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Overview

The purpose of this document is to provide guidance for the Contract Data (formerly FPDS) ad
hoc reports.

User Guides for other types of reports are provided as separate documents.
The Contract Data (FPDS) reports include 4 groups below:

Standard reports
Administrative reports
Static Reports

Ad Hoc Reports

Powbd -~

The corresponding videos, help files, etc. are located (or will be located) in the Learning Center
of beta.SAM.gov. Contract Data is the domain for FPDS (Federal Procurement Data System)
information.

About Ad Hoc Reports

The ad hoc reports feature offers the ability to select individual fields from the database to run a
query. Ad hoc reports are an advanced feature recommended for users who are familiar with
the data fields and knowledgeable on using the sophisticated reporting tool.

At this time the fully functional ad hoc reports are available only for the Contract Data domain.

Registration: Users must register (sign up) for a beta.SAM.gov account to access the Contract
Data (FPDS) ad hoc reports.

Data Access: Data access for ad hoc reports is controlled based on your profile information, such
as Federal Department or agency role. Non-DoD users are subject to a 90-day delay for
DoD-funded awards.

Report Date Range & Data Size Limitation: After the user executes the report, if the report
returns a large data set, there is a 12-year or 150,000-row limit of the report records to ensure
acceptable system performance. This Data Size Limitation is increased from 30,000 rows in
the FPDS system.
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How long does a Scheduled Report stay in the History List: Any Scheduled Report that
stays in the History List has a message lifetime of 7 days.

Limitations on how many reports can be saved in the History List:

The message lifetime ensures that no History List messages reside in the system indefinitely.
If the user logs out of the system when the messages are checked, and If they are older than
the lifetime configured here, the messages will be deleted.

Currently, each user can keep up to 500 messages in their History List.

In the History List, if the status of the report shows as “Ready” in bold, it means the report is
unread.

I" s AM?%%)V g (- Award 1DV Information > History List

OB,
4 Name Status Message Creation Time ~
Create #B  508Test- Blank Report4/2/20 1:31:36 P Ready §/15/20 9:15:01 AM
ﬁ My Reports
4 o %
f@ History List

u My Subscriptions

If the report status shows as “Ready [mark as "unread"],” it means the report is read.

b

~“.l‘s AM thaOV (- Award 1DV Information > History List
*

4 Name Status Message Creation Time

Create BB 508 Test- Blark Report 4/2/20 L3136 PH Ready [mark s "unread'] /15720 8:15:01 AN

E My Reports
I Hstory st

u My Subscriptions

Accessing Ad Hoc Reports

1. Navigate to: https://beta.sam.gov
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2. Click on the Sign in link

* Kk *

e

2

Signin

I sAM Gov

m o TE R I B
Welcome

This will be the official U.S. government website for people who make, receive, and manage federal

awards.

Official U.S.
Government
Website

What Can | Do Here?

Contracting

3. Click Accept to accept U.S. Government System terms.

AN sAM GOy

You must accept the U.S. Government System terms
to sign into this website

Thisis a U.S. General Services Administration Federal Government
computer system that is "FOR OFFICIAL USE ONLY."

This System is subject to monitoring.

Individuals found performing unauthorized activities are subject to
disciplinary action including criminal prosecution.

CanCEl h

4. You will be navigated to Login.gov for authentication. Create an account or sign in if you
already have one.

U.S. General Services
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beta

O LOGIN.GOV ‘ _!!',!_SAM.GOV

beta.sam.gov is using login.gov to
allow you to sign in to your account
safely and securely.

Email address

(J Show password
Password

—’ Don't have an account? Create an account

Sign in with your government employee 1D

4. After login, navigate to the Data Bank page by clicking the hamburger menu, then click
on the Data Bank icon.

A sAM oy J o g a0

Hom¢ Data Bank Workspace Data Services Learning Center

The Data Bank Home Page — Ad Hoc Reports

Navigate to the Contract Data ad hoc reports page by selecting the domain of Contract Data
and then the Ad Hoc report type in the left menu.

Click on Award/IDV Information or Other Transaction Information links to proceed to ad hoc
reports with the corresponding award/transaction types.

| _ For more information about the IAE, Page 7 of 68
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“ l beta — a
2= SAM.GOvV =QqQ B 4 0
Show Reports For
Data Bank
Contract Opportunities
A Sam.gov reports can be used to support analysis of federal spending including geographical analysis, market analysis, and
Contract Data ‘ o analysis on the impact of the congressional and presidential initiatives in socio-economic areas such as small business
spending. The data is also a reliable basis for measuring and assessing the impact of Federal acquisition policy and

Report Type management improvement.

() static Contract Data Reports

) Standard Reports on acquisition awards are available to the public. Your reports provide detailed information on awarded contracts

— and associated modifications. Reports can assist with market analysis including data by federal organization, geographical

() Administrative area, business demographics, and product/service type.

B
@ #dtioc L Ad Hoc Reports

The Ad Hoc Reports feature offers the ability to select individual fields from the database to run a query. Please note that
the ideal users of the Ad Hoc Reports feature have both knowledge of the data fields and understand how to use an
advanced reporting tool.

®, What you think matters!

Showing 1-2 of 2 reports

C
_ Award/IDV Information Report = 4—
D

Other Transaction Information Reportz <=

Key elements of the Data Bank — Contract Data ad hoc reports page:

All available domains are located at the left navigation bar on the page

Report types are available below the domain selection
Link to ad hoc report for Award/IDV Information

Link to ad hoc report for Other Transaction Information

oow»

Creating an Ad Hoc Report

Ad hoc reports are built using MicroStrategy, a business intelligence tool customized to work
with Contract Data (FPDS).

Page Time-Out: Please note that the ad hoc reports pages are designed to maintain a user
session for 12 minutes of inactivity and will log the user out after that. The logout screen does
not automatically appear upon the logout, but is displayed after the user starts interacting with
the system again.

The left menu is collapsible and contains the following items:

i For more information about the IAE, Page 8 of 68
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- My Reports
- History List
- My Subscriptions

My Reports page is the default landing page for ad hoc reports. It contains a list of your ad hoc
reports.

History List page displays all reports that have been executed based on your subscriptions.
See the History List section of this document for more information.

My Subscriptions page displays all shared links and a list of subscriptions to the History List.
See the My Subscriptions section of this document for more information.

There are two options to get started:
1. Build a Blank Report
2. Build a report using the Report Builder

Both options provide the same capability. The Report Builder is a wizard, while the Blank Report
option gives you full control when building the report.

Once you create and save an ad hoc report, it will appear on the My Reports page.

Click on the Create button, then click on the New Report menu option to access these two

options.
I I I beta
Other Transaction Information > My Reports
== SAM.GOV ¥ Repo
« This folder is empty.
[ Create
@ (Eé_é New Report > Blank Report
‘—
Wty Hiistory List Report Builder
@ My Subscriptions

Ad Hoc Report Builder

This section provides an overview of the tool used to create ad hoc reports.

Follow these steps to create an ad hoc report using the Report Builder:

U.S. General Services
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1. Select the Date Range for Date Signed
a. Specify Start Date for Date Signed
b. Specify End Date for Date Signed
2. Select the Date Range for Last Modified Date
a. Specify Start Date for Last Modified Date
b. Specify End Date for Last Modified Date

All users will have to provide at least one of the date ranges as indicated above. Neither
date range cannot exceed 12 years for each. Furthermore, these date range prompts cannot
be deleted from the reports. This constraint is applicable to reports created by both Blank
Report and Report Builder. The user can use the Reprompt option to change the date
range selections. Please note that the report has to be saved before the selections can be
changed.

3. Choose the attributes of the report
a. Click on the available attribute groups to open the list of available attributes. Note
that FOUO attributes are available only to government users.
b. Click on the attribute to select it. Selected attributes are displayed on the right
side of the screen.
c. Click on the “Look In” dropdown to access attributes from other attribute groups,
or choose the attribute groups from the Available panel directly.

4. Choose the metrics for the report
a. Select a metric from the list of available metrics and click on it.

Note: Action Obligation from FPDS.gov has been renamed to Dollars Obligated.
This was done for consistency with standard reports, as it is called Dollars
Obligated there.

i For more information about the IAE, Page 10 of 68
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LYY Keol

(- Award 1DV Information = My Reports > Design Mode: Report Builder

INDEX

& Summary of your selections
1 Start Date for Date Signed

2 End Date for Date Signed

3 Start Date for Last Madified Date
4 End Date for Last Modified Date

5 Choose the attributes of the
report (Required)

6 Choose the metrics of the report
7 Qualify on any attribute
8 Metric qualification

Report Message Name: Report Buil

Save

Cancel

X || 1. start Date for Date Signed

Please Enter a Start Date for Date Signed

I |

2. End Date for Date Signed

Please Enter an End Date for Date Signed

L =

3. Start Date for Last Modified Date

Please Enter a Start Date for Last Modified Date

L I=H

4. End Date for Last Modified Date

Please Enter an End Date for Last Modified Date

- =H

5. Choose the attributes of the report (Required)

Selact the attributes to include on your report:

| This prompt requires at least one selection.

Look in: -
@
Search for:
[a]
Available: Selected:
! | Business Size Selection I ‘ (none)

ider

5. Specify attribute filtering for your report: “Qualify on any attribute.”
a.

Select an attribute group to view the list of available attributes. Click on the
attribute to add it as a filter.

Expand the menu next to an attribute to view values available under it for filtering.
Click on the value to add it as a filter

If the value is in red color,you can click on it to enter the value.

|
g
<]

A U.S. General Services
GSA

Administration
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7. Qualify on any attribute

Please select the attribute filtering conditiens for your report:

search for:

Available:

Match case

Contract Data (FPDS) Ad Hoc
Reports Quick Reference Guide

S

» @ SAM Exception

@ GIODa DTS TOTGEr

€4 Global vendor Name

€5 Vendor Address Gty

B

Vendor Address Gty 10 Equal

Enter value:

£o Vendor Address Country
» @ Vendor Address State
& Vendor Address Zip Code

(<]

& vandne [

I Dictrics

8. Metric qualification

U sAM:Bov

d. Once the attribute or value is selected, you can click on any element highlighted
in blue to specify additional filtering criteria.

