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Section One - Overview

This handbook describes how to use the Management Reporting Tool (MRT) to generate the
“EI/HMRs Submitted Report” in the Naval Aviation Maintenance Discrepancy Reporting Program
(NAMDRP) Web site. Al NAMDRP Web site registered users can access this report (except for
Foreign Nationals and other users with “restricted access”).

The EI/HMRs Submitted Report assists stakeholders in the NAMDRP process by providing a count
of the total number of EI/HMR reports submitted BY Fleet type units (TYCOM, WING, Group, Unit)
or TO NAVAIR type units (PEO, PMA, FST, FST Subteam) during a specific time period (grouped
by month, quarter, or year). Users can tailor report output by specifying which of the following they
want included in the report:

Report Type (El, HMR, EI/HMR)
Classification (Routine, Safety, Mishap)
Aircraft Platform and/or T/M/S(s)
Bureau Number

Part Number

CAGE Code

Type Equipment Code

Unit or group of units

You can choose to display the report in either graphical or tabular format. You can also export
report data to Microsoft Excel if you want to use the data in other ways or to make custom
presentations.

Note: The NAMDRP Web site became the required method of processing EI/HMRs on 2 July 2001.
Web site data prior to 2 July 2001 is incomplete, and no Web site data is available prior to 22 May
2000.

If you experience problems with or have questions about these procedures, contact the NAMDRP
Clearing House at 1-888-832-5972. See OPNAVINST 4790.2 Series for a complete description of
Els, HMRs, and the EI/HMR processes.

Section Two - Open the EI/HMRs Submitted Report Page
Section Three - Enter Report Criteria

Section Four - View Reports and Graphs

Section Five - View Records

Section Six - Copy Report Graphs and Export Report Data
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Section Two - Open the EI/HMRs Submitted Report Page

1. Access the NAMDRP Web site as described in the Support Tools Handbook to open the Open
DRs Page illustrated in Figure 1.

| v

NAVAJAIR

NAMDRP

MR Team Fstdlead
» Logout

my Home TOOLKIT CLEARIMG HOUSE DOCUMENTATION ADMINISTRATION SITE EVALUATION
OR Stats Cpen DRs Search DRs Initiate DR Tech, Dialog Import DR FST POCs  Contracts DB( Mgrnt. T00|s>
Open DRs “AII DRz | [ Al Enrolled Units = | [Any Completed Step = set default ‘

FST Testing4 /FST SubTeam Testing 4

# 001 03FEBO3 WWAFEI-SE-0086-035 LKSDJF El Exam Flan Appraval 02-SEP-2003

¢ 001 ALRE 03FEBD3 WAFEIFSE-0028-03R EVERYWHERE El Tracer Respaonse 10-0CT-2003
Approval

# 001 MISHAP TEST WYAFEI-SE-9000-035 MNOSE LANDIMG GEAR El Go Mo Go Decision 28-AUG-2003

DOOR ACTUATOR

¢§ 002ALRE 03FERO3 WAFEIFSE-0058-03M EVERYWHERE El Preliminary Repaort 13-AUG-2003
Approval

¢ ooz mma FLOATATION, BAG El Caost Analysis 26-SEP-2003
Submitted

¢ 002 WORKFLOW WAFEI-SE-00592-03R SOMEWHERE El Exam Flan Submitted  08-0CT-2003

§  n02testAl RE WAFEALRE-0043-038 BELT El Material Disposition 23-JUL-2003

¢ D03 ACKTEST COMMUNICATIONS SYSTEWM EI Gao Mo Gao Decision 23-JUL-2003

CONTROLLER C-
11825/A5M-150

¢ D03 WORKFLOW WAFEI-SE-0085-035 PUIMP ASSY, UTILITY El Exam Flan Submitted  08-0CT-2003
HYDRALULIC
§ 280120032 Flux Capacitar El GafMao Ga 14-AUG-2003
Fernmrmend &nnrowal hd
1 | »
&] [ & [ mternet
Figure 1

2. Locate and click the “Mgmt. Tools” option available on the Toolkit Menu (Figure 1) to open the
Management Tools Page (Figure 2).
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MR Team Fstdlead
» Logout

myHome TOOLKIT CLEARING HOUSE DOCUMENTATION ADMINISTRATION SITE EVALUATION

User Profile User Request Users Units

Management Tools =

& » EVHMRS Submitted Repaort >
» Aerade Turnaraund Time (TAT)

+ Delinguent Els

+ Mlaterial Managerment Reconciliation

» Mettics

Thiz iz a U5, Departrment of Defensze systern. Conditions, restrictions and disclaimers apply.

