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"The goal of education is the advancement of knowledge and the
dissemination of truth."

dated 19 September 2001
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Introduction and Purpose

Impromptu is the system used by both Operational
Data Store Enterprise (ODSE) and Unit Diary / Marine
Integrated Personnel System (UD/MIPS) to retrieve
data.

ODSE supplies mainframe data extracts and usable
access to data for the Manpower offices around the
world. The system provides the tools to quickly and
efficiently retrieve, analyze and report manpower
information.

Source data is extracted from the mainframe. The
target data for ODSE consists of master file data for
active duty and reserve Marines. The data is then
formatted and file transfer protocol (FTP’d) to four
deployed servers and loaded into an Oracle
database. The users access the data on the servers
with the Cognos tools of Impromptu and Power Play.

UDMIPS users do not connect to one of the deployed
servers, it connects to the Commanders Unit Diary
Database (CUDDB) but uses the same programs as
ODSE to retrieve the data via the Impromptu module
of UDMIPS.

This users guide will use visual examples from the
ODSE catalogs (Appendix B) vice the UDMIPS (CUDDB
(Appendix A)) catalogs for Impromptu.



Introduction and Purpose

This user guide was established to give the user a
visual, as well as an instructional guide to building
reports and is not within the normal parameters of
traditional Marine Corps manuals. Additionally,
within the software a user manual as well as
Impromptu books are available.

ODSE Users Manual
C:\PROGRAM FILES \ COGNOS \ USERDATA \ ODSE

Titled ‘ODSE User Manual’, this manual gives
information on system goals, hardware
requirements, current IP addresses, installation
instructions, setting up server connections and a
current listing of all the catalog fields.

Impromptu Books
C:\PROGRAM FILES \ COGNOS \ IMPROMPTU 5.0 \
BOOKS or click on HELP -> BOOKS ONLINE

-Discovering Impromptu

-Automate Impromptu Using Macros
—Request Server Guide
-Step-by-Step Impromptu Reports
-Mastering Impromptu

**The bolded books are recommended.**
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ODSE Basics

Impromptu is a windows based system for retrieving
data on personnel contained within the Marine Corps
Total Force System (MCTES) as well as other
databases regardless of their component via the
ODSE catalogs or the personnel maintained on the
CUDDB via the UDMIPS catalogs.

Access to the ODSE catalogs are available upon
request to your servicing MISSO.

It is important to note not all Impromptu users need
access to the ODSE catalogs. Some users only need
access to their specific RUC via UDMIPS.

Canned reports are available with the WORKSPACE
sub-directory of Cognos. Also, the MISSA webpage
has some awesome IMR files available.

ODSE is updated after every cycle and mirrors
information within MCTFS and various databases.

Before we start building reports lets look at some of
the definitions for terms that will be used throughout
this guide.









Definitions

Calculated Data Item

A data item that shows the result of an expression
that uses stored data. The value recalculates each
time a value in the expression changes. For example,
you can use the string operator (+) to combine a data
item called Firstname with a data item called
Lastname to form a calculated data item called
Fullname. For steps to building a calculated data
item see Chapter 6.

Catalog

A file (with the extension .CAT) that contains all the
information necessary for Impromptu to access and
retrieve information from a relational database. A
catalog does not store data, but it does provide
Impromptu with an organizations view of the data. A
catalog also contains information about what
database to access, where the database is stored, and
how the tables in the catalog are joined.

Cell

The intersection of a column and row that contains a
single value. This will be used in Chapter 3 (cross-
tabs).



Definitions

Crosstab

Shows summary information from a list report in a
compact table of rows and columns. A crosstab
shows the value for the combination of each row and
column, enabling you to gain a different perspective
on the data and see more without the need to scroll.
For example, you can change a list report that has
three columns

(Last Name, SSN, Sex) into a crosstab that has each
Sex Type as a row, each Race Type as a column, and
the Total # SSNs in the cells.

Data Item

A column from a database, HotFile table, or a
snapshot of a report See Appendix A and Appendix
B for data item listings.

Database

A collection of data related to a particular purpose
and organized for ease of reference. Depending on
the type of database you are using, a database can
contain tables, views, synonyms, and stored
procedures.



Definitions
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Detail Filter

Limits the data retrieved in a report. A detail filter
eliminates data from a report by restricting the
data. For example, you could create a detail filter to
specify that only pay grades over O-3 be included in
the report. It is the only filter choice if you have not
created a summary calculation for a report.

Expression

Any combination of operators, constants, functions,
data items, and other components that evaluates to
a single value.

Extension
Three characters that follow a file name. The
following extensions are used by Impromptu:

For the purposes of this guide, we will only cover
the below listed extensions

-Reports .imr

-Templates .imt

—-Catalogs .cat

—-Excel files .xlIs



Definitions

Filter

A set of criteria used to retrieve a specific subset of
records for your report. You can use a filter in
reports to filter out unnecessary data and highlight
the most important information in your report. For
example, you can use a filter that shows only the
data for your RUC or group of RUCs.

Function

A function is a predefined calculation that takes
one or more values, performs an operation, and
returns a value. There are three kinds of functions
in Impromptu: built-in Impromptu functions,
functions stored in a database, and functions
created by the user.

Link

The connection between a linked object and the
application in which it was created. When the
information changes in the source file, the changes
are reflected in the destination file. You can choose
to update linked information manually or
automatically. See chapter 9 for steps on linking
CUDDRB data into MS Access.
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Metacharacter

A character used in pattern matching, such as
asterisk (*), at-sign (@), caret (A), exclamation (!), left
angle bracket (<), or-bar (|), parentheses (() ), pound
(#), question mark (?), right angle bracket (>), or
slash (\).

Operator

Specifies what happens to the values on either side of
the operator. There are four types of operators:

- Logical: defines relationships between two parts of
the expression.

- Arithmetic: performs arithmetic operations on two
parts of an expression.

- String: connects two character strings.

- Comparison: compares one or more values that you
enter against the values in the database

Query
A question to the database, snapshot, or HotFile that

defines what data you want to retrieve from the data
source.
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Report

A view of the current data in your units database
that is organized and formatted the way you want it.
The data you see in your report depends on the
data you can access from your catalog. A report can
be based on a template.

String

A character string enclosed in quotation marks. For
example: “Cognos.”.string_exp. A string constant, a
string data item, or any expression resulting in a
string value.

Template

A template is a pattern you can use to build reports.
By using templates, you can save time and effort
when you create new reports. If you create the same
type of report frequently, the template can be your
guide. A template can contain placeholders and
store formatting information. You can specify
information about margin settings, page
orientation, font choices for different report objects,
and so on.



_3-

Definitions
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Since we have gone through some of the terms
that will be used throughout this guide, lets look
at some basic operators and expressions.
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Expressions
.

equal to

less than

less than or equal to
greater than

greater than or equal to
not equal to

ANV V A A

\Y

Use the above operators when your expression
has only one value for a specific data item.

Examples:
PRESENT REPORTING UNIT CODE = '36000'
or

PRESENT GRADE CODE = 'E6’
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Expressions

When your expression has more than one value
for a specific data item, use IN or NOT IN as your
operators.

Examples:

PRESENT REPORTING UNIT CODE in
('l36000','36005','00026)

This expression will provide you with a listing of
the personnel in all three of these RUCS)

or
PRESENT GRADE CODE not in ('E6','E7','E8','E9’)

This expression will provide you with a listing of
personnel in the grades E1 through E5 and
Olthrough O10 and W1 through W5.

Impromptu does not understand the military pay
grade system, it only recognizes ascending or

descending order, which means E's (E-1 thru E-9
then O's (O-1 thru O-10 then W's (W-1 thru W5).




Expressions

Use the OR operator and the AND operator to create
the filter expressions you need. Follow these
guidelines when using filter expressions.

- Use the OR operator to indicate that a row must
meet at least one of the conditions on either side of
the OR operator.

- Use the AND operator to indicate that a row must
meet both of the conditions on either side of the
AND operator.

Example: To get a listing of all females with a PFT
greater than 285, the filter expression would read-:
SEX = 'F' AND PHYSICAL FITNESS SCORE QY >= 285

Example: To get a listing of all females PFT scores
and only the males with a PFT score greater than
285, the filter expression would read:

SEX = "F' OR PHYSICAL FITNESS SCORE QY >= 285



Expressions

— Example of Filter Expressions Using Parentheses—
Expressions that use the AND operator are processed
before expressions that use the OR operator, the

following filter returns results that you do not expect:

DEPENDENTS GEO LOCATION CODE <> 285" OR
MARITAL STATUS CODE = 'M' AND SERVICE SPOUSE
SSN <> '0000000000'

Impromptu retrieves rows that meet the condition
DGLC <> 285 OR Marital Status Code = M and Service
Spouse <> to zeroes regardless of the DGLC.