4= Award IDV Information > My Reports > Design Mode: Report Builder

TNDEX

i summary of your selections
1 Start Date for Date Signed

2 End Date for Date Signed

3 Start Date for Last Modified Date
4 End Date for Last Modified Date

5 Choose the attributes of the
report (Reguired)

6 Choose the metrics of the report
7 Qualify on any attribute
8 Metric qualification

X

1505

7. Qualify on any attribute

Please select the attribute filtering conditions for your report:

Search for:
¢ votchcase

e

Selected:

Available:
& ACTION

- € ADMINISTRATIVE CONFERENCE OF THE U. 5.
& AGENCY FOR INTERNATIONAL DEVELOPMENT
© AGRICULTURE, DEPARTMENT OF

< & AMERICAN BATTLE MONUMENTS COMMISSJON
& ARMED FORCES RETIREMENT HOME
© BOARD FOR INTERNATIONAL EROADCASTING

8
(]

[ Contracting Department Name Select In List AMERICAN BATTLE MONUMENTS COMMISSION

7. Qualify on any attribute

Please select the attribute fitering canditions for your report:

Search for:

Q| ¥ Match case

TRATIVE CONFERENCE OF

© AGENCY FOR INTERNATIONAL DX
- & AGRICULTURE, DEPARTMENT OF

& AMERICAN BATTLE MONUMENTS COMM

€ |ARMED FORCES RETIREMENT HOME

& BOARD FOR INTERNATIONAL BROADCASTING

arch for
[ wiatch case
Avalable: Selected:

& ACTION © AMERICAN BATTLE MONUMENTS C

[>] & aormusTRaTve coneerence oF

% Raca and Ol Natinns Vahia (Toral Cantracs sk

5 BOARD FOR IHTERNATIONAL 5RO |
8. Metric qualification & BROADCASTING B0ARD OF GOVEF || <€
(CHEMICAL SAFETY AND HAZARD T

Choose a metic to begin bulding 3 qualfication d

m——— ——

M4 1-500155 b B
Hetrc: 1s: - 2
-none - Greater than or equai to |+ OK | Cancel

e. Some attributes will be displayed with a lock icon. This means that the attribute
has too many values to be displayed in this list.

U.S. General Services
Administration

GSA

7. Qualify on any attribute

Please seledt the attribute filkering conditions for your report:

Search for:

¥| Match case
Available:

» @ Contracting Office Name

» @ Contracting Office Region

» @ Country Where Award Was Tssued

» @ Major Command Code

- g Parent Macom Code ﬁ
» @ Sub Command 1 Code

» @ Sub Command 1 Name

For more information about the IAE, Page 12 of 68

contact us at iaeoutreach@gsa.gov



1 g AMEDy

6. Specify metric filtering for your report: “Metric qualification.”

Contract Data (FPDS) Ad Hoc
Reports Quick Reference Guide

a. For each metric, you can select to filter at the report level or the granular level.
Granular filtering means that the filter will be applied prior to aggregating values.
Regular filtering means that the filter will be applied to metric values that are

displayed in the report.

When selecting a metric for qualification, select an operator from the list as
displayed on the screenshot below.

8. Metric qualification

Choose a metric to begin building 2 qualification.

Metric:
- none -
b Base and All Options Value (Total Contract Value)
-} Base and Exercised Options Value
' ' Dollars Obligated
{h Number of Actions
[k Number of Records

1-50f5

Is:
Greater than or equal to | - |

pquals
Does not equal

| |Greater than

Greater than or equal to
Less than

Less than or equal to
Bebween

Blot bobaoon.

b. For most cases we recommend using the default level. The default level will
qualify on the level of the metric that was selected.

Other options include:

e Metric: filtering will take place inside the metric definition. The report filter will
be applied first, and the conditional metric filter will be applied after that.

e Report: filtering will take place at the level at which the report is generated.
The conditional metric filter will be applied first, and the report filter will be

applied after that.

e Attribute: filtering will disregard the level of the metric selected in the box on
the left and will take place at the level of the attribute selected. To select an
attribute level, click on “choose attributes...” at the bottom of the dropdown

list as displayed in the screenshots below.

For more information about the IAE, Page 13 of 68
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8. Metric gualification

Choose a metric to begin building 2 qualification.

Metric: Is:
|- none - | Greater than or equal to | - |
‘ 34 Base and Al Options Value (Total Contract Value) | Value:

| i Base and Exercised Options Value

| 11 Dollars Obligated
&5 Number of Adtions Default | e
45 Number of Records Default
Melric
— Report
1-50f5

Choose attributes...

Greater than or equal to | =
Dollars Obligated AL leel

¥ Salect Attributes ¥ =

Look in: o
W Atributes [-][&=

Search for:

o Tq]

Available: Selected:
@ DV Referenced 1DV PIID | & p0
@ PIID Agency ID 2]

&, Referenced IDV PIID [»]
1
&Ii
1-4of4 y

0K Cancel

How to apply filter to granular data before data is aggregated:
e Select a metric and set the value for the metric filter.
e Search for “Granular” or select “Granular” under “Granular Level” folder in
an attribute level filter as displayed on the screenshot below.

' _ For more information about the IAE, Page 14 of 68
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)
* |
o/ A

|

Number of Actions ® Select Attributes

Look in:

[ s H(a)

Search for:
Q |

Available: Selected:

(none) g Granular

B BB

T-Tof1

oK Cancel

7. Specify a name for your new report and click Save on the bottom left corner of the
screen to save the report.

Report Message Name: | Report Builder

Save | Cancel

8. Save your new ad hoc report.

The Save As dialog will appear after you click Save. You can provide a name and a description
for your new report.

The checkbox of “Keep report prompted” is checked as default, it allows users to make changes

when running the reports. If you uncheck the checkbox of “Keep report prompted,” users can

run the report, but they cannot see the report builder template to make changes of the attributes
and/or filters.

Please Note:

e You can choose to save the report as a prompted or a non-prompted report:

| _ For more information about the IAE, Page 15 of 68
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(€PYAY  Administration contact us at iaeoutreach@gsa.gov



5 Contract Data (FPDS) Ad Hoc
l I eta ) i
o SAM GOV Reports Quick Reference Guide

*

o To save it as a prompted report, select the “Keep report prompted” check box.
The report is saved with active prompts. When you execute the report in the
future, you are prompted for answers again.

o To save it as a non-prompted report, clear the “Keep report prompted” check
box. The report is saved with the currently report prompt values and filter
information. When you execute the report in the future, you are not prompted
again.

e If you save it as a prompted report, you can change the saved prompt answers when
you run the report again, as described below:

o To save the current prompt answers as the default prompt answers, click
Advanced Options. Select the Set the current prompt answers to be the default
prompt answers checkbox. When you run the report again, the prompt
answers that you selected are displayed as the default prompt answers. You
can choose to use the default answers or change them.

o To use the default prompt answers defined in the prompt, click Advanced
Options. Clear the “Set the current prompt answers to be the default prompt
answers” checkbox. The prompt answers that you selected are not saved with
the report. When you run the report again, the default prompt answers defined
in the prompt are not displayed. You can choose to use the default answers or
change them. If default prompt answers have not been defined in the prompt,
no default answers are displayed.

e The “Only filter will be prompted” option means that users will be allowed to specify
different filter values when running the report.

e The "Only template will be prompted” option means that you will be able to change
values for additional elements.

| _ For more information about the IAE, Page 16 of 68
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Save As ? x

Save in: | My Reports v
This folder is empty.

0 items found
Name |My test report builder report | oK

Description:
= Cancel

«| Keep report prompted.

@ Advanced Options...

«| Keep report prompted.
= Advanced Options...

r—Prompt:
Save report as static - Saved report will not be prompted when run
® Save report as prompted

Only filter will be prompted
®) Only template will be prompted
Filter and template will be prompted
[#] Set the current prompt answers to be the default prompt answers

9. Click the OK button to finish saving your report.
10. A success confirmation message will be displayed to you with an option to run the newly
saved report.

Report Saved ?

Report Builder test has been saved successfully.

Run newly saved report

Report Message Name: | Blank Peoort

Edit in Design Mode | | Cancel

Recommendation: we recommend users to leave the checkbox of “Keep report
prompted.’checked, which you can make the changes when running an ad hoc reports.
Otherwise, you won’t be able to make changes on this report if you uncheck this checkbox.

i For more information about the |AE, Page 17 of 68
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Examples for building filters in the report builder

Example: Create a filter to show records with Department ID that equals 9700 or 4700.
a. Find Department ID in the list of attributes, and double click on it or click on the “>”
button.

b. Click on “Form” as displayed in the screenshot below and select “ID” from the list.
;. Qualify on any attribute

Please select the attribute filkering conditions for vour report:

Search for:

| Q| # Match case ¥ X
Available: Selected:
| Contracting Department Name OualTeom Eovals ebe

w & Department and Agency Information | iID

2]
|

@ Contracting Department 1D |T||
=]

& Contracting Department Name I |
€ Contracting Office ID ‘
& Contracting Office Name l

@ Contracting Agency ID

@ Contracting Agency Name

. 4 v v Yy w©v v

c. Click on “Equals” and select “In” from the list.

| _ For more information about the IAE, Page 18 of 68
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7. Qualify on any attribute

Please select the attribute filtering conditions for your report:

Search for:
E] ¥ Match case
Available:
w & Department and Agency Information
» @ Contracting Agency ID Does not equal
» @ Contracting Agency Name Greater than
» @ Contracting Department 1D Greater than or equal to
» @ Contracting Department Name Less than
» @ Contracting Office D Less than or equal to
» @ Contracting Office Name Between
Not between
i 8. Metric qualification Contzins
Choose a metric to begin building a qualification. Doesmoticonaiy
Begins with
Metric: Is: Does not begin with
- none - Greater than or equal to | = Ends with
3k Base and All Options Value (Total Contract Value) | Value: Does not end with
s Base and Exercised Options Value Like
" At level:
b Dollars Obligated Mot Like
Default
b Number of Actions 1s Mull
1b Number of Records Is Not Null
—’ In
‘ 175 oS Mot In

d. Click on “Value”, enter “9700;4700” and click on the OK button. 9700 is a parameter that
the user can enter for Department ID.

7. Qualify on any attribute

Please select the attribute filtering conditions for your report:

Search for:
¥ Match case
Available: Selected:

Contracting Department ID Qualify 1D Equals Value

w &% Department and Agency Information

Enter value:
» @ Contracting Agency ID l 97004700
» @ Contracting Agency Name Browse values...
» @ Contracting Department ID 0K | | Cancel

» & Contracting Department Name
» @ Contracting Office 1D
» @ Contracting Office Name

Example: Create a filter to show only records with Modification ID = 0.
a. Find Modification Number in the list of attributes, double click on it or click on the “>”
button.

-
| 7. Qualify on any attribute

Please select the attribute filtering conditions for vour report:

Search for:

Wﬂiﬁcaﬁon |Q] #| Match case D

Lvailable: Selected:
Modification Number Farm Equals Valve

o Competition Information
& Contract Administration Delegation

& Contract Dates
(<]

d vy v vw

&% Contract Identication

- % Modification Number
. g PIID

e @ DD Acency ID

i For more information about the IAE, Page 19 of 68
U.S. General Services .
Administration contact us at iaeoutreach@gsa.gov



1 g AMEDy

b. Click on the “Form” and select ID.

