echelon 2 or higher users the ability to view READ-only personnel data for a single Marine or a defined group of Marines that is within their unit scope of permissions.  Users will be able too view this personnel data by either selecting a report from a set of “Standard Reports” or will be able to create “Ad Hoc” reports.  Both standard reports and ad hoc reports will have the capability to “Drill down” - allowing the user to select (filter) a record or series of records and view more detailed information on the selected record(s).  The Ad Hoc Reports capability will allow the user to create a view of the data and define what information from the database is seen and how it is structured.  This process will drastically improve the accessibility of MCTFS personnel data so that leaders at all levels can view that data and make decisions.  The ability to view the single source of Marine personnel data (MCTFS) via an easy to use interface is the first step in ensuring our data is accurate and current.

2.
Business Process Rules – Core Functions.  


a.
For both standard reports and ad hoc reports, there are two categories of data that could be presented in a particular report.  The report could contain data pertaining to 1) a single individual Marine, or 2) a group of Marines defined by some criteria. 


b.
Users who only possess Echelon 1 level permissions may only view reports on themselves.  In other words, they can only view Reports pertaining to an individual Marine and, then, only on them selves.  These Echelon 1 users shall not have access to standard “Group Reports” or the Ad Hoc report creation/viewing area.



(1)
The current version of MOL allows all users to view their personal data via a menu mechanism that lists various “Individual Marine” reports (BIR, BTR, RED, etc.).  This functionality will remain intact.  



(2)
After BCP-1 implementation, users that possess Echelon 2 or higher permissions will still access this menu mechanism to view their own personal data.



(3)
The current version of MOL allows any echelon 1 user to view “Group Reports” such as an Alpha Roster, Inbound Roster, etc.  This functionality will be removed.  Viewing of these reports will be restricted to users who possess Echelon 2 or higher permissions and, even then, they will only contain data on Marines within their unit scope for the Reports Process.



(4)
  All Echelon 1 users will continue to have access to the current MOL application “Group Report” currently listed as “Lineal” under “Reports” on the MOL menu.  Recently MIP & MARCORSYSCOM approved a PTR to modify this report such that it is not really a “Lineal List” report, but, rather, it is a “By Rank/MOS” group report.  This new functionality should be implemented for all Echelon 1 users.  It recommended the name of the report be changed to “Rank/MOS” Report. 


c.
Reports Work Area.  Users with Echelon 2 level permissions or greater will be able to access an area where the may select the types of reports:  Standard Reports or Ad Hoc Reports.  The following functionality shall apply to all reports (Standard or Ad Hoc) unless otherwise indicated.



(1) If the elect to work with standard reports, they will be able to select a standard report from a list.  See list of Standard Reports below.



(2)
If the report will only contain data on a single individual Marine, the user may designate the individual Marine who will be the subject of the report by the following methods.  

· Be presented with a list of all the in the names in the user’s unit scope for the Reports task.  The display of names will be the full name and rank listed in alphabetical order.   The names will be click-able/selectable such that activating it would produce the desired report on that Marine.

· Enter an SSN.  Only search/return names for matches within the user’s unit scope.  Then the user is able to select a name from the search results and activate the desired report for that Marine. 

· Enter Last Name.  Only search/return names for matches within the user’s unit scope.  Then the user is able to select a name from the search results and activate the desired report for that Marine.



(3)
If the report will contain data on a group of Marines, the user will be presented with some type of interface by which he/she can define the criteria of the search.  The interface will allow the user to define the unit scope they wish to view.

For example a Battalion S-3 might have unit scope of his/her entire Battalion (Present_RUC) and wishes to view the PFT roster.  The S-3 would need to define the unit scope of the PFT report.  The S-3 could select the whole Battalion (RUC), or may wish to see a roster of a specific Company.  In the latter case, the S-3 would first select his/her RUC, then the desired Company (B Company within that RUC).  The resulting report would be a PFT report for B Company. 



(4)
MISSOs shall have the capability to create new (additional) predefined reports that can be added to the “Standard Reports” list.  In other words, the MISSOs can create their own “Ad Hoc Reports” and then make them available to their jurisdiction’s list of available “Standard Reports.”