HAMDICAP ACCESSIBILITY PRIVACY POLICY  SITE ASSISTAMCE

Figure 2

3. Click the “EI/HMRs Submitted Report” link on the Management Tools Page (Figure 2) to open
the EI/HMRs Submitted Report Page (Figure 3).

MR Team Fstdlead
» Logout

my Home TOOLKIT CLEARING HOUSE DOCUMENTATION ADMIMISTRATION SITE EVALUATION

Services Contacts

EIfTHMRs Submitted Report

The EliHMRESs Subrmitted Repatt repart measures the overall accumulation of EWVHMRE repors
submitted ta the Fleet Suppart Teams and provides the subtotals for EMHMRE reports initiated on the
MAMDORP web site versus those thatwere initiated via Defense Message and imported to the
MAMDRF web site. Additionally, this report measures the number of Reassignments fweh site
initiated records that reguired reassianment by the Clearinghouse) and Readdressals (Defense
Message initiated records that were readdressed via Defense Messadge prior to impoart to the
MAMDRF web site AND Defense Messade initiated recards thatwere reassigned by clearinghouse
after import ta the NAMDRP web site).

Flease provide vaur report criteria in the fields helow then click on the "View Report" button. Report
results will include all NAMDRP website EFHMR recards meeting the criteria selected helow over
12 perinds {manthly, quarterly, yvearly) heginning with the selected start date. The stading date and
the frequency are the only reguired fields. If no additional criteria are selected, all records submitted
within the selected date range will be included. Additional repart criteria can be entered. The repart
will include graphical as well as tabular presentation ofthe results and alsa a link to the records
included in the results. Mote that no web site data is available prior to 22 May 2000. Because the
MAMDRP weh site hecame the reguired method of processing EVHMRS an 2 July 2001, web site
data prior to 2 July 2001 is incomplete.

By completing the Unit Specification area at the bottom of this form, you can further narrow your
results to a specific unit, group of units, or POC. Use ofthe Unit Specification option to select a
group of units (.e., all Fleet Units within a specified YWing or all FSTs reporting to a specified PhA)
will provide the subtotals for the sub-units as well as graphical and tabular presentation.

% IR - RN TR T S-S N TR [ S T, TR PO i
4| | ,
&)

[ 5 [ 1reermet

Figure 3
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Section Three - Enter Report Criteria

1. Figure 4 shows the whole EI/HMRs Submitted Report Page. Use the scroll bar to access the
Report Criteria Group Box, shown in larger detail in Figure 5.

MR Team Fstdlead
» Logout

myHome  TOOLKIT | CLEARING HOUSE  DOCUMENTATION  ADMINISTRATION  SITE EVALUATION

Services Contacks

EIIHMRs Submitted Report

The EVHMRES Submitted Report report measures the overall accumulation of ENFHMR reports
submitted to the Fleet Support Teams and provides the subtatals for ENHMR repaorts initiated on the
MNAMDRP weh site versus those thatwere initiated via Defense Message and imported to the
MNAMDRP weh site. Additionally, this report measures the number of Reassi ents (web site
initiated records that required reassignment by the Clearinghouse) and Readdressals (Defense
Message initiated records that were r via Defense priorto import to the
MNAMDRP web site AND Defense Message initiated records that were reassigned by clearinghouse
after import to the NAMDRP weh site).