-
| 7. Qualify on any atiribute

GSA

Please select the attribute filtering conditions for your report:

Search for:

Modification ¥ Match case

Available:

b &% Competition Information
» & Contract Administration Delegation
b & Contract Dates
v &% Contract Identication
- “j Modification Number
. € PID
» 4 PIID Anency T

(2]
(]

Contract Data (FPDS) Ad Hoc
Reports Quick Reference Guide

Selected:
Modification Num| vm Equals Vale

|

c. Click on Equals and select Equals for this example.

7. Qualify on any atiribute

Please select the attribute filtering conditions for your report:

Search for:
Madification | Match case
Available: Selected:
Modification Number ID Equals
» &% Competition Information | Aniils * k
qual

» & Contract Administration Delegation
» &% Contract Dates
¥ &% Contract Identication
. €4 Modification Number
<@ PIID

E‘ Does not equal

Greater than

[Z‘ Greater than or equal to
Less than

Less than or egual to

» & PUD Acency 1D Between
Not between
8. Metric qualification Contains

Choose a metric to begin building a qualification.

Does not contain

Begins with
Metric: Is: Does not begin with
- none - Greater than or equal to | » Ends with
[k Base and All Options Value (Total Contract Valug) | Value: Does not end with
b Base and Exercised Options Value Like
" ; At level:
Bk Dollars Obligated
- Default - Mot Like
[ Mumber of Actions s il
[ Mumber of Records Is Not Nul
In
1-50f5 Mot In
d. Click on Value and enter “0.”
7. Qualify on any attribute
Please select the attribute filtering conditions for your report
Search for: )
]
E ¢ Match case ¥ [Z]
Available: Selected:
b &% Business Size Selection Modification Number Farm Equals Vajk \

b & Competition Information

b & Contract Dates

¥ & Contract Identication
€ Modification Number
G4 FIID

» @ PID Agency ID

8. Metric aualification

Ent

0K | | Cancel

(]
J

e. Click on the “OK” button. Your filter is now complete.
f.  When users enter the vendor name in upper or lower case, the system will turn the lower
case character(s) to upper case.

U.S. General Services
Administration
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Vendor Name Form Equals Malua.

=

Making Changes to a Saved Report (When a report is
saved using Report builder wizard)

When a report is created and saved using Report builder wizard, in order to alter the report, the
user has to Run the report to access the Report builder wizard which let the user make any
changes from the report template.

We have two ways to make changes to the report which is created by using Report builder.
Option 1:

e Go to My Reports and select one report

e Click on Run
Option 2:

e Double click on the report name to run this report

U.S. General Services
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< C @ betasam.gov/AD

Al sSAMBOv- €

Award IDV Information > My Reports

< Name = Owner Modified Desc
=== RK 1SsUe verimication Administrator B/25/20 4:15:U6 PM
Create
S22 RK Issue verification with Granular... Administrator 8/25/20 4:15:06 PM
ﬁ My Reports
SE  RK Issue verification with metric fil... Administrator 8/25/20 4:15:06 PM
f(_') History List
SE  RK Issue verification with NON Gra... Administrator 8/25/20 4:15:06 PM
u My Subscriptions
S22 RK Issue verification with View Filter Administrator 8/25/20 4:15:06 PM
522 RK Vendor Name Administrator 8/25/20 4:15:06 PM
S5 S5 Repo Administrator 8/25/20 4:15:06 PM
Run...
352 test beta Edit... Administrator 8/25/20 4:15:06 PM
_— Copy...
==z Test Blar Administrator 8/25/20 4:15:06 PM
Mowe...
SE=  Test Blar New » Administrator 8/25/20 4:15:06 PM
. Delete...
=2z Test Nac reitestuser+dodadmi... 9/2/20 10:15:40 PM
Find Dependents...
Z2f  Updated Rename... yogi 8/25/20 4:15:06 PM
- Run as »
2 User guic reitestuser+dodadmi... 9/29/20 11:13:11 AM
Share ...
= mm o~ S5 User gui Properties. .. Administrator 8/25/20 4:15:06 PM

These 2 options will bring the user to the Report Builder template so the user has the chance to
make changes.

In case user uses the “Edit” function, such as:

i For more information about the IAE, Page 22 of 68
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The user can right clicking on the ad hoc report name, to see the “Edit” button from the
dropdown:

Or, user can look for the

User can look for the “Run Report” icon at the top left, click on it to run the report:

GSA

E My Reports
ﬂ}) History List

u My Subscriptions

RK Vendor Mame

S5 Report B

test beta aw

Test Blank B

Test Blank F

Test Macis re

Updated Sar

User guide F

User guide__

U.S. General Services

Administration

test beta awa... = Ifgrfv‘f‘,

Test Blank Report

Contract Data (FPDS) Ad Hoc
Reports Quick Reference Guide

Run...
Edit...
Copy...
Mowve...
MNeww

Delete. ..

Find Dependents...

Rename...
Run as
Share ...

Properties. ..

“Edit in Design Mode” icon:

RK Issue verification with metric fil...
RK Issue verification with NON Gra...
RK Issue verification with View Filter
RK Vendor Name

SS_Report Builder

Test Blank Report Dept

Test Nacis report

Administrator

Administrator

Administrator

Administrator

Administrator

Administrator

Administrator

Administrator

reitestuser+dodadmi...

Administrator

Administrator

Administrator

Administrator

Administrator

reitestuser+dodadmi...

yogi

reitestuser+dodadmi...

Administrator

8/25/20 4:15:

8/25/20 4:15:

8/25/20 4:15:

8/25/20 4:15:

8/25/20 4:15:

9/2/20 10:15:

8/25/20 4:15:

9/29/20 11:1:

8/25/20 4:15:

8/25/20 4:15:06 PM

8/25/20 4:15:06 PM

8/25/20 4:15:06 PM

8/25/20 4:15:06 PM

8/25/20 4:15:06 PM

8/25/20 4:15:06 PM

8/25/20 4:15:06 PM

8/25/20 4:15:06 PM

For more information about the IAE,
contact us at iaeoutreach@gsa.gov
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“n. SA Mb%aov (- Award IDV Information > My Reports > Design Mode: User guide Report Bu
] =

sy s W= A= T R

A (n
REPORT FILTER @ Reprompt
| Award 1DV Information | (%) Date Signed (ID) Between Shortcut to: Start Date for Date Signed AND Shortcut to: End
| v|-':l. AND -
(%) Last Modified Date (ID) Between Shortcut to: Start Date for Last Modified Date AND Sh
Public Ob]E_CtS N AND =
Schema Objects |'_)__(_'| Qualify On Attributes +
AND -

[_):(] Qualify On Reporting Metrics ¢+

PAGE-BY: none

List of objects from the search SAM Search for all objects of type Attril

<List of objects from the search SAM Search for all objects of type Attribute:

No matter which way the user chooses, the idea is that the user must run the report, which will
bring up the Report Builder template so the user can make changes and save the report.

Creating a Blank Ad Hoc Report

1. Enter date ranges for Date Signed and/or Last Modified Date for the report.
Note: Reports can include up to 12 years of data. Dates that the user enters on this
page will become required in the report.

2. Click on the Edit in Design Mode button on the bottom of the screen.

| _ For more information about the IAE, Page 24 of 68
A U.S. General Services .
€PN  Administration contact us at iaeoutreach@gsa.gov



5 Contract Data (FPDS) Ad Hoc
l I eta ) i
e OSAM.GOV Reports Quick Reference Guide

INDEX X 1. Start Date for Date Signed
[ Summary of your selections Please Enter a Start Date for Date Signed
M — L =

2 End Date for Date Signed

3 Start Date for Last Modified Date

4 End Date for Last Modified Date 2. End Date for Date Signed

Please Enter an End Date for Date Signed

L =

3. Start Date for Last Modified Date

Please Enter a Start Date for Last Modified Date

L =

4. End Date for Last Modified Date

Please Enter an End Date for Last Modified Date

=

Report Message Name: glank Report

Edit in Design Mode

Cancel

Design Mode for Ad Hoc Reports

Design Mode can be accessed when working with Blank Reports. Click on the Edit in Design
Mode button to access Design Mode.

You will be able to access Design Mode only if data has been already provided for all the
required fields.

U.S. General Services
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| beta
Award 1DV Information > Create Report > Design Mode: Report Builder
INDEX X || 1. Start Date for Date Signed
i’ summary of your selections Please Enter a Start Date for Date Signed
1 Start Date for Date Signed

| |

2 End Date for Date Signed

3 Start Date for Last Modified Date
4 End Date for Last Modified Date
5 Choose the atiributes of the

s D —

6 Choose the metrics of the report
7 Qualify on any attribute
8 Mtric qualification

2. End Date for Date Signed

Please Enter an End Date for Date Signed

3. Start Date for Last Modified Date

Please Enter a Start Date for Last Modified Date

L I=H

4. End Date for Last Modified Date

Please Enter an End Date for Last Modified Date

T

5. Choose the attributes of the report (Required)

Seiect the attributes to include on your report:

This prompt requires at least one selection,
Look in:

FEEs

Search for:

Y

Available:

Selected:

i Business Size Selection
B Competition Informatien
i Confract Dates

i Contract Identification

i Contract Information

[ Contract Marketing Data

i Department and Agency Information

[ (none)
B
]

= e
1-180f 18

6. Choose the metrics of the report
Select the metrics o include on your report:
Lok in:

Report Message Name: Report Builder

Save | Cancel

On the left menu, you can select from Public Objects or Schema Objects. Public objects are
metrics; schema objects are attributes.

To build the report, drag or double click on items from the left menu into the rows, columns, and

metrics sections.

A U.S. General Services
G SH Administration
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* *

beta
in S AM Gov € Award IDV Tnformation > My Reperts > Design Mode: Blank Report e
OB, *
ALL OBJECTS ?
REPORTFILTER (] Reprompt
Award [DV Information v ”
i e Date Signed (ID) etween °5/L1/2016" AND "5/12/2018" [}
v|a AND
Unanswered Prompt: Start Date for Last Modified Date, End Date for Last Modified Date
Public Objects
Schema Objects PAGE-BY: none
Drop objects here to add columns
Drop objects here to add rows Drop Metrics here to add data
2 items found
E REPORT OBJECTS

|
| I ALL OBIECTS

Click on Schema Objects in the left menu; the “Attributes” folder will appear. Click on
“Attributes” and select attribute groups, then double click on an attribute to add it to the report.
Or, you can drag and drop an attribute to add it.