Instead, use parentheses to indicate which
expressions to evaluate first. The following
expression returns the correct results:

DEPENDENTS GEO LOCATION CODE <> 285" OR
(MARITAL STATUS CODE = 'M' AND SERVICE SPOUSE
SSN <> '0000000000")

Because parentheses are processed before other
operators, Impromptu first evaluates the expression
in the parentheses and retrieves all the mbrs with a
MarStat of M and a Svc Spouse SSN then retrieves
DGLC not equal to 285.
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Retrieving Data that Contains Missing Values You can
limit your report to retrieve just those rows of data that
contain missing values for a specified data item. Missing
values can be a blank, a variable length character field
with a length of 0, or a null value (a cell that contains
nothing and is marked with a flag in the database). This
is great for retrieving descriptive remarks within MCTFS.
If you wanted all the members with a open BAH remark
you would put the following in your expression:

BAH FROM DATE IS NOT MISSING AND BAH TO DATE IS MISSING

Open remarks also have Kill Dates = 999999

You have to put both expressions in your filter to ensure
that you are only getting the members with an active
BAH (D901]) record. If you only put BAH TO DATE IS
MISSING, you will get members in receipt of BAH partl as
well as members with an open BAH remark.

The below is an example of an open BAH remark, note
the TO DATE is 00000000, Impromptu reads that as

TJGPRI01 ***%* BASIC ALLOW HOUSING 901 REMARKS **** 08/16/2001
KILL FROM TO CMP ZIP MHA ZIP
SEQ DATE CODE NET BAH DATE DATE CDE CODE NBR MHA AMT DES

00008 999999 25015 $650.00 20010701 00000000 3 28542 178 $650.00 M

BAH BAH UTIL BAH NBR RENT/ UTILITY/ RENT ADD'L
ENTITLEMT OFFSET CODE CD SHR MORTGAGE MAINTNCE /OWN RENT /MORT
$650.00 $0.00 N W 1 $7777.77 $0.00 $0.00

SUSP DATE TAX CODE LES CODE ADR TYP-DOC#-YEAR-RUC-DPI-TTC TCH DATE
00000000 4 N B: 8-00336-1999-54807-09-0052-20010705
dkkkkkkkhhhkhkkhkhkk CONTINUED khkkkkhkkkkkkkkkkhhhkk
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Expressions

There is often more than one way to
filter data and get the same results.
Depending on how your database
processes reqguests, one method maybe

more efficient than another.
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Expressions

Retrieve Data that Contains a Specific String or Value
You can retrieve data that begins with or contains a
specified string or value. For example, the following
filter retrieves only the members that have a COMBAT
HISTORY remark with a LOCATION containing the
word PERSIAN :

COMBAT HISTORY EXPED LOC TX STARTS WITH
'PERSIAN'

Or
COMBAT HISTORY EXPED LOC TX CONTAINS 'PERSIAN'

This should provide a listing of all members that have
a combat history remark (D142) of the Persian Gulf.
Below is the D142 screen. This member would be
listed on the report because the top remark shows
that he/she was in the Persian Gulf from 1991171009
through 19920219

TJIMPR142 *%%%* COMBAT HISTORY/EXPED 142 REMARKS **** 08/16/2001
SEQ KILL DATE COMBAT HISTORY - EXPEDITION - OPERATIONS LOCATION
00002 999999 SWA CEASE FIRE CAMPAIGN PERSIAN GULF

FROM DATE TO DATE ADR TYP-DOC#-YEAR-RUC-DPI-TTC TCH DATE
19911009 19920219 B: 1-00243-1999-02021-02-0121-19991118
E: 1-00243-1999-02021-02-0121-19991118

SEQ KILL DATE COMBAT HISTORY - EXPEDITION - OPERATIONS LOCATION

00001 999999 SHARP EDGE MONROVIA LIBERIA
FROM DATE TO DATE ADR TYP-DOC#-YEAR-RUC-DPI-TTC TCH DATE
19900805 19900821 B: 1-00243-1999-02021-02-0121-19991118

E: 1-00243-1999-02021-02-0121-19991118
hhkkkkkkkrkhkhkhkhhkkkrkx COMPLETED hkkkkhkhkkhkkkrkkrkhhhkk
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Filter Using a Rolling Time Period You can retrieve data for
a time period that has a fixed range, where both dates
continuously move (a rolling time period). To create an
expression for a rolling time period, you set the current
date from either:

- the database using the Now function

- your computer using the Today function.

Impromptu’s date functions, such as Add-years, work with
date formats. If your database uses DateTime formats, you
must precede a date function in the filter with the
DateTime-To-Date function to convert the format.

For Example: You filter a report to retrieve the information
on personnel that have between 15 and 20 years of active
service (AFADBD). Instead of including the dates in the
filter and changing them each time you run the report, you
use the following functions in the filter definition:

ARMED FORCES ACT DU BASE DATE <= add-years ((now (
)), -20) and ARMED FORCES ACT DU BASE DATE <= add-
years (now (), -15)

The first part of the expression restricts the data to records
dated 20 vyears earlier than the current date according to
your database, while the second part restricts the data to
records dated 15 years earlier than the current date
according to your database. When you apply this filter,
Impromptu captures current information for use in the
expression.



Expressions

Retrieve Data that Matches a Pattern of Characters
You can create an expression that retrieves data that
matches a specific pattern. The pattern can include
wildcard characters as follows:

- the percent sign (%) represents any number of
characters

- the underscore (_) represents one character

For example:
1. You want to retrieve only the members with an SSN
that ends with a 2. Your filter would look like this:

SSN like '%2'

2. You want to retrieve only the members with an SSN
that’s last four digits start with 2. Your filter would look
like this:

SSN like '%2___"
Note - Impromptu is case-sensitive. Be sure the case of
the characters you enter is correct.Tips for Filters- To
filter out repetitive information in the database and
retrieve only uniqgue rows of data, select the Eliminate
Duplicate Rows check box on the Filter tab (Query dialog
box).









rypes of RepOr®S

There are three types of reports that we will
be discussing for the purposes of this users
guide.

- List Reports

- Crosstab Reports

- Templates




rypes Of RepOr®S

List Reports

A list report is a report that shows data in rows
and columns. It is useful when you want to show
detailed information from the MCTFS database,
such as Last Name, First Name, SSN etc. The
default template for new list reports is called
Simple List. You can use a Simple List report as a
base for grouping, summarizing, filtering, and/or
formatting your data. The list report is a building
block on which you can create more complex
reports.
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This is what a list report looks like.

Impromptu - [Report1] =

QEile Edit “iew |nsert Fomat Beport Catalog Tools Window Help _|5’|5|

D|s(ef|@] S| oe]=o] simalmE o lole] 2 D0 sle] xlvi-FA-%|

I A = =zl EEE =E= |solel

Date: B22101
List Report of 31301 by Sex and Grade

Sex|Present Grade Code | Last MNarme

Foo|E2 PALLEY

FooE2 ALEXANDER

Fo|E3 TROYER

F|E3 WATQIUEL

F|E3 ROBERSON

F|E3 BUTLER

Fo|E3 ALLISON

F|E3 LOPEZ

F|E3 MNALLLS

Fo|E3 BETHEL

Fo|E3 FREMCH

F|E4 WISE d:
w4 | e e v [y
|ODSE SR 2001-01-00 ﬁ| [ 100+ lﬁ

ghstan| | @ E @ O] @ || upeskton S| —y5SGT AOB. | B 0perational.. || 3 impromt... & Ca@p 1235 PM
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Crosstab Reports

Crosstab reports provide a different perspective on
your data. One of the advantages of using the
Crosstab report is that you can change your view of
the data by changing its presentation. A crosstab
report summarizes information in a concise table of
rows and columns that shows the value at the
intersection point of each row and column. A
crosstab report is made up of grouped data items
shown on the left side and across the top of the
report, with summarized data items shown within
the cells.
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This is what a Crosstab report looks like.

Impromptu - [Report1] HEE
E File Edit “iew Inset Fomat Bepott Catalog Tool: Window Help _|E|i|

Do &l lel=]o] simial=] = lo(e] pf Dl sle| xlv|-F-ltl

| A0 A6 o zlau === =lEw=] &]a|ael

Diate: S2101
Crosstab of 31301 by Sex and Grade

Sex|E1|E2|E3|E4|E5|ER| EV |ES|ES |O2E| 03| O3E| 04|05 |06 W1 W2 W3 | Wia [Wh
F 2 19 [ |4 2012 |7 R 2
MWo[2 1343 |41 |54 |93 11140 (3 |2 10 My 293 7 F |1

j—y
j—y

[=i]

-

Wl | -

LA
[ODSE SR 2001-01-00 3 | | 2@
#stat| SE @ B @ || ®W\Discovering Impr..| 4556T ROBS 5T... [ Microsoft Power.. || 3 Impromptu - [ || Ca@p 923.4M

-
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Templates

Templates only store formatting and placeholders.
They can save you time and help you produce reports
and letters that are consistent with your units
standards. Templates also simplify the process for
creating new reports. If Impromptu contained no
templates, you would start with a blank report and
add frames every time you wanted to create a report.
For example, a mailing label allows you to take data
from your CUDDB or ODSE catalog and place it in a
format of a mailing address vice a list report. You can
save these address labels as a template to make it
easier to update at a later date.
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Templates

This is what your list report with a template for
mailing list would look like.