Flease pravide your report criteria in the fields belaw then click on the "View Report” button. Report
results will include all NAMDRP wehsite ENHMR records meeting the criteria selected helow over
12 periods (monthly, quarterly, vearly) beginning with the selected start date. The starting date and
the frequency are the only required fields. If no additional criteria are selected, all records submitted
within the selected date range will be included. Additional report criteria can be entered. The repart
will include graphical as well as tabular presentation of the results and also a linkto the recards
included in the results. Note that no web site data is available prior to 22 May 2000. Because the
NAMDRP web site became the required method of processing ENVHMRS on 2 July 2001, web site
data prior to 2 July 2001 is incomplete.

By completing the Unit Specification area atthe bottomn of this form, you can further narrow yaur
results to a specific unit, aroup of units, or POC. Use of the Unit Specification option to selecta

group of units (.2, all Fleet Units within a specified Wing or all FSTs reporting to a specified PMA)
will provide the subtotals for the sub-units as well as graphical and tabular presentation.

Note: Fields marked with a red asterisk (*) are required

REPORT CRITERIA:

* Frequency: Quarterly

* Starting Date: |Oct x| [2002 =
El -
Report Type: |HMRIE|

HWR |

Classification: |All =

Aircraft Platform: -

TMS: |AH-1W

Bureau Number: \ |

Part Number: | |

CAGE Code: =

Type Equipment Code:

0

Select one of the following to search for Unit Specific Information. If no selection is made, Total
Faopulation results will be displayed, hased on criteria selected above. Selecting one of the unit
specifications will reload the page with the proper fields visible.

YWhen NAVYAIR Units are selected (PED, PMA, FST, FST Subteam, Site, FST POC), data includes
records submitted "TO" the selected unit(s). When Fleet Units are selected (TYCOM, Wing, Group,
Unit, Fleet POC), data includes recards submitted "BY" the selected unit(s)

INIT SPECIFICATION:

ST Unit Sele

n
leet Unit Selection
nit Selection
ite Selection

0C Selection

Wiew Report I CancellReturn

This is 2 U.S. Depsrtmant of Dafense system, Conditions, restrictions snd dizclsimars apply.
HANDICAP ACCESSIBILITY PRIVACY POLICY SITE ASSISTANCE

Figure 4
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group of units {i.e., all Fleet Units within a specified Ying or all FSTs reporing to a specified PMA)
will provide the subtotals for the sub-units as well as graphical and tabular presentation.
Note: Fields marked with a red asterisk () are reguired.
REPORT CRITERIA:
* Frequency: Manthly auarterly | | vearly
* Starting Date: IOCt 'I |2002 'I
El i’
Report Type: |HMRIEI
HMR hd
Classification: |All b
Aircraft Platform: | j
I fl
A-d
TMS: [AH-1Y
AH-1Z
Av-8B d|
Bureau Number: | |
Part Number: | |
CAGE Code: | |
Type Equipment Code: | |
a | L|_I
&] Done [ & [ mtermet
Figure 5

2. Use the following guidelines to enter field values specifying the information you want included in
your report:

a. Enter values in each of the following mandatory fields (shown with an asterisk (*)):

In the “Frequency” field, click “Monthly,” “Quarterly,” or “Yearly” to specify the time period
for which you want report output grouped.

In the “Starting Date” field, use the lists of values to specify the date (month and year) on
which you wish the system to begin searching for records matching your report search
criteria.

The report you generate will include data for 12 time periods (depending on your
selection: “Monthly,” “Quarterly,” or “Yearly”) from the specified “Starting Date”. For
example, if you select “Monthly” and enter the starting date of Oct 2002, your report will
show the total number of EI/HMR reports submitted each month from October 2002
through September 2003.

Select or enter values in the following optional fields if you want to further define information
you want to appear in your report. None of the following fields are mandatory.

In the “Report Type” field, use the list of values to select report types (“El,” “HMR/EI,” or
“HMR”). To make more than one selection, hold and click on each item you want to
select. Leaving the field blank will include all report types.
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Foutine
Safety
Mishap

Figure 6

In the “Classification” field (Figure 6), use the list of values to select which classifications
(El classifications are determined by risk assessment) you want to include (“All,”
“‘Routine,” “Safety,” or “Mishap”). Accepting the default selection of “All” will return all
existing Web site records, regardless of classification.