U.S. General Services
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ALL OBIECTS ®

| Attributes v B

Business Size Selection
Competition Information
Contract Dates

Contract Identification

Contract Information
Contract Marketing Data

Department and Agency Information

FOUO

Funding Sources
Granular Level
Legislative Mandates

Principal Place of Performance

Product or Service Information

Product Origin

Referenced IDV Information

Transaction Information
Vendor Information

Vendor Socio-Economic Data

Click on Public Objects in the left menu; the “Metrics” folder will appear. Click on “Metrics” and
select metrics that you would like to add to the report.

' i For more information about the IAE, Page 28 of 68
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II I SAMEEE‘OV o Award IC

ALL OBJECTS ?

Metrics v | s |
| vl
[Eh Base and All Options Value (Total Contract Value)

=

Base and Exercised Options Value
Dollars Obligated

Mumber of Actions

) @

|=Zh Number of Records

To navigate between Public Objects and Schema Objects go back to the Award IDV
Information from the drop down as shown below.

|| beta
4 Award 1DV Information > My Reports > Design Mode: Report Builder reitestuser dodadmin866990@gsa.q
= SAM.Cov €

BEDY LR

wl B

i ALL OBJEC] ?

1 REPORT FILTER [@Reprompt

Date Signed (ID) Between "6/10/2020" AND "6/16/2020" [}

AND 4

Unanswered Prompt: Start Date for Last Modified Date, End Date for Last Modified Date &

AND 4+
(%) Qualify on Attributes '+ 4
e
(%) Qualify On Reporting Metrics

PAGE-BY: non

Contracting Officer Business Size Selection Source Metrics Dollars Obligated

<Contracting Officer Business Size Selection Source> Dollars Obligated>

To add a filter to a report, you can drag and drop attributes and metrics from the left panel into
the filter panel, add the filtering criteria and apply.

' i For more information about the IAE, Page 29 of 68
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II l SAMbéaOV - (- Award IDV Information > My Reports = Design Mode: Report Builder
B, *
'

ECTS

REPORT FILTER @ Reprompt
e v | B3
Department and Agency Infc v | E3 Date Signed (ID) Between "6/10/2020" AND "6/16/2020" [§]
\ vja AND
Unanswered Prompt: Start Date for Last Modified Date, End Date for Last Modified Date &
@ Contracting Agency ID
AND -+
@ Contracting Agency Name (€3] Qualify On Attributes + &
& Contracting Department ID AND =+

(%) Qualify On Reporting Metrics '+
& Contracting Department Name s

@ Contracting Office ID PAGE-BY: none

@ Contracting Office Name

G ing Officer Busil Size Selection Source Metrics|

@ Contracting Office Region

& Country Where Award Was Issued
@ Major Command Code <Contracting Officer Business Size Selection Source>
& Major Command ID

@ Major Command Name

I I l SAMbEétaOV (— Award IDV Infi

ALl OBIECTS (4

Granular Metrics LIRS |

[El Base and All Options Value (Total Contract Value) (Granular Level)

|2 Base and Exercised Options Value (Granular Level)
[Eh Dollars Obligated {Granular Level)
[Ey Mumber of Actions (Granular Level)

|2 Number of Records (Granular Level}

To apply a filter to granular data before the data is aggregated:
Select any metric from the “Granular Metrics” folder under Metrics and set the filter.

Granular metrics are evaluated at the granular data level regardless of what attributes are

added on the report. By default, metrics are evaluated at the report level — the level of the
attributes in the current report.

i For more information about the IAE, Page 30 of 68
A U.S. General Services .
€PN  Administration contact us at iaeoutreach@gsa.gov



Contract Data (FPDS) Ad Hoc
I l I beta ) i
SAM*GOV Reports Quick Reference Guide

For example, when you place the Dollars Obligated metric in a report containing an Agency
Name attribute, the metric calculates value by an agency. On the contrary, when you place the

Dollars Obligated granular metric in a report, the metric calculates the value at the granular data
level regardless of which attributes are shown on the report.

beta
I Il SA M GOV 6 Award IDV Information > My Reports > Design Mode: Report Builder -
O *
el Qoo I = :
ALL OBJECTS ?
REPORT FILTER ¥ Cear All 7%
Aweard IDV Information bl ® Unanswered Prompt: Start Date for Date Signed, End Date for Date Signed 3
[ |q AND
® Unanswered Prompt: Start Date for Last Modified Date, End Date for Last Modified Date i+ &
Public Objects AND &
Schema Objects ® Qualify On Attributes [+
AND o+

® Qualify On Reporting Metrics i+

PAGE-BY: none

Fiscal Year Drop objects here to add columns

<Fiscal Year> Drop Metrics here to add data

2 items found

5] REPORT OBIECTS

W ALl OBJECTS

Use the dropdown menu above the objects on the left to navigate between attributes and
metrics.
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beta
SA M GOV (— Award IDV Information = My Reports > Design Mode: Report Builder galina.khayms@gsa.gov ~
*
I
[
ALL OBJECTS *
REPORT FILTER X Clear All Phin
Attributes (%) Unanswered Prompt: Start Date for Date Signed, End Date for Date Signed &
[ _ AND
(%) Unanswered Prompt: Start Date for Last Mol Date, End Date for Last Modifi
Business Size Selection AND +
Competition Information (%) Qualify On Attributes + &
AND +

act Dat " " .
Contradt Dates (%) Qualify On Reporting Metrics '+
Contract Identification
Contract Information PAGE-BY: pgne :

Contract Marketing Data

| Fiscal Year | Date Signed Cost or Pricing Data Vendor Address State Metrics Dollars Obligated

Department and Agency Information
Fouo

Funding Sources <Fiscal Year> <Date Signed= <Cost or Pricing Data <Vendor Address State <Dollars Obligated>

Granular Level

Legislative Mandates

Principal Place of Performance
Product or Service Information
Product Origin

Referenced IDV Info

Transaction Infory
Vendor Information

Vendor Sodo-Economic Data

Re-Prompting

*

“I = Award TDV Information > My Reports > Design Mode: Blank Report reitastuser dodat
! GOV fy Repo g P

ALL OBIECTS ?
REPORT FILTER [ reprompt

Award [DV Information v i i

e bbetn Date Signed (ID) Between "5/11/2016" AND "/12/2016" [}

vla AND
Inanswered Prom ast Medified Date, End Date for
Public Objects
Schema Objects PAGE-BY: none
Drop objects here to add columns
Drap objects here to add rows Drop Metrics here to add data

2 items found
[ RePORT OBJECTS

|
‘ [ ALL OBJECTS

Whenever a user clicks on the Reprompt button It will ask the user to save any changes that
were made to the report.
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board.. G GSAJIRAand Confl.. ML beta.SAM.gov | Wor... iAM.gov e Signout  ®Y GSA SecureAuth To... Q GSAIAE
alpha.sam.gov says

e I kol a2 i eotls iD= Hode: BLRK Ueport Warning: it looks like this is a new report, please save the report before

_ reprcmptmg‘ _
REPORT FILTER (@ Reprompt “ Cancel

Date Signed (ID) Between "6/1/2020" AND "6/2/2020" @
‘Unanswered Prompt: Start Date for Last Modified Date, End Date for Last Modified Date
PAGE-BY: none

Commercial Item Acquisition Procedures Description | Extent Competed Code | Metrics | Base and Exercised Options Value

<Commercial Ttem Acquisition Procedures Description> | <Extent Competed Code:» «Base and Exercised Options Value:

Importance of saving a report:

If user doesn’t save the report after adding new attributes/metrics then message will pop up
forcing the user to save the report

If the user selects OK then the user stays on the same page and can save the report.

If the user selects Cancel then new changes will not be saved and the user will be on the
prompt page.

By default, any unsaved report will have to be saved before the prompts can be changed.
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Ad Hoc Report Toolbar

This section provides an overview of the toolbar in the report design mode.

s deell o B ] EI@"" Lt 4]

Name Icon | Description

Run Report Run the report. The function will be disabled if the report is not
complete.

Cancel 2§ = Cancel unsaved changes to the report.

Save m Save report. Opens the save dialog.

Save As Save report as. Opens the save dialog.

Filter E Show/hide filter section.

Grid ==l | Display “Grid” view (default).

Graph Display “Graph” view. Additional graph options become

enabled on the right side of the toolbar when this view is
selected.

Grid and Graph

i

Display “Grid” and “Graph” on one screen.

Sort Opens advanced sorting dialog.

Fdi=
=

Once the report is built, you can either run it or save it using the toolbar at the top of the screen.

i For more information about the IAE, Page 34 of 68
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beta

lII SAM GOV (— Award IDV Information > Create Report = Blank Report -

B, . %
DATA ~ FORMAT ~
M R

REPORT DETAILS Tix
VIEW FILTER The filter is empty. T+ Add Condition v Auto-Apply changes ? x
M41- 2345 of14pages b M Data rows: 1-50 of 672 | Data columns: 1

Date Signed .~ Cost or Pricing Data ~  Number of Actions 2~  Vendor Address State~.  Dollars Obligated <7

11/6/2019 1 ALABAMA 5237542727
11/6/2019 1 ALASKA 58050017
11/6/2019 1 ARIZONA $1,305,106.69
11/6/2019 1 ARKANSAS 54740125
11/6/2019 1 CALIFORNIA 57,301,361.52
11/6/2019 1 COLORADO $6,739,032.93
11/6/2019 1 CONNECTICUT 5406,686.72
11/6/2019 1 DELAWARE $105,900.33
11/6/2019 1 DISTRICT OF COLUMBIA $1,161,933.54
11/6/2019 1 FLORIDA $3,140.610.66
11/6/2019 1 GEORGIA 51,095,161.34

Refer to the Executing Ad Hoc report section for guidance on working with executed reports.

My Reports

This section provides an overview of the My Reports page.

Once you save an ad hoc report, it will appear on the My Reports page.