Impromptu - [Report1] HEE
E File Edit “iew Inset Fomat Bepott Catalog Tool: Window Help

Do &l lel=]o] simaE] =lo(e] pl Dl sle| xlv|-F-ll
I

==
[ I R I )

| ] == 2] =lEE 888

MELISSA M CLARK
22 BRYER RD

BELIRIS ROLON
MMALDEM WA 02145

TANMYA FIGLUERDA
C/a03 KM 5.6 BO PALOS BLAMCOS

1258 PARK AVE APT 3N
CORZAL PROOVES NEWY Y ORK MY 10029
TARYM CAMILE STUBBS MURIAT CHAPELL ALEXANDRA GARRISON
& DELAWARE AVE 101 MEADOWY WIEW CT MO 202
AMMTYVILLE MY 11701

129 WILLAGE CIRCLE EAST
STAFFORD wA 22554

PARAMUS MJ 07652

ANGELINA, FITZPATRICK TAMYHA M ROBERTS LISA P MEWKAN
8 ROLLIMG RD 407 BROOK AVE 6409 JENNINGS DR
CLAYMONT DE 19703 SOUTH HILL WA23S70 ABILENE TX 79806
JOHN J GLADDER Il ASHLEY G HOUCHINS (W) CARA H BARBER
G476 PULLER PL 203 VINE PL. 3331 MARINERS CT
SAN CLEMENTE CAIZGT2 STAFFORD, WA, 22554 PEMNSACOLA FL 32526 >
a4 » [
[ODSE SR 2001-07-00 F
ghistant| | @ [ @ ] D || 5SET ROBS STUFF

[ e
| Microsoft PawerPaint - [... “j‘ Impromptu - [Report. . ||<ﬂ$@ﬂ) 201 PM
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Templates

Template can be applied to mailing labels,
SRB/OQR labels, birthday letters, promotion
letters, group orders, etc.

** Work smarter...not harder! **









r Reports

Beginne

You have just been tasked with providing a
report of all the E-6’s within your RUC 36000.
The following will guide you through the steps
required to accomplish this mission.

Access your ODSE catalogs by clicking on
START->

PROGRAMS->

COGNOS->




Impromptu MmEE
File “iew Catalog Toolz Help

G EE R EEE R E R E R S E R+ EO

| 12 8 = = 0 e N [ s = e N [N e

=

[ODSE SR 20010100 @l

|
gstan| | @E @ & @ || ubeskiopstuf | y556T ROBS ST. | [ Microsoit Power.. | £ 1mpromptu &g 251 PM

For the purposes of this users guide, we will always
use FILE-—> NEW to create reports.

Clicking on the first icon (sheet of paper) will start

the wizard to create a report. The wizard does not
offer the same functionality(s) as FILE -—> NEW.



Impromptu mE

B Yiew Catalog Tools Help
(o] wmzE] =ilel b2l Dol Ll eEEEEs)
2 8 = N A R N == N = e =N s ) =]

Open..
Eloze

SavE (Bt
Savels.

Eritat: Eresiem

Eage Setup..

Eritat... [EtrlE
Bl as HTHL.

1 CANWAMNTS.  sbasic list report
2 CANWIMNTY. \mailing labels

3 CAUDMIPSACOGMNOS Mail_rt
4 pozsible FSA

E =it

|Creates a new report.

Mstat| @E @ [ @ || uDssktopsif | —ysSGT ROBS 5T.| [E]Microsolt Power || % Impromptu |Gip@p zs0PM

Your screen will look like this.



peginner REPOT ts D

Hew HE

FaztFind | Standard I

T

pddforestind |

Set az Default |

Browse \
ance Wiizard...

SIMPLE LIST is the default Fast Find within the NEW
window box. REPORT is the default option for
"create new" as well. Accept both and click on OK.
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-If you are using UDMIPS, you will immediately go into the catalog.

-If you are using ODSE, you will be prompted to choose a catalog. If the ODSE
catalog does not appear, it should be located in the C:\PROGRAM FILES \ COGNOS
\ USERDATA\ ODSE sub-directory.

Open Catalog |

ke [0 EEEEE
Diildown | =2 Mison (T =
04 (2 Program Files
e [ Cognos

([ Userdata

= Micron (D]
&2 Sssb on 'Mimissac0l’ [E:)
=2 Sssb on "Mirmigzac0l’ (F:) -

File narme: I Open I
Files of type: IEataIDgs [*.CAT] j Cancel |

[ | Add to FastFind |

When the OPEN CATALOG box appears, find the
ODSE catalog.



T S T
Laak jn: Ia Odse j ﬁl

& Dirilldon

File name: IEI dze Open I
Filez of type: I Catalogs [*.CAT] j Cancel |
FastFind | el |

When you click it (ODSE), the catalog name will move
to the File Name Box; then click on OPEN or simply
double click on ODSE.



Beginner RepOIrtS >

Catalog Logon for ODSE.CAT |
— Catalog ok |
zer class; Iuser j
Cancel |
Easswond I
— Databaze
Idzer 1D: ||
Pazzwiord: I
W Cornect to the database

Input your user ID and password. This is supplied
by your servicing MISSO. If you are accessing the
UDMIPS catalogs you will not get this screen.




The query will appear. The query is broken into four basic tabs (DATA, SORT,
GROUP, FILTER).

Query |
Data |S|:urt | Group | Fiter |

Catalog: Cluery data;

=-{_1 Filters and Special Fields
-3 Individual Marine

-1 Marine Data

{:l Rezerves Manpower/Pay
{:l M anpower Remarks
{:l Pay Remarks
{:l Record OF Emergency Data

l:l Look-up Tables

l:l Odze Cycle Info ¢ Deleted Records
l:l Metadata Repository

l:l Cutting Score

{:I [RESTRICTED] AQDWPS BMA IATS TMA
-7 [RESTRICTED) AFRS PES

|+

[t [

EdiDe e |
Drata source:

Catalog j Brovee,.. Bluild Erosstats &t fan | meertian |

Cancel |

The DATA tab allows you to list what you want to
appear on your report. To view the different data

items available, click on the folder and scroll through

them. Also, Appendix A is a listing of the UDMIPS

catalog data items and Appendix B is a listing of the

ODSE catalog data items.



Query K B2
Data |Sort I Groupl Filter I

Catalog: Clueny data:

£/ Individual Marine O Last Name

- First Mame

..... B Cycle Date B Bt os

----- [ Service Code Ij Present Grade Code
-3 Name

----- ] First Mame

----- 83 Last Mame

----- B3 First Initial

..... 5 Middle Initial

..... 3 Last Initial

----- 7 First Prior Iritial
----- 53 Middle Priar Initial

----- 53 Last Priar Initial
..... F A rbinse ik Flan i
4| | 3

Data zource:
Catalog j Hrowses., | Build Crozstab al=1t i =i e |

ok I Cancel |

L b
13

1

i3

Edi Defition. |

Once you have scrolled through and decided which
data items you would like on your report, double
click on the data item. This will move the data item
into the QUERY DATA window. Once you have all the
data items for your report listed in the QUERY DATA
window, move on to the SORT tab by clicking on it.



Begin

Prezent Grade Code

All the data items from the QUERY DATA window will
appear in the SORT tab. Double click on the data
item(s) you want to sort by. It will move to the top of
the list and a triangle will appear in the icon. Once
you have your SORT order, click on the GROUP tab.



Groups can make the appearance of your data more organized and easier to
understand. Look at the report in Chapter 7 for PersTempo and notice how
the group makes the report easier to understand.

ey ____________________________________________HH

Data | Sort EGfﬂupjl Fiter |

[ auto-group

Group order:

[ Present Grade Code
] LastMName

3 First Mame

O3 Eillet Moz

|E{fuibjr] GganEiate

Ok I Cancel |

Double click on the data item(s) you want to group
by. It will move to the top of the list and the icon
next to the data item will have a bolded line across
the top. You do not have to GROUP.

Now click on the filter tab.



The FILTER is where you tell the program what it should produce.

Query [ 7]

[Data I Sart I Group FI|lEf|

Awailable companents: Filter definition:
3 Repart Columns |i ﬂ
3 Functions
£33 Yalue
[ Catalog Colurnns... - |
M userlD
8 Prompt Manager... =
B i _I
B exists L | r | [Clear |
B lookup
M + — Filker options
M - Filter type:
& not IDetaiI j ™ Suspend the filter
O
I Eliminate duplicate rows
Tips:
Uz the available components to defing ar add tao an expression. ;l
=
Ok I Cancel |

There are several available components within the
FILTER tab. For the purposes of this report we will
look at REPORT COLUMNS AND CATALOG COLUMNS.
Refer back to the definitions and expressions in
chapter 3 for further clarifications. Also, look at the
end of this chapter for other operators that can be
used in the filter (example: functions).