In the “Aircraft Platform” field, use the list of values to specify which aircraft platform
designator codes to include. Leaving the field blank (no value) will include all platforms.
The aircraft platform you choose determines which selection items appear in the “T/M/S”
field list of values.

In the “Bureau Number” (BUNO) field, type the aircraft bureau number you want to
include.

In the “Part Number” field, type the part number you want to include. You cannot enter
multiple part numbers. Leaving the field blank (no value) will include all part numbers.

In the “CAGE Code” field, use the list of values to select the cage code you want to
include. The selection list only contains cage codes associated with EI/HMRs submitted
on the NAMDRP Web Site. Leaving the field blank (no value) will include all cage codes.
In the “Type Equipment Code” (TEC) field type the type equipment code you want to
include. You cannot enter multiple codes. Leaving the field blank (no value) will include
all TECs.

3. Use the following guidelines with the Unit Specification Group Box (located in the lower portion
of the EI/HMRs Submitted Report Page (Figure 4)) if you want to specify which unit information
to include in your report. Figure 7 shows the Unit Specification Group Box in more detail.

UNIT SPECIFICATION:

™ | FST Unit Selection

Fleet Unit Selection

Init Selection

Site Selection

(7T

POC Selection
Figure 7

a. Leaving all check boxes blank in the Unit Specification Group Box will return all unit records
within the constraints of the values you select in the Report Criteria Group Box (Figure 5).

b. Selecting a check box in the Unit Specification Group Box opens a related group box, as
shown in Figure 8.
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FST INFORMATION:

PEC:
| [
PMA:
=
See3.c. |t
| =l
Subteam:
| =l
UNIT SPECIFICATION:
= TYCOM:
FST Unit Selection] See3.d. || =
Wing:
Fleet Unit Selection | =]
I | Unit Selection proupinit
~ | g
Site Selection Unit (Fleet):
AN =
POC Selectlon\

UNIT INFORMATION: Clear
See 3. e.

Unit Type:

Unit Hame:

Add Lnit{s) | Remaove Unit{s)
\ SITE INFORMATION:
See 3. f. E—
FST Site Location: | =l

POC INFORMATION:
See 3. g.
Report POC Action POC
POC Name:
Registered Lsers Remove Users
Figure 8
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c. Clicking the “FST Unit Selection” check box (Figures 8 and 9) opens the FST Information
Group Box, shown in Figure 9. Use this group box to select the EI/HMR reports submitted -
“TO NAVAIR type units” - (PEO, PMA, FST, or FST Subteams).

Select one ofthe following to search for Unit Specific Information. If no selection is made, Total
Fopulation results will be displayed, hased an criteria selected ahove. Selecting one ofthe unit
specifications will reload the page with the proper fields visible.
When NAVAIR Units are selected (PEOQ, PMA, FST, FST Subteam, Site, FST POC), data includes
records submitted "TO" the selected unit(s). When Fleet Units are selected (TYCOM, Wing, Group,
Unit, Fleet POC), data includes records submitted "BY" the selected unit(s).
UNIT SPECIFICATION: [l FST INFORMATION:
I PEO:
FST Unit Selectig | ]
Fleet Unit Selection PMA:
Unit Selection I j
Site Selection i:ST: j
POC Selection Subtean:
Wiew Report CancellReturn |
This is a U, 5, Department of Defense systemn. Conditions, restrictions and disclaimers apply.
HANDICAP ACCESSIBILITY PRIVACY POLICY SITE ASSISTANCE =
4| | Ll_l
&1 [ |5 & mnternet

Figure 9

In the “PEO” field, use the list of values to specify that you want to include EI/HMR
reports submitted to FSTs for the specified PEO. PEO selection is not required to select
a PMA, FST, or FST Subteam.

e If you use the list of values in the “PEQO” field to select a PEO unit, your report will
also include subtotals for the PMAs assigned records for the selected PEO in an
additional horizontal bar graph and in a data table. (See Section Four.)