When you hover over the name of the report, you will see the following options:

Export as PDF
Export as Excel

e Send now
e Subscriptions
e Edit

The left menu on this page can be collapsed or expanded. When collapsed, icons are displayed
instead of labels.

i For more information about the IAE, Page 35 of 68
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l I I S A Mb%a()v (- Award IDV Information > My Reports
-g— *

S Name = Owner Modified Description
‘.. S22 My TestBlan... » A ... 9/6/19 11:06:50 AM

ro.
"]
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Executing Ad Hoc Reports

This section provides an overview of ad hoc report execution.
The screenshot below is an example of an executed ad hoc report:

DRTHOME » TOOLS ~ DATA » FORMAT ~

FE M B < & = B

REPORT DETAILS

Md 1~ 2345 of 260 pages b M

Contracting Office Name »~ Number of Actions »~  Dollars Obligated~~
(AS4) PROG SUPPCRT CTR - SALT LAKE | 1 ($35,385.98)
00265 PCA EAST 1 535,504,13519
00263 PCA EAST (00268) 1 56,323,6583.66
03 CFFICE OF ADMINISTRATION (03) 1 530,780.32
03 CFFICE OF ADMIM (03(0010H) 1 . 532,500.00
0408 AQHQ  CONTRACT 1 . $1,266,817 338.25
0408 AQHG 1 527,959.30

0408 A0 HQ  CONTRACT

=

51,918,532 155.97

0408 AQHQ  COMNTRACT 2 51,925,904 95
04083 AQHQ  COMNTRACT 3 52,011,873.46
0405 AQHQ  COWNTRACT 4 56,256, 74632
nAnG A Hm CORTODATT = A 4724 QTR 7O

The following menus are available for an executed report:

REPORT HOME » TOOLS = DATA »  FORMAT -

NOTE: The Report Home menu provides the ability to switch to Design mode in addition to the
options available on the toolbar. (See Toolbar items description below)

| _ For more information about the IAE, Page 37 of 68
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TOOLS + DATA ~ FORMAT ~
= % %

Undo

Design
Grid
Graph

Grid and Graph

Add to History List
hare ...
Send Now...

Subscribe to

Export
Print...

beta
.GOV  Reports Quick Reference Guide

Contract Data (FPDS) Ad Hoc

T+ Add Condition

v Auto-Apply changes

ctor Name £ Dollars Obligated =7
N CO INC $279.30
$23,250.00
$2,501.88
£10,560.00
$33.450.00
51,247 45
$118.00
£54,915.79

The Tools menu provides the following options:

TOOLS ~ DATA ~  FORMAT =~

MNew...

REPORT DETAILS S e 1

All Objects

VIEW FILTER

Page-by Mods

v Auto-Apply changes

View Filter

M41~ 2345 of

Pivot Buttons

DUNS Number ~, [t Dollars Obligated <7
001000363 Yo Repat B 5279.30
001004092 $23,250.00
Name Description
New... Allows you to create a new blank report or a new report using a report builder.
Report Objects Opens Report Objects left panel which displays report objects.
All Objects Opens All Objects left panel which displays all available objects. These objects can
be added to the report by double clicking on them.
Page-by Axis When you have a very large set of data on a report, it can be easier to work with that

A U.S. General Services
G SH Administration

data by grouping it into logical subsets, and viewing only one of the subsets at a
time. To group data into subsets, you can use the page-by feature. This separates
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data into subsets called pages, and you then page your way through the report one
data subset at a time.

Check the Page-by Axis menu item. Then click on a column in the report and select
Move -> To Page-by Axis

EPORT HOME ~ TOOLS v DATA ~ FORMAT ~

Wl = < L

REPORT DETAILS

VIEW FILTER The filteris empty. T+ Add Condition ¥ Auto-Apply changes

PAGE-BY: Vendor Name:

Date Signed. A Vendor DUNS N Contracting Department Name A Contracting Department DA Dollars Obligated <>
61312019 003384583 o DEPT OF DEFENSE 9700 50.00
9/52019 103163424 e HEALTH AND HUMAN SERVICES, DEPARTMENT OF | 7500 (52,629.68)
9/5/2019 513608574 Insert Metric HEALTH AND HUMAN SERVICES, DEPARTMENT OF | 7500 54,155,310.95

RO To Page-by Axis

Filter On... To Columns

Keep on grid o

Remove from Grid

Remove from Report

Attribute Forms

Derived Elements. ..

View Filter Toggles whether the filter panel at the top of the report is displayed.
Pivot buttons This option enables pivot options for each column of the report:
Move to columns, move to the left (if applicable), page by this field, and remove from
the grid.
n d@/_\ VErld% %erA \lend[(i)_’rj[l\:ﬂ)\?%%, ?_‘z:tea chtra%.Hﬁﬁaﬁnﬁn DA Cnntml:tin@\!NameA Dunaﬁ’ﬁeﬁv
6/3/2019 008384588 9700 DEPT OF DEFENSE £0.00
9/5/2019 103163424 7500 HEALTH AND HUMAN SERVICES, DEPARTMENT OF {52,629.68)
9/5/2019 613608574 7500 HEALTH AND HUMAN SERVICES, DEPARTMENT OF $4,155,310.95
Sort buttons Toggles whether sort buttons are displayed for each report column.
Dollars Obligated <7 i
$3.774.22
Report bar Toggles whether a bar with page and row count is displayed at the top of the report.

The Data menu provides the following options:

Name Description
Add View Filter Toggles display of the filter panel
Condition...
Sort Opens a Sort menu
| _ For more information about the IAE, Page 39 of 68
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Filter on Selections

Hide nulls/zeroes
Reset Data

Refresh

Re-prompt

Swap rows and
columns

Insert New Metric

Rename
Show Totals

Edit Totals

A U.S. General Services
G SH Administration

= SAM.GOV

Contract Data (FPDS) Ad Hoc
Reports Quick Reference Guide

beta

Displays a Drill panel at the top of the report

You can determine which rows and columns of data are displayed or hidden on a
report. For example, if a report has more rows of information than you wish to view,
you can specify which rows to hide.

Hide rows with null/zero metric values

Reset options applied to the report

Refresh the data displayed in the report

Ad hoc reports allow users to run the report again with different prompts without
closing the report. Select “Re-Prompt” under the Data menu to access the report
prompts again. Click on the Run Report button to run the report with the new

prompts.

Pivot the report so that columns and rows are swapped

This option allows users to add a new metric to the report using the Metric editor.

Metric Editor - New Metric g i
Objects
| Eusehons 4 [idl Report Objects Metric Name; | (LI et oS
- @ Contracting Department ID
) B b @ Contracting Department Na + =X = ()0 ik
Add @ Date Signed
Average @ Vendor Address State
@ Vendor DUNS Number
Aa @ Vendor Name
Count [El Dollars Obligated

First
GeoMean
Greatest
Last
Least
Max
Median
Min

| Mode

Multiply Require validation? Validate

Switch to Function Editor Cancel

User can rename the column header.
See “Show Totals” function covered later in this guide.

See “Show Totals” function covered later in this guide.

For more information about the IAE, Page 40 of 68
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M41234 ofd4pages b M

Contracting Agency IC

0558
1100
1143
1153
1204
1205
12C2
12C3
1200
1202
12E3
12F2
12G2
12H2
12K2

U.S. General Services

Administration

REPORT DETAILS

Contract Data (FPDS) Ad Hoc

TOOLS ~ DATA v FORMAT ~

al B2 Add View Filter Condition...

Sort...

Re-prompt

Swap Rows and Columns

Insert New Metric... LRND DEVELOPMENT AGENCY
Rename... ENERAL

Show Totals EDMIMISTRATION

Edit Totals...

CHSERVATION SERVICE
FARM PRODUCTION AND CONSERVATION BUSINESS CENTER
FARM SERVICE AGEMNCY

RURAL HOUSING SERVICE

FOOD AND NUTRITION SERVICE

FOOD SAFETY AND INSPECTICN SERVICE
AGRICULTURAL RESEARCH SERVICE
AGRICULTURAL MARKETING SERVICE

Rename Objects ?
Object: Contracting Agency ID v
rlltar”E: E:‘:"Igle;llcnlllIIIIIIIIIIIIIIIIIIIIIIIIIIE Replace d\rlnamlc':eﬂ:

0K Cancel

For more information about the IAE,
contact us at iaeoutreach@gsa.gov
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REPORT DETAILS

Ii{ 1234 of4pages P M
Confracting Agency
0559 T COMPTROLLER GEMERAL
1100 OFFICE OF THE PRESIDENT
1145 Ps
1153 TES TRADE AND DEVELOPMENT AGENCY
1204 NSPECTOR GENERAL
1205 RTMENTAL ADMINISTRATION
1262 WICE
12C3 :SOURCES CONSERVATION SERVICE
12D0 Keep on grid LCTION AND CONSERVATION BUSINESS CE
1202 X Remove from Grid ICE AGENCY
12E3 e e Frrany Rt 5ING SERVICE
12F2 it _ JUTRITION SERVICE
12G2 v AND INSPECTION SERVICE
12H2 Etname = 2AL RESEARCH SERVICE
12K2 Attribute Forms RAL MARKETING SERVICE
12K3 Tt :PLANT HEALTH INSPECTION SERVICE
1301 "HE SECRETARY
13723 IS CFNSLIS RIIRFALL

Remove from Grid: The object will be removed from the grid, but remains in the Report Objects
pane.

Remove from Report: When a user removes an object from a report, that object is no longer
included as part of the calculations for the metrics on the report.

To save your report click on Save or Save As in the Report Home menu.

The Data Menu contains a “Re-prompt” menu item. Use this item to change the prompt answers
for the report.
e When blank report template was used, then the user will be navigated to the
initial screen where they can change the parameters for Date Signed and Last
Modified Date.

' _ For more information about the IAE, Page 42 of 68
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&

Award IDV Information = My Reports = *Blank Report

INDEX

[ Summary of your selections

1 Start Date for Date Signed
2 End Date for Date Signed
3 Start Date for Last Modified Date
4 End Date for Last Modified Date

X 1. Start Date for Date Signed (Required)

Please Enter a Start Date for Date Signed
¥ || This prompt requires a value between 5/15/2008 and 5/15/2020.

¥|| [5/13/2020 |

2. End Date for Date Signed (Required)

Please Enter an End Date for Date Signed
This prompt requires a value between 5/13/2020 and 5/13/2032.
5/15/2020

3. Start Date for Last Modified Date

Please Enter a Start Date for Last Modified Date

4. End Date for Last Modified Date

Please Enter an End Date for Last Modified Date

|E=d

When the Report Builder is used, then the user will be navigated to the
initial screen where they can change the parameters for Date Signed,
Last Modified Date, Attributes, and Metrics.

beta

A sAMEbv

&

Award IDV Information > Create Report > Report Builder

INDEX

& summary of your selections
1 Start Date for Date Signed

2 End Date for Date Signed

3 Start Date for Last Modified Date

6 Choose U

of the report
7 Qualify on any attribute
8 Metric qualification

X | 1. Start Date for Date Signed (Re

- u
v 77

3. Start Date for Last Modified Date

Please Enter a Start Date for Last

afied Date

4. End Date for Last Modified Date

Please Enter an End Date for Last Madified Date

f the report (Requ

the attr your report:

B Competition Information

Selected:

The Format Menu contains “Advanced Formatting” for Grid, Graph, and resizing of the rows

and columns.