Query HE
Data I St I Group  Filker |
Ayailable components: Filter definition:
B Foper Cams |i ﬂ
O LastMame
1 First Mame
0 Billet Moz - |
B Present Grade Code
L | [ | [Elear |
— Filter aptions
Filter type:

| Detai

I Eliminate duplicate rows

j [ Suspend the filker

Tips:

=
L]

Ok I Cancel |

The REPORT COLUMNS will display all the data items

that were requested in the DATA query.




Query HE|
Data ISDlt IGmup Filter |
Axallable components:; Filker defirtion:
O e ek [ - | =
=

£3 Functions Catalog i E3
£ “alue .
(BA Catalog Colur Latalog folders:
& uzerlD {:l Filters and Special Fields |-
[ Prompt Manag | -] Individual Marine ]
o if _ {:l karine Data
1 esists -7 Feserves Manpower/Pay [ElEar |
& lookup :
A+ {:l b anpower Bemarks
A - {:l Pay Remarks
& nat #-_1 Record Of Emergency Data — .
& -1 Look-up Tables

- Odse Cycle Info / Deleted Re

P T hdmb o ko D mm ik hal

1 [ 3

0k I Cancel |

When you want to filter with a data item not listed in
the data query, use Catalog Columns (a listing of the
original folders).



Lets build a filter definition to get all the members within RUC 36000 that are SSgts.

Query HE|
Data ISDlt IGmup Filter |
Axallable components:; Filker defirtion:
R Cocog @K =
£3 Functions Catalog |
£ “alue .
(BA Catalog Colur Lilells sllaie: [Jf |
& uzerlD {:l Filters and Special Fields ﬂ
B Prompt Manar | 245 (I e Cancel | [
% if D - B San
exlsts
..... Cucle Dat (=
& lookup O 'w:l.a ae —l
5+ | ] Service Code
B - -0 Mame
R 1 Active Duty Flag he filter
[ A I ] Active Res Career Status
----- ] Additional Temporary Mee
FA AAA T e Dmmmrbisna | L hal
1| 3
0k I Cancel |

First we have to get the data item for PRESENT
REPORTING UNIT CODE. If you look at Appendix
B (ODSE Listing) and find the above data item,
you will find that it is in the Individual Marine
folder. Once you have opened the Individual
Marine folder, scroll down and double click on
PRESENT REPORTING UNIT CODE and it will move
into the filter definition window.



Query

Data | Sort | Group Filter |

Axailable components:

Beginner Re

portS

in

between

fik.&

containg
starts with

iz mizzing

is ot mizsing

(=01 (=1 (=11 (=11 (=11 (=1 (=1 [ o1 =1 (=0 = 0 =1 ]

[ 7]

Filter defirition:

Present Reporting Uit Code [l ;I

A | [T | Clear |

— Filter options

Filter type:

| Detai ] T Suspend the fiter

™ Eliminate duplicate rovws
Tips:

Uze the available components to define or add to an expression, ;I

I

o ]

Caticel |

Now double click on equal to (=) and it will move to

the filter definition window.




The string is often used when you want to input the data.

Query
Data ISort IGroup Filer |

Awailable components:

Filter definition;

7 Repart Colurmns
9 Functions

[ Catalog Columns. ..
& shing

8 userlD

B Prompt Manager...
& i

& any

& al

8 lookup

ol

Prezent Reporting Unit Code =

i -]

fnd | o

| Clear |

— Filter options
Filter type:

IDetaiI j ™ Suspend the filker

[~ Eliminate duplicate rows

Tips:

=
I

= ]

Cancel |

To input 36000, you must use a string. This is
accomplished by double clicking on the string icon,
under available component. This will put quotations
inside your filter definition and the cursor will be
blinking inside the string (quotation). Now type the
information inside the string - in this case 36000. After
it has been input, you can hit ENTER to get outside the
string or hit the right arrow once to get outside the
string.



AND is mostly used to connect expressions but OR can be used as
well.

Query EHE
Data I Sort | Group  Filter |
Axailable components: Filter definition:
& o+ Present Reparting Unit Code = 36000 1 ﬂ
\ E ar
M and
=
hd
Lind | Or | Clear |
— Filter options
Filter type:
IDetaiI j ™ Suspend the filter
™ Eliminate duplicate rows
Tips:
Uze the available components to define or add to an expression, ;I
1] I Cancel |

Your first expression should look like the one above.

Because we have only the first part of our filter definition
defined we have to add an expression connector operator
before we can start the next expression. Double click on
AND and lets start the next expression which will be to get
all the Staff Sergeants.



Query EHE
Data I Sort I Group  Filter |
Axailable components: Filter defirition:
& + Present Reporting Unit Code = *36000' [l ;I
\E ar
M and
=i

And

— Filter options
Filter type:

| Detai

™ Eliminate duplicate rovws

j ™ Suspend the filker

Tips:

Uze the available components to define or add to an expression, ;I

I

ak. I Caticel |

Double click on AND to get into the next expression.




Query EE
Data ISDlt IGmup Filter |

Filker defirtion:

13 Fresent Feporting Uit Code = 36000 and I ;I
3 Last Mame
T3] First Name
1 Billet Mos - |
T Present Grade Code
Lo | ] | Clear |
— Filter optionz
Filter type:
[Detai | T Suspend the fiker
[ Eliminate duplicate rows
Tips:
0k I Cancel |

Go into the Report Columns and get Present Grade
Code. When it moves to the Filter Definition, click on
equal to (=) and then string and inside the string,
type E6. Now right arrow over once to get outside the
string.



Query K B2
Data I Sart I Group  Filter |
Ayailable components: Filter definition:
B+ Present Repaorting Unit Code = "36000° and Present Grade ;I
G Code = 'EE'H
M and
=
A | ar I Clear |
— Filter options
Filter type:
[ Detail ~] T Suspend the fiter
™ Eliminate duplicate rovws
Tips:
Uze the available components to define or add to an expression, ;I
=

ok I Cancel |

Your filter definition should look like this. Now
double click on AND to type your last expression.



CHECK ALL YOUR INFORMATION BEFORE PRESSING OK.

Query EHE

Data I Sart | Group  Filter |
Ayailable components: Filter definitian:
1 + Frezent Reporting Unit Code = "36000" and Prezent Grade ;I
B o Code = 'EE' and Record Statuz Code <> E'H
M and
=
=
And | Or | LClear |
r— Filter options
Filter twpe:
IDetaiI j [T Suspend the filker
[~ Eliminate duplizate rows
Tips:
Uge the available components to define or add to an expression. ;I
=
ak. I Caticel |

When in ODSE, the last expression is very important:
RECORD STATUS CODE < > ‘E’. This tells the
program to look for all the Marines who are not in a
separated status on the active duty side. This will
include reservist on active duty. Do not choose
COMPONENT CODE = "11'" because it will exclude
your officers that have not been augmented (C1 and
C2). When you are completed with your filter, verify
all your tabs for correctness and hit OK.



Impromptu - [basic list repoit]
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Date: 872201

<Type here to customize ﬁtle>|

Last Mame First Mame |Billet Mos | Present Grade Code

BRAMNDOMN  |AARON A067 EG

CAMPBELL |MARK 4066

CARR ROBERT 4067

DURAND DALE 4067

FITZGERALD |ORIOM 4067

GEREBER GORDOM 0171

HART DERRICK 4067

KOMNDA, MARK A067

LARSON ALLISON 3451

LEWYIS MNAO 4067

LYMCH TIMOTHY 3432

MISSLER JACK 0171 Ij;
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You will need to edit your report headers once your
report is built. This is done by double clicking on the
header you would like to change, EXAMPLE: Billet Mos
could be changed to BilMos and Present Grade Code
could be changed to Grade. Also, to give a title to
your report, double click where it states “<Type here
to customize title>" and type the desired title.



Impromptu - [basic list report]
BEiIe Edit “iew Insert Fomat Heport Catalog Toolks window Help =

Do |E SR wimaE| o lole] 2| D] sl xelv|-FA-l%l
| A0 A6 3 =lau === sl== a&als]

Date: 22101
RUC 36000 SSgt's
Last Mame First Marne |Billet Mos| Present Grade Code

BRANDON  |AARON A067 [=3]

CAMPEELL [MARK 4066

CARR ROBERT 4067

DURAND DALE 4067

FITZGERALD [ORION 4067

GERBER GORDON 0171

HART DERRICK 4067

KOMDA IWARK A067

LARSON ALLISON 3451

LEWIS MNAD 4067

LYMNCH TIMOTHY 3432

MISSLER JACK 0171 ;
w4 | e . e [
[ODSE SR 2001-01-00 [ [ Title width: 2.56, Height: 0.25, Origin: (1.92, 0.18]in. I Bl
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Your report should look similar to this. To delete a
column from the report, place the cursor on any one
of the retrieved data for the desired column to delete
and press the delete button or place the cursor on the
header until the arrow is pointing down and click, it
will high-light the entire column, then press delete
button on your keyboard.