In the “PMA” field, use the list of values to specify that you want to include EI/HMR

reports submitted to FSTs for the specified PMA. Entering a PMA is mandatory only if

you enter a PEO and want to select a specific FST. If you have not selected a PEO, then
selecting a PMA is optional when you enter a FST or a Subteam.

e If you use the list of values in the “PMA” field to select a PMA unit, your report will
also include subtotals for the FSTs assigned records for the selected PMA in an
additional horizontal bar graph and in a data table. (See Section Four.)
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ii. Inthe “FST” field, use the list of values to specify that you want to include EI/HMR
reports for the specified FST. Entering a FST is mandatory if you enter a PEO and/or a
PMA and you would like to specify the FST Subteam.

o If you use the list of values in the “FST” field to select a FST unit, your report will also
include subtotals for the specified FST unit in an additional horizontal bar graph and
in a data table. (See Section Four.)

iv. Inthe “Subteam” field, use the list of values to specify that you want to include EI/HMR
reports for the specified FST Subteam. Entering a Subteam is optional.

v. Click “Clear” (Figure 9) if you want to clear all field entries.
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d. Clicking the “Fleet Unit Selection” check box (Figures 8 and 10) opens the Fleet Information
Group Box, shown in Figure 10. Use this group box to select the EI/HMRs submitted BY
Fleet type units (TYCOM, Wing, Group, Unit) for which you want report information.

Select one ofthe fallowing to search for Unit Specific Infarmation. If no selection is made, Total
Fopulation results will be displayed, based on criteria selected ahove. Selecting one ofthe unit
specifications will reload the page with the proper fields visible.

[

UNIT SPECIFICATION: ([l FLEET INFORMATION:
3 ] TYCOM:

ESTunit Setection | || ]

I | Fleet Unit Selectig Wing: =
E Unit Selection I j

Site Selection i3rou|1-: j

POC Selection Unit (Fleet):

Wiew Report CancellReturn |

This is a U5, Department of Defense system. Conditions, restrictions and disclaimers apply.
HANDICARP ACCESSIBILITY PRIVACY POLICY SITE ASSISTAMCE

Figure 10

i. Inthe “TYCOM’ field, use the list of values to select the EI/HMR reports submitted by
fleet units within the hierarchy of the selected TYCOM. You can enter a Wing,
Group/Unit, or Unit without entering a TYCOM.

i. Inthe “Wing” field, use the list of values to select the EI/HMR reports submitted by Fleet
Units within the hierarchy of the selected Wing. You can enter a Group/Unit or Unit
without entering a Wing (unless you specified a TYCOM value).

ii. Inthe “Group” field, use the list of values to select the EI/HMR reports submitted by the
selected Group/Unit. You are not required to enter a Group/Unit value to specify a Unit
(Fleet) (unless you identify a TYCOM and/or Wing value).

iv. Inthe “Unit (Fleet)” field, use the list of values to select the EI/HMR reports submitted by
the specified Fleet unit. If you select a USMC Group in the “Group” field, the “Unit
(Fleet)” list of values will only display units for the specified USMC group. The “Unit
(Fleet)” list of values will be empty (contain no selections) if you choose a USN or USMC
unit (other than a Marine Air group) in the “Group” field.

v. Click “Clear” (Figure 10) if you want to clear all field entries.

10
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Clicking the “Unit Selection” check box (Figures 8 and 11) opens the Unit Information
Group Box, shown in Figure 11. Use this group box to select the EI/HMRs on which the
specified unit(s) have taken action (for example, the fleet unit that submitted the EIR, the

FST unit that acknowledged receipt of the EIR, the PMA Go Approval, the Customer Service
Team accepting the Exam Plan, etc.).

Select one ofthe following to search for Unit Specific Infarmation. If no selection is made, Total
Fopulation results will be displaved, hased on criteria selected above. Selecting ane ofthe unit
specifications will reload the page with the proper fields visible.

UNIT SPECIFICATION: UNIT INFORMATION:

Unit Type:

FST Unit Selection I L j

Fleet Unit Selection Unit Name: |
< Unit Selection

Site Selection

POC Selection

Add Linit(s) Remove Unit(s)
——
Wiew Report Cancel!Return |

This is a U, 5. Departrnent of Defense systern, Conditions, restrictions and disclaimers apply.