U.S. General Services
Administration

GSA

For more information about the IAE,
contact us at iaeoutreach@gsa.gov
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TOOLS ~

Award IDV Information > My Reports > AKPTST_reportbuilder_may142020

DATA ~  FORMAT -~

Advanced Formatting...

REPORT DETAILS
Resize Columns and Rows

M41234 of4pages b M

Contracting Agency 1D Contracting Agency Name -~
0559 GAQ, EXCEPT COMPTROLLER GENERAL
1100 EXECUTIVE OFFICE OF THE PRESIDENT
1145 PEACE CCRPS
1153 UNITED STATES TRADE AND DEVELOPMENT AGENCY
1204 OFFICE OF INSPECTOR GEMERAL
1205 USDA, DEPARTMENTAL ADMINISTRATION
12C2 FOREST SERVICE
12C3 MATURAL RESOURCES COMNSERVATION SERVICE
1200 FARM PRODUCTION AND COMNSERVATION BUSINESS CENTER
1202 FARM SERVICE AGENCY
12E3 RURAL HOUSING SERVICE
12F2 FOCD AND NUTRITICH SERVICE
1262 FOCD SAFETY AND INSPECTION SERVICE
Format: Template ? X
Rawy Axis ¥ || Values v

IFunt| il"uluml}eri Fdignment| iCu&ur and Unes|

Font: Style: Size
| Comic Sans MS Fegular 5
|Courier Mew | Bold f
Garamond | Ttalic 7
Haettemsciweiler _BD|-:| Ttalic 8
Helvefica
Effects ~ Color:
I ndein B
| strikeout S e

ABCabec [

1
Apply 0K Cancel

U.S. General Services
Administration

For more information about the IAE,
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s Dollars Obligated ¥ .| Values A
Grid Borders

[ All Grid Cells E‘
Row Axis £ Size
Column Axis dlar [ s -:
All Metrics f '
Contracting Agency 1D i 7 |
Contracting Agency Name Ttalic 8

Number of Actions

Number of Records &
T omuemE el - |

[ strikeout sample:

ABCabc ‘

Apply OK Cancel

In the Format dialog box, on the Number tab, you can change the formatting of report numbers.

Format: Template ? X

-:.I;?r_:ulla_r_s_:_}:h_li_ggt_eq ¥ . Values , 4

| Font H Number ||ﬂ.]tgnm£'nt| |__Culur and L'Lnes__

Category:
() Default Dedmal places: |2
() General ~
() Fixed Currency symbol: |$
& Currency Currency position: Le‘Ft v |

 Date Negative numbers:

fone -51234[ .
-51234 [Re

j SR 51234 [Red]

| Fraction {51234)
(7} Scientific [(51234) [Red]
() Custom

Apply OK Cancel

You can change the width of columns and height of rows.

i For more information about the IAE, Page 45 of 68
A U.S. General Services .
€PN  Administration contact us at iaeoutreach@gsa.gov



Contract Data (FPDS) Ad Hoc
I l I beta ) i
SAM*GOV Reports Quick Reference Guide

Resize Columns and Rows ? o

COLUMNS ROWS
#) Auto Ft to Window &) Auto Fit to Contents

Auto Fit to Contents i) Foted Height: | Inches
Fixed '
Contracting Agency ID ¥ |

Width: | .08 Inches

5] 4 Cancel

Sorting:

Sorting a report is one of the ways you can manipulate data display without re-executing the
report against the warehouse. You can perform a quick sort, which allows you to sort a single
column or row.

Advanced sorting allows you to create your own more advanced sorts for rows, columns, and
pages. You can sort by both columns and rows at the same time. You can select the object to
sort by, the sorting order (ascending or descending), the sorting criteria, and the position of the
totals. The options for the sorting criteria depend on the sort object. For example, the attribute
Employee can be sorted by last name, first name, Social Security Number, or the attribute ID.
The sorting criteria do not have to be displayed on the report.

To perform an advanced sort:

e Run the desired report.
e From the Data menu, choose Sort.

i For more information about the IAE, Page 46 of 68
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(— Award IDV Information > My Reporis > AKPTST_reportbuilder_may142020

A saAM Soy

ALL OBJECTS
rd 1DV Information
|
Public Objects
Schema Objects Confracting Agency Name -,
GAQ, EXCEPT COMPTROLLER GENERAL

o EXECUTIVE OFFICE OF THE PRESIDENT

Swap and Columns PEACE CORPS

Insert New Metric... UNITED STATES TRADE AND DEVELOPMENT AGENCY

R OFFICE OF INSPECTOR GENERAL

e USDA, DEPARTMENTAL ADMINISTRATION

Edit Total FOREST SERVICE

= NATURAL RESOURCES CONSERVATION SERVICE

1200 FARM PRODUCTION AND CONSERVATION BUSINESS CENTER
1202 FARM SERVICE AGENCY
12E3 RURAL HOUSING SERVICE
12F2 FOOD AND NUTRITION SERVICE
1262 FOOD SAFETY AND INSPECTION SERVICE
12H2 AGRICULTURAL RESEARCH SERVICE
1262 AGRICULTURAL MARKETING SERVICE
12K3 ANIMAL AND PLANT HEALTH INSPECTION SERVICE
1301 OFFICE OF THE SEGRETARY
1323 US GENSUS BUREAU
1330 NATIONAL OCEANIC AND ATMOSPHERIC ADMINISTRATION

B SAMGoy ¢ >

REPORTHOME - TOOLS ~ DATA » FORMAT v

AKPTST_reportbuilder_may142020

i = PN
Contracting Agency 1D Contracting Agency.Name, Dollars Obligated <7
i Advanced Sort 7 x
100
1145
Order Sort by
1 = | | Ascending -
2 + | | Ascending -
CES CONSERVATION SERM
3 v | | Ascending  ~
ISERVATION BUY
1323 Rows Columns.
1330
1341
1344
1404 Cancel
1405
1422
1425 BUREAU OF RECLAMATION
' a -
For more information about the IAE, Page 47 of 68
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Select how to sort the report:

e To sort it based on any report object that is in a row, select the Row tab.

Select the Row tab to specify sort options for the rows of your report. From the first dropdown list,
select the name of the first row to sort by, and whether to sort it in ascending or descending order.

For example, you have region and quarter attributes on the report's rows. You can specify that
all the region data be sorted in descending order, and then that the quarters should be listed in
ascending order.

e To sort it based on any report object that is in a column, select the Column tab.

Select the Column tab to specify sort options for the columns of your report. From the first
drop-down list, select the name of the first column to sort by, and whether to sort it in ascending
or descending order.

For example, you have Profit and Region on the report's columns. You can specify that the
columns be sorted by the regions in ascending order.

e Click OK to view the report with these sorting selections.

Clearing sorts from a report:

You can clear any sorts that have been applied to a given report.

When you have overridden the default sort settings for a report to satisfy an ad hoc need for
data display, once that requirement is no longer current you can clear the ad hoc sort settings to
return sorting either to its default settings or to different custom ones.

To clear sorts from a report:

1. Run the desired report.
From the Data menu, select Advanced Sorting. The Sorting dialog box opens.

3. On the Rows tab, select a sort and click Remove to clear the sort settings for that row.
Alternatively, to clear the sort settings for all rows, click Remove All.

4. Select the Columns tab.

| _ For more information about the IAE, Page 48 of 68
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5. Select a sort and click Remove to clear sort settings for that column. Alternatively, to
clear the sort settings for all columns, click Remove All.

6. Click OK to return to the report.

7. To retain the new sort settings, save the report.

The following items are available in the Toolbar of a report:

Name

Undo
Redo
Grid
Graph

Grid and Graph

Share
Print

Send Now

Schedule Delivery
to History List

Export

PDF

U.S. General Services
Administration

Icon

Description

Undo the last report action

Redo the last action that was undone

Displays the report as a grid.

Displays the report as a graph. MicroStrategy can display data
in numerous graph types and styles.

Displays the report in both grid and graph views at the same
time on the screen.

Shares your report in an email or as a link.

Allows you to specify print settings for the report and print the
report.

Allows you to email an executed report detail or report link to
specific email addresses.

Opens the Subscribe to History List dialog box for a user to set
up automatic delivery of a report/document to your History List/
My Subscription on a specific schedule.

Exports all (or a portion) of the report in Excel, CSV, HTML, or
plain text format. Does not include the report appendix
information.

Allows users specify settings to convert and display reports in
PDF format. The summary appendix information does not show
using this toolbar option. Please use the PDF Export button in
the Report Criteria Accordion if appendix is needed.

For more information about the IAE, Page 49 of 68
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Full Screen Mode H Expands the layout area to fill the entire screen.

Add Condition

The Add Condition toolbar item allows users to add conditions to the report.

TOOLS ~ DATA ~ FORMAT ~

Bl = “

REPORT DETAILS

VIEW FILTER The filter is empty.  Add Condition ¥ Auto-Apply changes

Filter On: Cancel

 Filter On:
| Contractor Name

Wedr DUNS Number s b M
| Dolars Obligted_|
DUNS Number s~ Contractor Name /. Dollars Obligated =7
001000363 LOUIS M GERSON CO INC $279.30
001004092 $23,250.00
001004258 52,501.88
001004332 §10,560.00

| _ For more information about the IAE, Page 50 of 68
A U.S. General Services .
€PN  Administration contact us at iaeoutreach@gsa.gov



5 Contract Data (FPDS) Ad Hoc
l I eta ) i
o S AM*GOV Reports Quick Reference Guide

*

Share Report B

The Share Report function allows you to share an ad hoc report as a link and email the link to
the report. You can also define which users can see or edit the report.

Note that clicking on Email Link is meant to open up your default email application, a feature
that is blocked on some systems. If you have this limitation, the link can be manually copied and
pasted from this form into an email.

Click on the button with the clipboard icon to copy a link to share the report to your clipboard.

You must send the link via an email either using the Email Link option or by manually sharing
the link with the desired recipients.

Share: My Second Test Blank Report 7 X

Link

* Browse

A All Users (Login reguired)

* Cancel

You can type the name of the recipient in the text box and press enter to add them to the list as
displayed on the screenshot below. For each user that the report is shared with, you can specify
their access level.

U.S. General Services
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Share: Blank Report test ? x
Link

https://alpha.sam.gov/reports/adhoc/shared/mstrweb?evt=4058&src=mst

Email Link |
|
|
| Who Has Access
T Browse
A Al Users (Login required)
L Fu ontrol %'.:'é
; 3 view v . B
| i View | a
{ | Madify -
I
| { Full control |
] i ) ) ancel
| | Denied all |
— — =7 Custom ...
42025 ALABAMA DEPT OF DER_

In addition to entering names, you can click on the Browse button to view the list of government
users that this report can be shared with.