Impromptu - [baszic list report] _ 5] x|

Edit “iew |nzsert Fomat Beport Catalog Toole ‘Window Help _|5’|5|
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Save Chl+5

—

Frint Prewview

Page Setup...

FErint... Chl+P
Publish az HTHL...

Send... Date: 8722001
1,

1 CINNTA, Ahasic fist repart RUC 36000 55gt's

2 CAWINNTY. Amailing labels

2 CAUDMIPSACOGNOS Mail_rt , ,
1 possible FSA last Marme First Mame |Billet Mos | Present Grade Code
; ANDOR ALHON 4067 =5
Eut MPBELL |MARK 4066
CARR ROBERT 4067
DURAMND DA&LE 4067
FITZGERALD [ORION 4067
GERBER GORDOM 0171
HART DERRICK 4067
KOMDA MARK 4067
LARSON ALLISON 3451
LEWIS MAO 4067
LYMCH TIMOTHY 3432
MISSLER JACK 0171 ;
w1 ] e o o H

|Saves the active report or template with & new name or in a new location.
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To save the report, simply click on FILE -SAVE AS



savers T gE|
Savein:  |‘_d SSGT ROBS STUFF ~] | |=_->f<| = |
E add data itemns Q mailing labels
% back to back experts K |RECROSTER
E baszic list report E ralling dates” deaf dies

E calculating data iterns E zelect arade
%] FaMILYREADINESS

E grouping class

File hame: Ibasic lizt report Save I
Save az lype: |Hep-:-rts [*IMF] LI Cancel |

iHeports [* [MA]

Templatez [=IMT) :
I- Save a shnal HotFile [71k5] Wptions. . |
- Data file [.DAT])
dBASE file [*.DEF] FastFind |
Delimited A5CI [*.C5W]

Fural Rla 1= %0 S0

Give the report the desired name and now you have it
for the next time someone request the same
information.

If you are sending the data to someone who does not
have ODSE, change the "save as type" to MS excel or
another type that can be accessed by that user.






Functions are pre-defined formulas that you can use to re-format a data
item. If you click on a FUNCTION, the tips section will tell you what the
function means/does.

Query HE
Data | Sot | Group Filter |

Axailable compohents: Filter defirition:

L] B

abzolute
add-days
add-manthz
add-years

age LI

azcii-code
ceiling L | o | Clear |
char

char_length — Filter options
characters-to-integer Filter type:
concat IDetaiI =| I Suspend the filter
cos

cozh [™ Eliminate duplicate rows
datedaydiff
datetime-to-date Tips:

date-to-datetime ;I
iBf,.| date-to-days-from-1900
iBF.] date-to-string bl LI

ak. I Canicel |

S v o ] o o

EXAMPLE: If you wanted a listing of all the personnel
with a Date of Birth within the month of August, use the
function for month- MONTH (Date of Birth) = '8' orif
you wanted a listing of all the SSDR or OSR to report of
the unit diary for the month of August, use the function
for month

MONTH (Current Tour Begin Date) = '8’



Query HE
Data I St I Group  Filter |
Awailable companents: Filter definition:
M + month [ Ammed Forces Act Dy Base Date | = §... ;I
& -
E ®
B/ -
& o _l
M and LI

w | o |

— Filter aptions
Filter type:
IDetaiI j ™ Suspend the filter

™ Eliminate duplicate rows

Tipa:
Uze the available components b define ar add bo an expreszsion, ;l
=
Ok I Cancel |

Your expression will look like this.




Beginne

Now that you know how to build a list
report, lets look at cross tab reports,
these are reports that provide numbers
vice hames.

Lets build a report that shows a break
down of personnel by grade and race for
a specific RUC.



Beg1nn®

Query

Data |Snrt I Groupl Filter |

Catalog:

Query data:

r Reports

K E3

7 Maiine =]
[ESERE | clivicusl Marine
-] Marine Data
D Rezerve: Manpower/Pay

D M anpower Remarks

& Pay Remarks

D Fiecard Of Emergency D ata

&1 Look-up Tables

D Odze Cycle Info / Deleted Records
B[] Metadata Repository

&+ Cutting Score

D [RESTRICTED] &0'wWFS BNA IATS TME
-1 [RESTRICTED] AFRS PES

1| | I

t = B [

-

Data zource:

|Eata|og j Hiowse.. | Build|Erosstats

Edit efinition..

ek ton rsertion

o]

Canicel |

The Query is the same as with a LIST REPORT, in
the data query you list the fields that you want
displayed on the report.




peginner RepOTtS

Query EHE
Data |Snrt I Groupl Filter |
Catalog: Query data:
----- 8 Prior Ssn =] 'E| Ssn
----- 53 Program Erlisted For E Prezent Grade Code
----- 3 Program Erlisted Far Description #l 'h Race
----- 5] Race ... Race Description

..... 3 Frace Dscipion

----- ] Record Status Code

----- 3 Record Status Code Description

----- 53 Religion

----- 3 Religion Description

----- ] Reserve Monitored Command Code J
----- [ Reserve Reparting Unit Code

----- [ Reserve Reporting Unit Mame

----- ] Retirement Date

..... F b abioon Tewrr Mata hd
1| | »

Data zource:
Il:atalog j Erawges.. | Build Crosstab ke bl sertion |

ak. I Canicel |

[

It

Ed Dm0

Because all you want is numbers in a cross tab, you
don’t need name fields, you always want to count
by SSN. Of course list the other fields that you
want to appear across the top (columns area) and
the left side of the page (row area). There is no
need to SORT or GROUP cross tabs.



Query
Data ISort IGroup Filter |

Ayailable components:

3 Report Columngs
23 Functions

CE Catalog Colurnins...
string

select values. .
uger D

Frompt Manager..

(=0 (=1 (+T [+ (=1 (=1 (= [+ (=T

__>|

[ 7] %]
Filter definition:
Present Reporting Unit Code = '00038" and Record Status ;I
Code < E?
Gt | |y I Clear |

— Filter options

Filter type:

[ Detail ~] T Suspend the fiter

™ Eliminate duplicate rovws

Tips:

-]
J./|

o |

Cancel |

Inside the filter, state what you want the report to
provide. Refer to the SIMPLE LIST REPORT if

necessary.



Be

Query
Data |Sort | Gmupl Filter I

Catalog:

Querny data:

ginnel Reports

-7 Priar Ssn
- Program Enlisted For
-3 Program Enlisted For Description
- Race

<[] Fecord Status Code
~[N\Fecord Statuz Code Description

1

N

K3

-7 Religtw D escription
- Reszerve itored Command Code J
- Reserve Fepottign Unit Code
- Reserve ReportingNait Narme

- Retirernent D ate
.. 1 Prtaticen Tewir Mata

[ ™

< |

Data source:

Biowse, . |

=

I Catalog

Build Crozstab

- 52

'E| Present Grade Code
' Race

.-"F9 Race Description

Edit efimtiar..

&tk fonheertian

o |

Cancel |

Once you are satisfied with the information you are
requesting in the query of this report return to the

data tab and click on the bu
Sometimes it will take a few
crosstabs screen.

ild crosstab button.
minutes to get the




5

peginner RepOTtS

Once you have the screen in the correct format, click on OK.

Query 2]
Crozstab |Su:|rt I Filker I

Catalog: LCalumns:
SRERR Filer: and S pecial Fi
f-] Individual Marine
H-[_7] Marine Data

7-_1 Reserves Manpower
H-_7] Manpower Bemarks
11 Pay Remarks Bows Cells:
7] Record Of Emergenc ﬁjl [ Present Grade Code 0 ssn
71 Lock-up Tables ] Race
7-[_7] Odse Cycle Info / De El

7-{_] Metadata Repository r=
7-{_7] Cutting Score = El

]--D [RESTRICTED] AD
N L|_I

Data zource: SUmmarize |
Il:atalog j_l =

[ Race Description

[
E
[
E
[
E
[
E
£
E
£
[

Build Ligt Report | Eemove | Edit. | Adwanced... |

ak. I Canicel |

When you get the crosstabs screen, the data may
have to be arranged in the way that you would
like it to appear on your report. ALWAYS HAVE
“Count SSN” IN THE CELL COLUMN. This is
because you want the program to do just that,
Count the SSN. This is done by clicking and
dragging the SSN data item into the cell area of
the crosstab screen.




— b l I:l IndlwduaIManne

Query

Crostab ISDrt I Filter I

Catalog:
- #-{_1 Filters and Special Fir = |

I | He&ewe& FET
I &-_] Manpower Femarks
l:| Fay Remarks

l:| Record OF Emergenc
|:| Look-up Tables
- Odse Cycle Info / De
l F-_] Metadata Hepwtnry
l -2 Cutting Score

= [HESTF!II:TED]A_‘U-Ill
KN I—

Data zource;
=

Build List Repart |

IEataIDg

peginnel R

epOItS

7]

BDN

Cells:

E [ Race

[ Race Description
L=

L]
-]

Count Szh

SUmmarize |

=

Hemave

=

| Edlt.. |

Advanced... |

o]

Cancel |

It should look like this.
SSN.