HAMDICAP ACCESSIBILITY PRIVACY POLICY SITE ASSISTAMCE

Figure 11

In the “Unit Type” field, use the list of values to select the unit type you want to include
(for example, FST (Fleet Support Team), FLT (Fleet), SUP (Supply Unit), etc.).
Click “Add Unit(s)” (Figure 11) if you want to open the Select Unit(s) Page (Figure 12),

which contains a list of all Web site units available for the unit type you select in the “Unit
Type” field.

11
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NAVAJAIR

MNMAMDRP

Close

Select Unit(s)

Donnas Phid ﬂ
Pra &

FraA DO NOT LISE 234

Pua DO NMOT LISE P-3

Fhla Testing4

PrnA1EY

FrA201

PRAZOZ fAircrew Escape Systems) ;| Select |

-
4| | b

Figure 12

e When the Select Unit(s) Group Box opens, use the scroll bar to locate the specific
unit name(s) you want to select.
o Highlight the unit name or, to make more than one selection, hold and click on
each item you want to select.
After highlighting your selection(s), click “Select.”
o The Select Unit(s) Page closes and your selections appear in the “Unit Name” list of
values in the Unit Information Group Box (Figure 11).
e Click “Close” if you want to close the Select Unit(s) Page and return to the Unit
Information Group Box (Figure 11) without making a selection.
iii. If you want to remove a previously selected unit name, highlight the name you want to
remove in the “Unit Name” field list of values (Figure 11) and click “Remove Unit(s).”
iv. Click “Clear” (Figure 11) if you want to clear all field entries.

12
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f. Clicking the “Site Selection” check box (Figures 8 and 13) opens the Site Information Group

Box, shown in Figure 13. Use this group box to select the EI/HMR reports submitted TO
FSTs at the specified site.

Selectone ofthe following to search for Lnit Specific Information. If no selection is made, Total -
Fopulation results will be displaved, hased on criteria selected above. Selecting ane ofthe unit
specifications will reload the page with the proper fields visible.
. FST Unit Selection FST Site Location: I
. Fleet Unit Selection | |
n Unit Selection
| site Selection_>
POC Selection
Wiew Report CancellReturn

This is a U, 5. Departrnent of Defense systern, Conditions, restrictions and disclaimers apply
HAMDICAP ACCESSIBILITY PRIVACY POLICY

SITE ASSISTAMCE

Figure 13
i. Inthe “FST Site Location field, use the list of values to select the FST site you want
included in your report. Sites are grouped by organization (Org) code.

ii. Click “Clear” (Figure 13) if you want to clear your field entry.

13
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g. Clicking the “POC Selection” check box (Figures 8 and 14) opens the POC Information
Group Box, shown in Figure 14. Use this group box to select the EI/HMR reports associated
with specific POCs.

Select one ofthe following to search for Unit Specific Infarmation. If no selection is made, Total
Fopulation results will be displaved, hased on criteria selected above. Selecting ane ofthe unit
specifications will reload the page with the proper fields visible.

UNIT SPECIFICATION: ([l POC INFORMATION:

FST Unit Selection Report POC ﬂ Action POC
Fleet Unit Selection | | oetiame:

Unit Selection
Site Selection

L roc sokeion |

Registered Users Remove Users

Wiew Report | CanceliReturn

This is a U, 5. Departrnent of Defense systern, Conditions, restrictions and disclaimers apply.

HAMDICAP ACCESSIBILITY PRIVACY POLICY SITE ASSISTAMCE

Figure 14

i. Click the “Report POC” or “Action POC” radio button to specify whether to include
reports associated with a specified reporting POC(s) or with a specified user(s) who took
action.

o “Report POCs” are the FST Engineers identified as Report POCs in the HMR
Response, Preliminary Report, Interim Report, Closing Report, and Final Report.

e “Action POCs” are users who have taken action on an El or HMR and who are
identified on the EI/HMR Summary Page (for example, the Fleet Unit EI/HMR
Submitter, the FST Team Lead who acknowledged the EI/HMR, the Engineer POC
who submitted a report to the Team Lead for approval, etc.).

ii. Click “Registered User(s)” (Figure 14) if you want to open the Locate POCs for Report
Search Criteria Page (Figure 15) so you can perform a search to locate a specific POC
from a list of all NAMDRP registered Web site users.