View: Grants permission to access the object for viewing only (Browse, Read, Use, Execute).

Modify: Grants permission to view and modify the object (Browse, Read, Use, Execute, Write,
Delete).

Full control: Grants all permissions for the object and allows the recipient to modify.
Denied all: Explicitly denies all permissions for the object.
Custom: Allows the user or group to have a custom combination of permissions.

Note: Only government users that have run at least one standard, administrative, or ad hoc
contract data report will be displayed in this list.

| _ For more information about the IAE, Page 52 of 68
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|  User/User Group Browser ? x [

share: Bl
Bl 4laGov USERS
@gsa.gov

.gov |_"
.mil

mail.mil
ichc.doe.gov
Lgov

gov e
mail.mil r _
Jov
{.mil
Tavy.mil

L U S

OK Cancel

Print Report =

The Print functionality allows you to print or download a report by choosing from multiple export
options and specifying formatting options.

' i For more information about the IAE, Page 53 of 68
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Federal Contract Actions and Dollars

Print: [ Whole repart = Page Header and Footer: | Edit Custom Settings...

Scaling: Report Header: | Edit Custom Settings...

® Adjust fontto 100 |% of original size
) Fitto: pages wide by tall ¥ Print cover page

(@ With Filter Details

g With Report Details
) Landscape B Cover page location:

®) Before report
After report

Show advanced options

Do not prompt me again.
Show Printable Version

' i For more information about the IAE, Page 54 of 68
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The following are the steps to use the Print functionality:
1. Select the Print Icon from the Toolbar.
2. Choose one of the two options for what to export:

a. Whole Report: all results will be exported, up to 150K rows.

b. Portion displayed only: Use this option to export the rows that are currently
displayed in the grid.

3. Inthe Scaling area, specify how the content will adjust to the printed page. Select one of
the following options:

a. To specify the font size of text displayed on a report as a percentage of its
original size, select the Adjust font to % of original size option, then type a
percentage in the field. The default is 100%.

b. To specify the page dimensions in which to fit the report contents, select the Fit
to page(s) wide by tall option, then type a number in the fields. The default is 1
page wide by 1 page tall.

4. If you have a graph displayed in the results, the option to choose the graph location is
displayed. This option is only displayed when there is a graph in the results.

a. Select the checkbox for Print the grid and graph on the same page if you do
not want to have them on separate pages.

5. In the Orientation area, select Portrait to export the report in a vertical format.
Select Landscape if you want the report to print horizontally.
6. Toinclude a page header and footer on the report, click Edit Custom Settings next
to Page Header and Footer to open the Header/Footer Editor. You can place text in the
left, center, and right portions of the page's header and footer.
7. To specify the text to display in the report header, click Edit Custom Settings next
to Report Header to open the Report Header Editor. You can type specific text or use
the Insert Auto-text dropdown list at the top of the page to select and insert auto-text.
8. You can choose to include a cover page for the report.

a. To specify whether the cover page is placed before or after the report,
select Before report or After report.

9. To adjust settings such as paper size, margins, and maximum header and footer sizes,
click the Show Advanced Options button to open the additional options.

a. From the Paper size dropdown list, select the paper size for the report. The
default is letter (8.5" x 11").

b. Type the margins you want to use in the report in the Margins (Inches) fields.
Set the left, right, top, and bottom margins. For reports to print correctly, these
margin settings and the margin settings in the browser's File > Page Setup option
must match. The default value for each margin is 0.75 inches.

c. Inthe Maximum header size (Inches) field, type the size at which the report
header can be overwritten. If the header is larger than its maximum size and the
report must use the space to display its content, the header will be cut off by the
report content. If the report does not use the space, the entire header is
displayed, regardless of size. The default header size is 0.5 inches.

d. Inthe Maximum footer size (Inches) field, type the size at which the report
footer can be overwritten. If the footer is larger than its maximum size and the

i For more information about the IAE, Page 55 of 68
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report must use the space to display its content, the footer will be cut off by the
report content. If the report does not use the space, the entire footer is displayed,
regardless of size. The default footer size is 0.5 inches.
10. To use the predetermined fonts for the report, select the Embed fonts check box.
11. Select Do not prompt me again checkbox if you do not want to answer these settings in
the future when printing a report. (Not recommended)
12. Click Show Printable Version. The report, using your selected settings, is opened in
another browser tab.
13. You can Download or Print your report by selecting the appropriate button from the
menu.

14. In order to retain custom formatting user has two ways

a. Adjust the length of the grid: Resize the column width.
b. Auto fix: Select Format option and select Resize column and Rows

I sAM GOV

RE HOME ~ TOOLS = DATA ~  FORMAT -

é- Award IDV Information > My Reports > User guide_MSTR

iz Ll — “ Advanced Formatting...

REPORT DETAILS
Resize Columns and Rows

Md4d1v 2345 of28pages p N

IDV Contracting Officer Business Size Selection s,  IDV Contracting Officer Business Size Selection Description 2, ~ Contracting Office ID 2.~ Contracting Department ID 2

o] OTHER THAN SMALL BUSINESS 120248 1200
(4] OTHER THAN SMALL BUSINESS 1204N7 1200
4] OTHER THAN SMALL BUSINESS 123151 1200
6] OTHER THAN SMALL BUSINESS 1243YK 1200
0 OTHER THAN SMALL BUSINESS 126395 1200
4] OTHER THAN SMALL BUSINESS 1282BH 1200
4] OTHER THAN SMALL BUSINESS 12F430 1200
0 OTHER THAN SMALL BUSINESS 125AD1 1200
4] OTHER THAN SMALL BUSINESS 1305M2 1300
(4] OTHER THAN SMALL BUSINESS 1331L5 1300

| _ For more information about the IAE, Page 56 of 68
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And choose the Fixed columns option and click on Export.

— me===tment ID
Resize Columns and Rows ? x
COLUMNS ROWS
() Auto Fit to Window (@) Auto Fit to Contents
() Auto Fit to Contents () Fixed Height: : Inches
@) Fixed

| IDV Contracting Officer Busines w

Width: Inches

0K Cancel

Send Now (Emailing)

The Send Now functionality allows users to send the data or link of the report they have
executed by choosing from multiple delivery options and multiple formats.
Note: If report results are large, the Send Now function is not the best option for providing
results to others. Please consider using the Export option in the toolbar. See the Export
Reference in this document.

The following are the steps to use the Send Now (Email) functionality:
Select the Send Now icon in the Toolbar.

Select the To button to select the email(s) from the available registered users or add
new email address(es) to send the report to.
Single click recipient name(s) from the Available list and click the appropriate box
(To, Cc, Bcc) arrow to select the email address to send the report to.
Once done selecting recipients, select the OK button to close the pop-up box.
Click anywhere in the Send field to display the options of what will be sent to the
recipients.
Single click an option in the available dropdown list to select that method.

1.

o~

a.
b.

U.S. General Services
Administration

Data in email: The report results will appear in the email body.

will be in your user history list.

Contract Data (FPDS) Ad Hoc
Reports Quick Reference Guide

Contracting /

Data in email and to history list: The report results are in the email and the report

Data and link to history list in email: The report results and a link to open the

report list will appear in the email.

For more information about the IAE,
contact us at iaeoutreach@gsa.gov
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d. Link to history list in email: A link will be in the sent email to open the executed
report.
Note: Link to history list and adding data to history list is a snapshot of the data at
this time. It does not refresh.
7. Click anywhere in the Delivery Format field to display the format options for the data
being sent.
Single click an option in the dropdown list to select that format.

Send Now ]
—— Send Now
Report: My Second Test Blank Report
sa.gov ¥
To: @gsa.g
Send: Data in email T
Delivery Format: HTML A Compress contents
Subject: My Second Test Blank Report

Message:

[=] Advanced Options
Compression
Password protect zip file
Zip File Name My Second Test Blank Report

Use contact security for each contact group member

0K Cancel

8. Update the Subject line. (Optional)
9. Enter a message. (Optional)
10. If the report is large and you are sending the actual data, Compression and Password
protection are available options.
a. Click the Compress contents box to the right of the Delivery Format to
compress the data.
b. Click the + to expand the Advanced Options area.
i. Click the Password protect zip file check box and enter password
c. Update the name for the zip file. (Optional)
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11. Select the OK button to send the email.
12. A confirmation message will appear under the toolbar and above the grid and will
disappear quickly.
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Schedule Delivery (Subscribe) to History List 7

NOTE: Users with an administrator role with scheduling permission, or users without an
administrator role but granted scheduling permission, can access the report scheduling function.

Subscribe to History List T X

You have 0 subscriptions to this report.

— History List Subscription

MName: My Second Test Blank Report 9/9/19 11:22:42 AM
Report: My Second Test Blank Report

Schedule: 01 - Daily, Everyday at 09:15 AM EST ¥
To: fl

Run subscription immediately
[=] Advanced Options
|+ The new scheduled report will overwrite older versions of itself.
Delivery

Do not deliver after ;

Send notification to email address:

|'Deli\nenr Motification

0K Cancel

Follow these steps to use the Schedule Delivery functionality:
1. Enter the name of the report.
Select the desired schedule from dropdown, for example: Daily, Weekly, etc.
Enter whom would you like to send the report to.
If desired, check the option to run a subscription immediately.
Check the box for “Send notification to email address,” then click OK.
If you would like to cancel the subscription, click the Cancel button.

o0k whN
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Export .

The Export function allows you to send the report results by choosing from multiple export
options and multiple formats.

My Test Blank Report

Export: | whole report v Bxport Header and Footer: | Edit Custom Settings...

Excel options:
Exicel with plain text

e 5y file format Export metric values as text
Excel with formatting e S
HTML
Plain text Delimiter: | Ccomma ¥ Excel with formatting options:

¢ Embed all images
«| Export Report Title

Export filter details

Remove extra column: | Automatic T

Export

Follow these steps to use the Export functionality:
1. Select the Export icon from the Toolbar.
2. Choose one of the two options for what to export:

a. Whole Report: all returned rows will be exported.

b. Portion displayed only: Use this option to export the rows that are currently
displayed in the grid.

3. Choose one of the formats to export the report results:

a. Excel with plain text: The report is exported and displayed as a Microsoft Excel
spreadsheet, which contains only the text of the grid report. The spreadsheet
does not retain the formatting of the report as displayed in the beta.SAM.gov
portal.

i. Excel options:

1. Export metric values as text: Determine whether numeric
values should be exported as text or as numbers. If you choose to
export metric values as numbers, Excel may automatically format
the number. For example, $34.23614 may be rounded to $34.24 in
Excel. If you choose to export metric values as text, Excel will not
automatically format the numbers. This setting only applies to
exports to Excel. This check box is cleared by default.