(5)
All Fields sort-able.  All reports will have the functionality such that the user may sort the data in the report.  Additionally, there shall be capability for the user to designate multiple sort criteria which implements “nested” sorting.  For example, a user may want to sort first by Rank, then within Rank by Last Name.



(6)
Column/Row Hiding.  Users will have the capability to add/hide columns/rows to the viewed report from the defined set of data fields.  Users who have SSN visibility must be able to turn on/off the SSN field for printing.  



(7)
All fields in reports (Standard and Ad Hoc) should have the ability to be “filtered.”  Provide drop down lists where appropriate to aid in defining the filter criteria, e.g. Grade (E1, E2, E3, …etc.).  In cases where a drop down list is not appropriate, the filter definition will be defined by the user in some type of free-form text input.   Filtering of data must allow for a filter within filter so that a subsequent filter applies only to the previous filter and not the entire data set.  If a subsequent filter is defined to data already on display, the option to apply the filter to the found set of records (drill down) or to apply it to the original data set shall be available.

For example, suppose a user creates an Ad Hoc Report defined on a unit scope for a single Battalion (single RUC) and then sees the resulting data has hundreds of records.  The user could then “requery” this data by selecting one of the fields (e.g. Grade) and “filter” the Battalion’s data to only display “E-7” or all Officers (W1-W5 & O1 – O10).

Another example:  A 1stSgt selects an alpha roster of the Marines in his Company.  He then decides to “drill down” and only look at the Staff Sergeants (Grade = E6) that have not attended the appropriate level professional military education.



(8)
Filtering via multiple conditions must also be available for new filter or drill down.  In other words, the user may define multiple criteria for various data fields and then apply that filter to the desired report.


(9) Reports must have the capability to be printed.  Because of the functionality defined above for filtering, sorting etc., it is envisioned that the are two “report views”:  1) One view that has web user interface architecture to aid in report design and 2) one view that is “printable and has no interface architecture.  There should be no Web Application architecture (navigation menu items, banners, etc.) along the edge of the printable report…just the data in the target frame.  Users may input a text value for a Report Title and Date of the report.  

(10) The capability shall exist to save/export Reports to the client workstation.  Formats supported shall include Microsoft Word 2000 and Microsoft Excel 2000 file formats. This function may be combined with the print function.



(11) Aggregate Data.  It shall be possible for the user to define aggregate data for a resultant report.  Once the aggregate data is defined and calculated, the result should be displayed at the bottom of the report containing the data.  The user will be able to:

· Count of all Records

· Count of Record that meet a user defined Criteria

· Average (if applicable).  Avg PFT Score, Avg Proficiency Mark, etc.

· Sum (if applicable)



(12) Users will be able to save AD Hoc Reports definitions (saved queries).  These saved definitions will be associated with the user’s MOL profile such that the user may select that report definition during a subsequent MOL session and view the report without redefining the parameters of the report.  Provide a mechanism for the user to name the report definition and save it.  Saved definition should appear on some type of menu/mechanism that allows the user to select it and view the report.



(13) Time-To-Live.  When user loses their Echelon 2 or higher permissions that enabled them to view data on other Marines in the AD HOC reports area, all saved Ad Hoc Reports definitions will be deleted automatically from the MOL data source.  This functionality is desired since the saved definitions will be associated with a specific unit scope.  Once a user loses their permissions to view this data, the saved definitions will have no meaning since the user is no longer authorized to view that data.  


d.
Standard Reports.  The following is a list of standard reports that will be available for viewing.  These reports already exist for Self-Service viewing.  These reports will need to be able to be “wired” to a Marine or group of Marines defined by the Echelon 2-5 user.



(1) Reports on Individual Marines.

· BIR

· BTR

· RED

· ROS

· Education

· Awards

· Pay & Leave Information

· Retirement

· Reserve Info

· PersTempo Individual



(2) Group Reports.