14
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NAVAJAIR r
NAMDRP
Back Close

Locate POCs for report search criteria: —
T

Last name: | | |

First name: | | |

Units: | j
Ml GhAT-2 .1 For Official Use Only “Wersion G.00.00

Figure 15

iii. Use the following guidelines to enter search information as appropriate on the Locate
POCs for Report Search Criteria Page (Figure 15). Click “Search” after selecting or
typing field information to execute your query. Results of your query appear in the
“Search Results” section of the Locate POCs for Report Search Criteria Page (Figure
16).
¢ In the “Last Name” and/or “First name” field(s), type all or a portion of the POC'’s last
and/or first name.

¢ In the “Units” field, use the list of values to search for a POC name within a specific
unit. Leaving the field blank (no value) will include users matching any “name” search
information you enter from all units in the Search Results list.

e Entering information in more than one search field refines your search.

e Leaving all fields blank (no value) will retrieve a list of all registered NAMDRP Web
site users.

15



Management Reporting Tool

NAVAJAIR =
NAMDRP

Back Close

Locate POCs for report search criteria:

Last name: | Data |

T

First name:

Units: | |FST Testing4 =l

Data, LisaK  FLEET Testingd (Aircraft FST Team Lead), FLEET (301} 342-2254
Testing4 (Ordnance View Only User, FET
Testingd (Adrcraft FST Team Lead), FST Testingd
(Ordnance FET Engineer POC), FET Testing 2
(Aircraft Clearing House Representative), FET
Testing 5 (Ordnance Clearing House

Fepresentative)
Data, POCE  F5T Testingd (Aircraft FST Engineer POC) (3017 342-2254
Data, Tester A 5T Testing4 (&ircraft FST Team Lead), FST 301-555-5555

Testing4 (Ordnance FET Engineer POC)
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Figure 16

iv. After performing a search to locate POC names, use the scroll bar to locate the
individual(s) you want to select from the “Search Results” section of the page (Figure

16).

e Click "Select" (located in the row containing the individual’s name). You can make
multiple selections. An “ei” icon appears under the blank column in the row of the

recipient you select.

e Click "Remove" (located in the row containing an “ei” icon you already selected) to
remove the icon if you decide you do not want the name included.
v. Click "Back" (located in the upper left corner of the page (Figure 16)) if you want to
perform another search in the Locate POCs for Report Search Criteria Page (Figure
15). (Any POCs already selected (with the ei icon through a previously conducted
search) will appear in the “POC Name” field when you return to the POC Information

Group Box (Figure 14).)

vi. After you identify all the names you want to select, click "Close" (located in the upper left
corner of the page). You return to the POC Information Group Box (Figure 14). The
names you selected on the Locate POCs for Report Search Criteria Page (Figure 16)

will display in the "POC Name" field.

vii. To remove a previously selected POC name appearing in the POC Information Group
Box (Figure 14), highlight the name and then click “Remove Users”.

viii. Click “Clear” (Figure 13) if you want to clear your field entry.
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4. After entering report search information, as described in Number 3 of this section, click “View

Report” (Figures 9, 10, 11, 13, and 14) to generate the EI/HMR Submitted Report. (See
Section Four of this handbook.)

Note: A message may open before displaying your report to remind FST team leads to update
records if record POC information is missing. Click “OK” to continue.

5. Click “Cancel/Return” (Figures 9, 10, 11, 13, and 14) to return to the Management Tools
Selection Page (Figure 2) without generating a report.
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Section Four - View Reports and Graphs

1. Clicking “View Report” on the EI/HMRs Submitted Report Page (Figure 4) submits your
reporting information to generate the EI/HMRs Submitted Report, as shown in Figure 17.