Notice the Count SSN vice




Impromptu - [Report1] HEE
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Date: 2001-9-23
<Ty¥pe here to customize title>

Race Description [MULL E3[E4 5] 1 02E

E
WWHITE 1 29 |10 &
1
2

YELLOW 2
BLACK B |1
OTHER g |2

1

[ODSE SR 2001-01-00 il T 5@

Now that you have your report, edit the headers
and give it a title.
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Impromptu - [Reportl]
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Date: 2001-9-23
Crosstab report of race/grade

Race Description E3 01 02E
WWHITE 29
YELLOWY
BLACK
OTHER

[ODSE SR 2001-01-00 @ |
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Impromptu - [Reportl] HE R
gdn Wiew |Inzert Format Beport Catalog Tools Window Help _|51|5|
LS o | lmla| le=le] o] O]0] ols| xelv|-FR-|%l|
[ Cese = 2l o] El=E] =E5] ] alalols

Save Chrl+5

Frint Preyisw
Page Setup..
Erint.. Clrl+P
Publish as HTHL...
Send... Date: 2001 -9-23
1CAUDMIPS\COGNDS S b_oq Crosstab report of race/grade
2 CAUDMIPSACOGNOS Mail_tt
ACAWINNTY. ADESKTOP'Flatoon —
escription |[E1 |E2|E3|E4|E5|E6 |E7 |ER|E9 |01 |02 | 02E|03[04 |08 |08 w1 | wa|wa

Ext 3 |5 [2wjnp g g o [r 2 1B | FE
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1 1

|Saves the active report or template with a new name o in a new location.

iaSlalll M\crosoft PowerPaint - [od...l i Impromptu - [Report1]... %,ﬁ(ﬂ% 12:44 Phd

Now save your report.



Save As EHE |
S ave i I 29 Usger Workspace j ﬁl

] Templates

File name: Iu:ru:usstabl Save I
Save az type: IHEFII:IrtS [*1MR] j Cancel |

[T Save asnapshot with the report il

EaztFind

The next time you need the data, simply access
the file and it will be updated with the latest
information.









You can use calculations to compare or
combine data items or to summarize
information.

Lets build a couple of calculations together.

—~The first will simply merge data.

-The second will merge a summary/function
with a data item to create a running total.




Building ralculated Dat [tems

Lets create a data item called Select Grade'.

Impromptu - [Report]] ==

B File Edit ¥iew Insert Format Beport Catalog Toolks Window Help

=8] x|

] 1= ] = e S R e e s i = R
T <]

Data ISort I Groupl Filter |

Catalog:

3 Platoon Mumber

B Present Grade Code

3 Present Grade Code Description
[ iPresent Grade E ffective Datel

o] 2] G181 eell-lga el

Huem data:

- [ Last Name

----- E First Mame

i-."F Present Grade Code

. E Present Grade Effective Date

2+ B
EHE

-

-
-

----- [ Present Monitored Command Code
----- B Present Rank Date

----- 3 Present Reporting Unit Code
----- B Present Reporting Unit Name
----- 3 Present Urit Joined Date

----- B Primary Moz Assignment Dt

----- 3 Primary Moz Code

----- B Primary Mos Code Description
----- 3 Prior Ssn

..... FH Procearn Fuliskad Far

1] |

EdiDetione |
Drata source;

ek fanlhseton |

o ]

[Catelog =] Eowe. | Buid Crosstab

Cancel |

a4 ] » [

[ODSE SR 20010100 @

S| A O T 9

=

|
|J {55GT ROBS STUFF |[ 4 impromptu - [Report]. ||<B$@o 215PM

Within the data tab, select your data items as usual.
When you are ready to build your calculation, click on
the green calculator in the middle of the data tab
window.



Impromptu - [Report]]
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Calculation Definition

=
Axailable components: Expression: _I
3 Report Columns |i ;I
£3 Functions
1 Summaries
£3 Walue e |
[ Catslog Columns..
B uszerlD
M Prompt Manager...
B i
E lookup
B +
& -
B 1
S iy [Elear, |
Tips:
Usge the available components to define or add to an expression. ;I
QK I Cancel Help |
a4 ] » [or
|ODSE SR 20071-01-00 Iﬁ|

S| A O T 9

| =
|J £ SSGT ROES ST...”iImpmmplu-[_._ 8] Microsoft Power...| |<B$@o 216 PM

When the calculation definition window appears, the
cursor will be blinking in the Name box. Give your
calculation a name. In the expression box, define

your express by inputting the information you would

like to merge.

ﬂﬂfﬁ:ﬂ
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Calculation Definition HE

Mame:

Iselect grade

I_ILH

Ayailable components: Erpression:

7 Report Columing [] =]
£ Functions

£ Summaries

£ Walue >

: B Catalog Columns... _I
M userlD

B4 Prompt Manager...
Gl

& lookup

M +

E -
&1

At 17, LElear |

Choose a databasze column from the catalog, ;I

Tips:

(] I Cancel Help |

-
-
«‘II L3

[ODSE SR 20071-07-00 @

[ »®
#stat|| A & [ D | ‘u556T AOBS 5T..|[ 3 Impromptu - .. [E]Miciosoft Power.. | || égap 217 PM

To get to the GRADE SELECT OFFICER ENLISTED and
GRADE SELECT PAY SCALE, go the Catalog Columns
then Marine Data, then GRADE.




Building ralculated Dat [tems

Impromptu - [Report]] =& x|
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Double click on the first data item you would like to
be merged. This will move it into the expression
box.
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Under available components, select the plus sign (+).
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Then repeat the process to get second data item that
you would like merged.
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Your expression now reads that you would like ODSE
to create a data item that merges the OFFICER
ENLISTED and the PAY SCALE info for select grades.
Example: A SSgt that is selected for the next grade
would have a GRADE SELECT OFFICER ENLISTED code
of 'E' and a GRADE SELECT PAY SCALE of '7‘. Click on
OK.
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Look at the query data, it now contains a new data
item for select grade. Notice that the icon next to it
has calculation symbols, which tells you that it is a

calculation.
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You have the capability to filter with a calculated data
item. In this case, we are asking only for E6s with a
grade select of E7.
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Your report would look like this.
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Now lets look at how to merge a summation
with a data item.

Lets get a running total of pers tempo days
by SSN.
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Select the data items that you would like your report to
display. To make your calculation, click on the green
calculator icon in the middle of the data tab window.
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Open the summary folder by clicking on it and
select running-total.
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It will look like this. Click on 'running-total'.
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Once you have selected running total, Impromptu
would like you to select the data item you would like
the running total for. Click on Report Columns.
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A listing of all available data item that allow for
running totals will appear, select the desired data
item by clicking on Pers Tempo Track Nbr Day Qy.
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If you do not specify what you would like the running-
total for, the system will have no other choice but to

pull against the entire report. In this case, it should be
against each SSN. So click on 'for'.
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Go into the Catalog Column and get the data item
'SSN'.
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Your expression will look like this. Click on OK to
get out of the calculation definition.
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Notice that you now have a new data item called
running total that has the calculated icon.
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Build you filter definition as normal and click on

OK.
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Your report would look like this. Notice your running
total for each members pers tempo events.
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The purpose of this chapter is to show
intermediate and advance filters and give an
example of what the report would look like.
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With a running-total (see chapter 6), a good Group
and a basic filter, you can get a smart report that
tracks data for you.
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-1 Filters and Special Fields;
7 Individual Marine

7 Marine Data

#-(] Reserves Manpower/Pay

[ Last Name
[ First Name

=] | Osn

[ &imed Forces Act Du Base Date

Ayailable components.

Filter definition:
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E o
M and

Present Reporting Unit Code = "¥1301" and [ Pap Enty Base ;I
Date between add-pears [ [today [ ] ].-15 | and add-years [
today [ ].-14 ) ] and Record Status Code <> 'E'

E
E
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(20 Manpower Remarks
(- Pay Remarks

#-((1 Record OF Emergency Data
({20 Look-up Tables

(20 Odse Cyele Info / Deleted Recards
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({20 Cutting Score
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|
~Filter opion
Filer typs
ﬂ Detail ~| I Suspend the filter

Build Crosstab

[ Pay Entiy Base Date: = I
[ &imed Forces Orig Entry Date

™ Eliminate duplicate rows

Tips:
Edit Defifion..
_I Use the available components to define or add to an expression. _~ |

el | I

Cancel Cancel

With a basic Data tab and using Functions within your
Filter tab, you can produce a time saving report that does
not have to be re-filtered every time you go into it, but
gives you the most recent information every time you

access it!
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Date: 824101
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This filter has parenthesis, which tells Impromptu to look at the expressions inside the

parenthesis first.