· Alpha Roster (w/ SSNs)

· Birthday Roster

· Promotion Roster

· Inbound Roster

· Outbound Roster

· By Rank (“Lineal List”)

· BST Roster

· Driver Roster

· Gas Mask Roster

· Physical Fitness Test (PFT) Roster

· Rifle Qualification Roster

· Pistol Qualification Roster

e. Ad Hoc Reports.  When constructing an Ad Hoc report, the user must first determine if the Ad Hoc report will be a report containing data on a single Marine or a group of Marines. Once determined, they must either select the individual Marine (Individual Marine Report) or define the unit scope (Group Report).   Following these selections, the user will be able select the data fields that will appear on the report for the Marine or group of Marines.  



(1)
The user will be presented with “Plain English” field name descriptions.  For example, “PRESENT_GRADE_CODE” might appear as “Grade” and “PRESENT_DATE_RANK” would appear as “Date of Present Rank” or “DOR.”



(2)
Data values presented to the user will be in “Plain English”.  Many of the actual data values present in the MCTFS/ODSE database contain codes.  These code values are not human readable without aid of reference. Where the data values are “codes”, the data presented to the user should be “translated” into plain English by “wiring” the codes to an appropriate “Lookup Table”.  For example, “DUTY_STATUS_CODE” in the “Individual_Marine” table only contains data values in MCTFS codes format.  So if a particular Marine is in a full duty status, the user would not see the MCTFS code value of  “1”, but instead would see “Full Duty.” 



(3)
Fields Available.  Each Marine record in the MCTFS/ODSE database has hundreds of possible data fields.  Some of the data fields contain arcane data that would not be useful to the average Echelon 2/5 user.  As a result, it is desired to present only those data fields that could provide useful information.  Instead of listing each data field individually, below is description of the type of data fields that should appear as selectable to the user. 




(a)
All data fields found in the following tables: 


· Individual_Marine

· Awards

· Civilian_Educ_Info

· Composite_Score_R123

· Enlisted

· Govt_Eqpt_Opr_License_R141

· Grade

· Individual_Marine

· Marine_Arrears

· Marine_Child

· Marine_Command

· Marine_Dependent_Summary

· Marine_Family

· Marine_Info

· Marine_Next_Of_Kin

· Marine_Not_Notify

· MCI_Course_Info_R120

· MOS_Additional

· Off_Duty_Education_R120

· Officer

· Proficiency_Conduct_R110

· RED_MIA_Notify

· School_Special_Skill_R136

· Security



(b)
Some of the data fields contained in these tables may not be of use to the average user.  TSO shall use its discretion in determining which fields shall be presented.



(c)
Users should not see “raw” tables and data field names, but should be presented with some type of information categories from which to select.  For example:

· Basic Marine Date (Fname, Lname, Rank, etc.)

· Service Information (Rank, DOR, EAS. Etc.)

· Training Data (PFT Score, PFT Date, Current Pistol Score, Current Pistol Date, etc.)

· Formal Military Schools

· Civilian Education

· Test Scores

· MCI Correspondence Course Information

· RED Data

· etc.




(d) Provide logic to ensure the user selects the fields necessary to bind the Marine(s) to the other data fields desired.  For example, it should not be possible for the user to select PFT Score and PFT Date and not have selected the data fields of Lname, SSN etc.  By default, the data fields of Rank, LName, FName, and MI of the Marine(s) in the report should be selected.  The binding of the primary key (SSN) should be hidden by default unless explicitly selected by the user.

3.
Policy Changes.  None

4.
References.  None.

5.
Default Permissions for Reports Process.  As discussed in Appendix 2 – Workflow, there are a number of default permissions templates for the tasks contained in this SCR.  The following is the default permissions template for the roles listed in Appendix 2. 

	Role
	Unit Scope
	Grant
	Approve
	Active Reviewer
	Passive Reviewer
	View

	RUC Unit Commander
	RUC
	X
	
	
	
	X

	RUC Unit Executive Office (XO)
	RUC
	X
	
	
	
	X

	RUC Unit Sgt Maj
	RUC
	X
	
	
	
	X

	Company Level Commander 
	Co
	X
	
	
	
	X

	Platoon Level Commander
	Plt
	X
	
	
	
	X

	Work Section Level Leader
	Work Section
	
	
	
	
	X

	Officer of the Day
	RUC
	
	
	
	
	


6.
MCTFS Transactions Data.  None.

7.
Concerns.  None.

8.
Justification.  None. 

9.
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