2. Export headers as text: Determine whether header values
should be exported as text or in their current format, which could
be numeric, date, and so on. This setting only applies to exports to
Excel. This check box is cleared by default.

b. CSV file format: The report is exported as a CSV file. The contents of the grid
report are displayed, separated by commas. (Default option)
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Excel with formatting: The report is exported and displayed as a Microsoft
Excel spreadsheet. The spreadsheet retains the formatting of the report as
displayed in beta.SAM.gov Portal, such as colors, fonts, and structure.

i. Excel with Formatting Option:

1. Embed all images: Determine whether exported graphs and
images from the report are included in the Excel spreadsheet as
images. If this check box is selected, the images and graphs can
be accessed from the spreadsheet. This check box is selected by
default.

HTML: The grid report is exported to an HTML file.
Plain text: The contents of the grid report are exported to plain text, and
the Delimiter you specify separates data from each cell of the report.
i. Choose one of the five (5) available options for the delimiter:
1. Comma (Default option)

2. Tab

3. Semicolon
4. Space

5. Tilde

Note: Only the Excel with formatting and HTML options are available when
exporting both the grid and the graph.

4. Select Export Report Title to see the title on the exported report.

5. Optionally, select Export filter details to see the report criteria that you entered. If you
choose to export them, they appear above the exported report.

6. Select the option to use for Remove extra column Determine whether the column that
displays the word Metrics is displayed on the exported report.
Metrics are the calculations performed on data, the results of which are displayed on a

o

U.S. General Services

Administration

report. Metrics are similar to formulas in spreadsheet software. The Metrics
column is designed to distinguish a metric (calculated field) from an attribute.
Yes: The word "Metrics" is removed and not displayed.

No: The word "Metrics" is not removed and is displayed.

Automatic (default): The report-level setting is applied. The beta.SAM.gov
report-level setting is Yes (the word “Metrics” is not displayed).
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7. Select Edit Custom Settings to specify Header and Footer details. Type text in
the Header and Footer fields or select auto-text to insert from the Insert
Auto-text dropdown list.

Sheet Header / Footer Editor
Insert Auto-text... v

Header:

® Display before standard headers
Display after standard headers
Replace other headers

Footer:

Apply Cancel

8. Select the Do not prompt me again checkbox if you do not want to answer these
settings in the future when exporting a report. (Not recommended)
. Select the Export button to export your report with the values selected.
10. The export will be available in your download folder.

i For more information about the IAE, Page 63 of 68
A U.S. General Services .
€PN  Administration contact us at iaeoutreach@gsa.gov



Contract Data (FPDS) Ad Hoc
I l I beta ) i
SAM*GOV Reports Quick Reference Guide

PDF Export @

The PDF export functionality allows you to download a PDF version of a report by choosing
from multiple export options and specifying formatting options.

My Test Blank Report

Export: | Whole report v Page Header and Footer: | Edit Custom Settings...

Scaling: Report Header: | Edit Custom Settings...
#®  Adjust font to °.-": of original size
Fit to: pages wide by tall [« Print cover page

® With Filter Details

Orientation: i L
® Portrait With Report Details
Landscape Cover page location:

® FEefore report
After report

Hide advanced options

Paper size: | Latter 8.5" x 117 b

Margins {Inches):

Lefi: Right:
075 ] [o.75 ]
Top: Bottom:
[o7s ] [o7s ]

Maximum header size (Inches): 5.0

Maximum footer size (Inches):

| Embed fonts

Export

Follow these steps to use the PDF export functionality:
1. Select the PDF Icon from the Toolbar.
2. Choose one of the two options for what to export:
a. Whole Report: all returned rows will be exported.
b. Portion displayed only: Use this option to export the rows that are currently
displayed in the grid.
3. Inthe Scaling area, specify how the content is adjusted to the PDF page. Select one of
the following options:
a. To specify the font size of text displayed on a report as a percentage of its
original size, select the Adjust font to % of original size option, then type a
percentage in the field. The default is 100%.
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b. To specify the page dimensions in which to fit the report contents, select the Fit
to page(s) wide by tall option, then type a number in the fields. The default is 1
page wide by 1 page tall.

4. If you have a graph displayed in the results, the option to choose the graph location is
displayed. If no graph is in the results, this option is not displayed.

a. Select Print the grid and graph on the same page if you do not want to have
them on separate pages.

5. In the Orientation area, select Portrait to export the report in a vertical format.

Select Landscape if you want the report to print horizontally.

6. To specify the page header and footer to be displayed on the report, click Edit Custom
Settings next to Page Header and Footer to open the Header/Footer Editor. You can
specify the text to place in the left, center, and right portions of the page's header and
footer. Type static text or use the Insert Auto-text dropdown list at the top of the page to
select and insert auto-text.

7. To specify the text to display in the report header, click Edit Custom Settings next
to Report Header to open the Report Header Editor. You can type static text in
the Header field or use the Insert Auto-text dropdown list at the top of the page to
select and insert auto-text.

8. You can choose to include a cover page for the report by selecting Print cover page
checkbox.

a. Select whether the cover page will include Filter Details or Report Details.

b. To specify whether the cover page is placed before or after the report,
select Before report or After report.

9. To adjust settings such as paper size, margins, and maximum header and footer sizes,
click the Show Advanced Options button to open the additional options.

a. From the Paper size dropdown list, select the paper size to use to export the
report. The default is letter (8.5" x 11").

b. Type the margins you want to use in the report in the Margins (Inches) fields.
Set the left, right, top, and bottom margins. For reports to print correctly, these
margin settings and the margin settings in the browser’s File > Page Setup option
must match. The default value for each margin is 0.75 inches.

c. Inthe Maximum header size (Inches) field, type the size at which the report
header can be overwritten. If the header is larger than its maximum size and the
report must use the space to display its content, the header will be cut off by the
report content. If the report does not use the space, the entire header is
displayed, regardless of size. The default header size is 0.5 inches.

d. Inthe Maximum footer size (Inches) field, type the size at which the report
footer can be overwritten. If the footer is larger than its maximum size and the
report must use the space to display its content, the footer will be cut off by the
report content. If the report does not use the space, the entire footer is displayed,
regardless of size. The default footer size is 0.5 inches.

10. To use the predetermined fonts for the export file, select the Embed fonts check box.

11. Click Export. The report is exported in the selected form.
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Show Totals Functionality

Select Show Totals under the Data menu for the report to display totals for all numeric fields in
the report, grouped by all other report fields. An example is displayed on the image below.

II I SA MbthbV (— Award IDV Information = My Reports > My Test Blank Report
._E,. -

~ DATA ~ FORMAT ~

Add View Fiter Condition...
Sort..

REPORT DETAILS Drill...

VIEW FILTER ATNiigry  Hide nulls/zeros Auto-Apply changes

= Reset Data

M 41~ 2345 of 1976 pages Refresh

Re-prompt

Number of Actions 2 Vendor DUNS 2~  Vendor DUNS Number »~  Dollars Obligated ==

1 S Mo canl Calimarss 050067120 050067120 $0.00
1 Trisert New Metiic... | 050067120 Total $0.00
1 Prm— | Total $0.00
1 T 185428455 185428455 $119.233.20
1 185428455 Total §119,233.80
1 "IN TEMPORARY SERVICES & AFFILIATES, ING. | Total $119,233.80
1 09CLEAN CO., LTD. 557805671 557805671 $4.326.20
1 09CLEAN CO., LTD. 557805671 Total $4,326.20
1 09CLEAN CO., LTD. Total $4,326.20
1 1 SOURCE SOLUTIONS, LLC 808069376 808069376 $43,000.00
1 1 SOURCE SOLUTIONS, LLC 208069276 Total $43,000.00
1 1 SOURCE SOLUTIONS, LLC Total $43,000.00
1 1 STOP ELECTRONICS CENTER, INC. 028498622 028498622 $37.563.43
1 1 STOP ELECTRONICS CENTER, INC. 028498522 Total §37,563.43
1 1 STOP ELECTRONICS CENTER, INC. Total §37,563.43

Click on the Show Totalsmenu item again to hide the totals from the report.

The Edit Totalsoption under the Data menu provides additional features for displaying totals,
such as removing unneeded subtotals, as seen in the screenshot below.
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Subtotals Editor L

[ Definitions;-i =Ad\-‘anced-f '.Dwsplay.

Select Subtotal Functions:

All Subtotals Grand Total

Total v
Average

Count

Geometric Mean

Maximum

Median

Minimum

Mode

Product

Standard Naviation

Apply OK Cancel

Data Refresh

e Adhoc reports: Every day Data refresh will be completed by 6.30

History List
This section provides an overview of the History List section of ad hoc reports.

Schedule Delivery (subscribe) to History List for reports to appear in this list. Every time the
report is scheduled to run, a row will be added to this list.

Click on an item in this list to view a report that has already been generated for you.

You have an option to export the report to Excel or PDF, view subscription details, rename, or
remove the report subscription.

l-ll! SAMbEW;aOV & Award IDV Information > History List
— *

“« Name Status Message Creation Time ~ Actions Remove
Create S My Third Test Blank Report Ready [mark as "unread"] 9/9/19 12:36:11 PM 2 O ab|
¥ 4y Reports
75 History List
H] My Subscriptions
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My Subscriptions

This section provides an overview of the My Subscriptions section of ad hoc reports.
The My Subscriptions page has two sections:
e Shared links

e History List Subscriptions

Shared Links displays all instances of when you shared an ad hoc report link with other users.
Users who received the link have to save the report for it to display in My Reports.

History List Subscriptions displays all history list subscriptions that you have. Reports generated
under these subscriptions will be displayed in the History List page.

l" SAMbg"OV &« Award IDV Informiation > My Subscriptions
- - -

Shared links

?
Create Subscription Name ~ Report/Document Owner Address Prammdiond Action Unsubscribe

£ My Second Test Blank Report 9/9/2019 11:08:36 AM My Second Test Blank Report d @
FY My Reports
im =F  MySecond Test Blank Reporl 9/8/2010 11:16:25 AM My Second Test Blank Report | A
Sistory List
G ¥

M] My Subscriptions

History List Subscriptions ?
Subscription Name Report{Document Owmer Schedule Recipient Personalized Action Unsubscribe

= My Second Test Blank Report 9/8/19 My Second Test Blank L - Daily, Everyday at o @

m 11:33:09 AM i et Report galina.khayms&gsa.gov 9:15 AM EST d |5
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