Members with Svc
Spouses may still be
entitled to FSA
(DODFMR Chpt 27),
so we must ID them in
the filter. Then we
have to ID the family
members who are not
in the local area, RUC
31318 DGLC is 285.
A Kill date of 999999
represents an open
MCTFS remark, also
when we ask for To
Dates that are not
missing, we get the
member with closed
remarks.

] |
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Query HER
Data I Sort I Group ~ Filter |
Available components: Filter definitian:
[ + Present Reparting Unit Code = '31318" and Family Separate ;I
T mr——— llows Ta Dt is not missing and Bemark Kil Date Rk 313 <
& d4 999999 and [ Dependents Geo Location Code <> '285' or [
an I arital Statuz Code = 'M' and Service Spouse Ssn <>
- | |'0000000000° ) ) and Record Status Code <> 'E'M
And | Or | Clear
i~ Filter option:
Filter type:
IDE[G” | [T Suspend the filker
™ Eliminate duplicate rows
Tips:
Use the available components to define or add ta an expreszion ;I
I
Crca_|
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Query . -
D 5o | Gimp Flr | In this filter we asked for all
fwailable componsrts Fiter efinition: . .
T - Present Reporting Urit Code = 31301 and Platoon Number = |~
B o 'PASC and Ssn lke %2 ' and Record Status Code <> E' e I I I e I I I e r S WI I n
B ane n )

.|| platoon PASC that had a
we I SSN with the last four

I Eliminate duplicate rows B S ta rt i n g Wi t h 2 .

Tips.
Use the avalable companznts to define or add to an expression.

- 2]
[]
Cancel

Refer back to Chapter 3
for the SSN expression.
The report will look like e Lot 4 SN o
this. But the SSN column ﬁﬂ
will list the entire SSN.
For Privacy Act

purposes, lets cut the

| » [
\UDSE SR 20010700 [ | Son Widths 0.34, Height 0.19, Origin (0.07, 0.43) in. I s ]
SSN columns down to || GOODA || osemmenss T iemrm

the last four digits. This P — m——
is done by right clicking o
on one of the SSN’s and C) e ke e

Mormal:

selecting FORMAT, you 3
will get this window. In -
the Data tab, under

Normal type ]

Then click on OK.






















Templates only store formatting and placeholders.
They can save you time and help you produce reports
and letters that are consistent with your units
standards. Templates also simplify the process for
creating new reports. If Impromptu contained no
templates, you would start with a blank report and
add frames every time you wanted to create a report.
For example, a mailing label allows you to take data
from your Commanders Unit Diary Database (CUDDB)
or ODSE and place it in a format of a mailing address
vice a list report. You can save your report as a
template to make it easier to update the report next
time you access it.



Before you can apply your template, you should
build your list report as normal. When you are
sure that your are retrieving the appropriate

data, then apply the information to a template.

Lets build a list report of all the married
Marines within a RUC to include the spouses
name and the address for the spouse then
apply it to a template so we can print off
mailing labels.




Templates

Build your report as normal...
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Tips:
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TemplalteS

Your list report will look like this. Once you have
decided this is the data you want, you can apply a

Impromptu - [Report1] |- 2] %]
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TemplalteS

Click on report, then apply template.
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Templates

From this screen, click on the browse button.
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Templates

From the Open window, you should be able to go

Impromptu - [Report]]

to the directory the templates are located in. If you
do not have the templates, you can get them from
your servicing MISSO.
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ates

Once you are in your templates sub-directory, select
mailing labels and click Open.
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Now that you have the format set for the address,

you have to change the properties so that they will
print properly on your laser jet labels.
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Impromptu - [Reporti]

High-light one of the labels and then click on
Format then Properties. This will allow you to set
the properties for the labels.
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Ensure your Alignment tab look like this.

i Form Properties I
| M ame:; |ﬁ'«ddress Labelz

...............................

|

IEh:uttu:um

af

| IF'arent

|

e [3] .

] Cancel Help




Ensure your Size tab look like this.

Form Properties EH [

M amne:; I.ﬁ.ddress Labels

Alian ] Size ] Printing ] L apout ]

7

IS pecify E
I 1.00 inches

R

] I Cancel Help




TempIaltes

Ensure your Layout tab look like this.

Form Properties [ 2] |

M ame: I.-“-‘-.l:ll:lress Labels

Align ] Size 1 Frirting 1 ........ Lapout ]

— Scope of data
&+ Single jow of data

" Data in the group:

Al data

— Tile —Arrange contents

. . . E & | eft ta right " Top to bottom
BEEEC EEE [EE
EEBEC u -
BEEEC .

CaCOER

] I Cancel Help




Now that your labels are in the right format, simply
put your labels in the printer and print them off.
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22 BRYER RD
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Templates

Template can be applied to mailing labels,
SRB/OQR labels, birthday letters, promotion
letters, group orders, etc.

** Work smarter...not harder! **
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Chapter

We will be linking data from the Commanders Unit
Diary Database (CUDDB) to Microsoft ACCESS.



¢+ UD/MIPS - Navigator M |

File  Window Help
7 B 3 2

Coammarn ELSIG Urit Diary — Tickler File DFR MIPS [nteligent  Impromphu
LItilties Forms

COCHOE
L] [elilsl

Before you can establish a database connection with
an external database (Microsoft Access), you for
have to set a Datalink Account (UDMIPS Stand-alone
or Client version only). This can be accomplished
by logging in to UDMIPS. Once you are logged in,
you will see the UDMIPS Navigators screen, as seen
above. Go into the first module, Common Utilities.
If you are on the server version of UDMIPS, use your
Oracle login name and password for the ODBC.



" Common Utilities - RUC 36000
File Toolz window Help

|A e | B EE D> X

|Feady o

When you access Common Utilities, you will see the
above screen.



E E FFFFFFFFFFFF
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Update Unit Address Record
User Field Labels

eset Compary and Platoon Codes

omnload Databaze

R
Laocate Members
D
[

Click on Tools —-> DataLink Account
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£+ Datalink Account

Generate/Reset DataLink Account
The generate/reset datalink

) F‘asswnrd:l K
account screen will appear. .
] Confirm Pazsword: | Cloze
You can go in and create a o
password for your account. As
you type, your password will
come up as "' as well as your MREEIEESE X
confirmation of password. Generate/Reset DataLink Account
Once you have typed your —— 5
password in both locations, - =
s ) orifirrn Pagsward: I Cloge
click on OK and you will geta
message stating that you have
been added to the datalink

account. **Notice that your
user hame /S yo ur 5 SN W/t /7 ol [- @ [Jzer 429000000 was successfully added
the preceding zero.**

BC121

Once this is accomplished, you can get completely out of
UDMIPS.



You should now get into your external database, for
the purposes of this users guide, we will create a new
external database using Microsoft Access. Open
Access by clicking on START--> PROGRAMS-->
Microsoft ACCESS. You will then see the screen
below.

CarLvl Student DB

4L\ Personnel Administrative and Legal ...
CAMYDOCU- 1 Career Level Database =l

[a]4 I Cancel |




This screen is defaulted to 'Open an existing File'
change this to '‘Blank Access Database' by clicking
on it and then click on OK.

" Arcess datshase wizards, pages, and projects
=

é " Open an existing file

Carlyl Student DE

4, A\Personnel Administrative and Legal ...
CAMYDOC U1\ Career Level Database =l

(T4 I Cancel |




The below screen is to give your database an name.
You want to also ensure that you are aware of the
sub-directory that your database will save to. Once
you have done this, click on CREATE.

File Hew Databaze HE

Save i IQ Deskbop) i | @ X ﬁf . Taals -

My Camputer
-}':.'g Mebwiork Meighborhood

|:| M i

[ ODSE Class

7D Pkg

[ CarLvl Student DB

nents @Persunnel Adrninistrative and Legal Services Schoal (2)

File name: Icuddb data j E Create I
Save as bype: IMichsu:uFt Aocess Databases j Cancel |
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At this point you have a blank database, lets get
the information from your CUDDB linked.

i
JF\Ie Edit Wiew Insert Tools Window Help
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Click on FILE ——>
Get External Data -->
Link Tables

E Microsoft Access ==
J’@K Edit wiew Insert Tools Window Help |
1D ew... Chrl+h

= Open... Chrl+0

e Chrlts
SEVENLS
EXport

Bage Seti.,
@ PrintPreyies
2= Brifitae. Ghrl P

Senn e ¥
Database Propetties

1 CHWINDOWSIDESKTOP cuddb data

2 Carlvl Student DB

3 cuddb

4 C\TEMP\Personnel Administrative and Legal Services Schaol

Exit

Ready | | 7 B



When the link window appears, the first thing you
should do is change the 'File of Type' to ODBC
Database. This is done by clicking on the drop down
box and scrolling to the bottom of the list...ODBC

Database. This will automatically prompt you to the
next screen.

Ed Microsol ft Access ™=
JElIe Edit ¥iew Insert Toaols \Window Help

|
s e A A R =

g= cuddb data : Database

g8 open B Design ‘iz hew | red | 2g ’_2_
L=

Hem|@ % eimE - oo

[2) CarLv Student DB
[ cuddb
[5 0l Excel Documen s

[ready

I I 1
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Opeﬂ ectiVlty
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Select Data Source K B
. File Data Source  Machine Data Sounce I
When this screen appears, y _
ata Source Mame | Type | Description
H 1 H CBa_EH_DB Supstem
click on the 'Machine Data |
. . . ggigrékg_tl,ldmms Elystem UD/MIPS DDEC Datalink Entry
les zer
Source tab then hlghllght dB aze Files - Word User
1 . . . . ECDCMugic Sygtem Perzonal mugic CD titles
Excel Fil u
the 'datalink 2 udmips' file o e o
. K fruprn Files: - ‘ahred NE —-— =
and click on OK.
Mew...
A Machine Data Source is gpecific to thiz maching, and cannot be shared.
"User" data sowrces are specific to a user on this machine. "System” data
zources can be used by all users on this machine, or by a system-wide service.
Ok I Cancel Help

Logon to Oracle

You will be prompted to enter s Hame. 22500000

your User Name and password. Password I xxxxxxxx

Once entered, click on OK. Sover [ooqiod




You will then have a listing of all the available data
items from your CUDDB. You can pick and choose
the items that your want on your external database
or you can simply select all the items available.

Link Tables H

Tables |

[IDMIPS ACADEMIC TEa] TNFD R145
UDMIPS, ADDITIONAL_MOS

UDMIPS, ANTL_TERRORISM_TRNG_R137
UDMIPS. AW/ARDS_R143

UDMIPS, CIVILIAN_EDUC_INFO_R147
UDMIPS. CLASSIFIED_INFO_NDA_R139

LIDMIP3, COGHOS_LOGIN

Ok

LIx]

1

Cancel

LICMIP3 DA TABASE _INFORMATION Select Al
LICMIPS, DEPENDEMT _INFORMATION_R150
LICMIPS. OR AW _CASE_TNFCRMATION Deselect Al

LIDMIPS ELECTROMIC_MAIL_R991
LICMIPS ENTITLEMENTS_IMFORMATION

o ™ Save password

Once you have all the highlighted items selected or
select all selected, click on OK. This will start the link
process.

Sometimes the process will stop to ask you to select
more data items, select all or (the Ist ten) and click
OK.



Once the process is completed, you can go into
your external database and start manipulating
data.

EJ Microsoft Access - [cuddb data : Database] M= E

J Eile Edit View Insert Tools Window Help ;Iillﬂ
EEIE R AR AR AR =R R
Ui
; +@ UDMIPS_LK_ABSENCE_REASONS *i8  UDMIPS_LK_CUSTODY_STATUS_71_30_40 @ u
Create table by using wizard +@ UDMIPS_Lk_ACTIVE_DUTY_INCREMENT #i@ UDMIPS_LK_DEPEMDENTS 21 @ u
Create table by entering data +@  UDMIPS_LK_ACTIVE_DUTY _TRAINING *i8  UDMIPS_LK_DEPLOVMENT _STATUS_71_10_40 @ u
»@ UDMIPS_SCADEMIC_TEST_INFO_R145 +@  UDMIPS_LK_ADDRESS_MAILTMG_CONDITION #@ UDMIPS_LK_DEPM_LOSS_REASON_71_30_50 @ u
»@ UDMIPS_ADDITIONAL_MOS +@ UDMIPS_LK_ADDRESS_STATUS *8 UDMIPS_LK_DIARY_RUC_ASSISNMENTS @ u
#@ UDMIPS_ANTI_TERRORISM_TRNG_R137 +@ UDMIPS_LK_ADDRESS_VALIDATE_SPECIAL *@  UDMIPS_LK_DRILLS_ABSENCE @ u
@ UDMIPS_awiaRDS_R143 +§ UDMIPS_LK_ADDRESS VALIDATION_71_70_20 @ UDMIPS_LK_DRILLS_ATTENDED @ ur
+@ UDMIPS_CTVILIAM_EDUC_INFO_R147 +§ UDMIPS_LK_AUTHORIZING _OFFICIAL +@ UDMIPS_LK_DRILL_REASONS @ ur
@ UDMIPS_CLASSIFIED_INFO_NDA_R139 +8 UDMIPS_LK_AWARDS_70 *@ UDMIPS_LK_DRIVER_IMP_SCHOOL_71_40_20 @ ur
@ UDMIPS_COGNOS_LOGIN +§ UDMIPS_LK_BADGES_71_50_60 *8 UDMIPS_LK_DSSM_13 @ ur
#@ UDMIPS_DATABASE_IMFORMATION +§  UDMIPS_LK_BAH_71_90_10 *i8  UDMIPS_LK_DUTY_LTMIT_71_10_10 @ ur
+@ UDMIPS_DEPENDENT_INFORMATION_R150 +8 UDMIPS_LK_BAG_71_30_30 *8  UDMIPS_LK_DUTY_PREFEREMCE_71_20_50 +@ ur
@ UDMIPS_DRAW_CASE_TNFORMATION +§  UDMIPS_LK_BAS_71_70_60 8 UDMIPS_LK_DUTY_STATUS_71_10_20 +@ ur
@ UDMIPS_FLECTRONIC_MAIL_Ro91 + @  UDMIPS_LK_BLOOD_TYPE +8 UDMIPS_LK_ECC_FLAG +@ ur
@ UDMIPS_ENTITLEMENTS_INFORMATION +§  UDMIPS_LK_CADENCY *8 UDMIPS_LK_ENTRY_SOURCE_71_10_30 +@ ur
+ UDMIPS_FORETGN_L ANGLIAGE_R113 + UDMIPS_LK_CAREER_STATUS_BONUS +8 UDMIPS_LK_FTHMIC_GROUP_71_20_20 +i@
# UDMIPS_GOVT_EQUIP_OPR_ITCEMSE_R141 +@ UDMIPS_LK_CATEGORY_CODE +8  UDMIPS_LK_FLPP_CATEGORY +i@
+@ LDMIPS_IMPROMPTLI_LISER +8 UDMIPS_LK_CHAR_OF_DRILL +i8  UDMIPS_LK_FLPP_pay_| EVEL +i@
# UDMIPS_INSIGNIA_AUTH_WEAR_R140 +8  UDMIPS_LK_CITIZENSHIP_71_20_10 +8  UDMIPS_LK_FORETGN_| ANGUAGE_N3 +i@
+@ LDMIPS_| AST_PROCESSING _CVCLE +  UDMIPS_LK_CIVILIAN_EDUC_MA1_SUE_N7 *if  UDMIPS_LK_FRGN_LANG_PRO_PAY_LEVEL +i@
# UDMIPS_|Kv_ACTIVE_DUTY_TRMG_EXCEPT_C1  #if LDMIPS_LK_CIVILIAN_ED_CERT_71_20_40 +8  UDMIPS_LK_5A5_MASK_SIZE_71_70_70 +i@
# UDMIPS_|Kv_aWARDS_70_D1_0z_03_04 +8 UDMIPS_LK_CIVILTAN_ED_LEVEL_71_20_30 +8  UDMIPS_LK_5A5_MASK_TYPE_71_70_90 +i@
# UDMIPS_| KV _AWARD_DEVICES_70_N5 + UDMIPS LK _cola_14 +8 UDMIPS_LK_GEOL_40_30 +i@
#@ UDMIPS LKV DIARY MCC_LIST +8 UDMIPS LK_COLA_START DEPENDENT +§ UDMIPS_LK_GEOL_RESTR_40_20 + e
#@ UDMIPS LKV DIARY RUC_LTST +@ UDMIPS_LK_COLA_STOP_DEPENDENT +§ UDMIPS_LK_GRADE + e
# UDMIPS LKV HARDSHIP_DUTY_LOC_55 +@ UDMIPS_LK_COLA_WO_DEPENDENT +§ UDMIPS_LK_GRADE_FULL_RANK + e
+ UDMIPS LKy MGIB_SR_KICK_INCNT_FLIG_47 +@ UDMIPS_|K_COMBAT_SERVICE_71_10_50 +8 UDMIPS_LK_HARDSHIP_DUTY_PAY_55 + e
#@ UDMIPS kv MGIE_SR_KICK_INCNT_SUSP_47 +@ UDMIPS LK_COMPONENT CODE +#8 UDMIPS LK HELMET SIZE_71_70_80 +@ u
@ UDMIPS kv MGIE_SR_KICK_INCNT TERM 47  #i# UDMIPS Lk COMPONENT CODE_PAY GROUP_ 34 +# UDMIPS_LK_IDT TVPE +@ u
@ UDMIPS Lkv_Pay_ 42 +@ LDMIPS Lk_CONAD_RUC +§ UDMIPS_LK_IF_FORM_IDENTIFICATION +@ u
#@ UDMIPS LKy _SM_MARITAL_STAT 71_30_10 +@ UDMIPS LKk_CRISIS 43 +§ UDMIPS_LK_INSIGHIA_40_10 +@ u
| 1 i

Ready e w0
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