NAVAJAIR MR Team Fstalead |
NAMDRP » Logout
myHome TOOLKIT CLEARING HOUSE DOCUMENTATION  ADMINISTRATION  SITE EVALUATION b
Report Criteria View Records  Print Version Export Results
EIlHMRs Submitted Report
Generated By: MR Team Fstdlead on 29-0CT-2003 13:04
Specified Report Criteria; Date Range = "1-0CT-2002"to "30-SEP-2003"; Report Type ="'EI'
I v =bsite initiated [ Message intisted Il Totel initisted
20
b e e e e e e e e e e B T e e e e e P o o e e e o e e e e e e e 1 TR P e e e e e e
B
£18
E
-g L e T e e
v
£
D N b \ ___________________
]
T R R T S e e s e SR | e
£
e e L
B
g gf————fom AN
E=]
Egdeeeen o e ARG e B N
=] 4
54 -/ TP . DUk, . WL | OSSO IUU U ST
=% ~x =& B = = = & = & = =B
= = = = = = = = = = = =
) o o o ) o o o o ) o o
(2} i~ (=} ™~ o ix} in] (=] (2] S i~ (=}
e £ £ & £ 2 37 & 2 = 33 &
Month - Year
Dec | Jan | Feb | Mar | Apr | May Jul | Aug | Sep Totals
2002 | 2003 | 2003 | 2003 | 2003 | 2003 2003 | 2003 | 2003
Website Initiated 2 0 3 17 ] 1 2 4 1 14 a 4 o]
Message Initiated 0 0 0 0 B 0 0 0 1] 1] 1 1] 7
Total Initiated 2 0 3 17 14 1 2 4 1 14 9 4 TG
Number of Requests Requiring:
Reassignments 0 0 0 3 1 0 0 0 a 4 a a 8
Readdressals 1] 1] 1] 1] 1] 1] 1] 1] 1} 1} 1 1} 1
Report Criteria View Records  Print Version Export Results
This iz 2 U.5. Department of Defense systermn, Conditions, restrictions and disclairmers apply
HANDICAP ACCESSIBILITY  PRIVACYT POLICY  SITE ASSISTAMCE
TRS-1.0 For Official Use Only Werzion 5.00.00

Figure 17
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2. Each generated report is comprised of the basic elements identified in Figure 18.

. Header Information
identifies:

the individual who
submitted the report
request

NAVAJAIR

NAMDRP

MR Team Fstdlead

» Logout

my Home TOOLKIT CLEARING HOUSE DOCUMENTATION ADMINISTRATION SITE EVALUATION

Report Criteria View Records Print Version Export Results

EIfHMRs Submitted Report
N

the report creation
date and time

the reporting values
you selected

the Unit
specification, if
selected (See
Figure 8).

b. Graph shows the
requested data in
graphical format:

the Web site generated
EI/HMRs

the DMS Messages
imported to the NAMDRP

Generated By: MR Team Fstdlead on 29-0CT-2003 13:04

b ecified Report Criteria: Date Range = "1-0CT-2002" to "30-SEP-2003"; R9|MD

Wishsite Initiated [T Message Initisted I vctai itisted

20

o

@

=

B

=]

oW

Humber of EFHMR Reports Submitted

. 27—k
Web sie ARV =l B
the total number of e = = = = = = = = = = =
. o ) ) o o o o o o o o o
EI/HMR reports submltted/ 8 S S S g g g g g g 5 S
= o =4 = L3 =4 = = = o o
twelve reporting periods, 3 2 2 z A = Ed z 2 = z 2
beginning with the Month - Year
“Starting Date” you
entered. Dec | Jan | Feb | Mar | Apr | May | Jun | Jul | Aug | Sep Totals
2002 | 2003 | 2003 | 2003 | 2003 | 2003 | 2003 | 2003 | 2003 | 2003
Website Initiated 2 0 3 A7 8 1 2 4 1 19 8 4 69
. Data table N
Message Initiated 0 ] 0 0 B 0 ] 0 0 1] 1 ] T
Shows the data you Total Initiated 2 0 317 14 1 2 4 1 19 g 4 76
requested in tabular format Number of Requests Requiring:
instead of graphical format (| Reassignments 0o 0 0 3 1 0 0 0 0 4 0 0 8
In addition, shows the Readdressals o o o o o o o o o 0o 1 @ A
number of reassignments
and readdressals
Report Criteria View Records Print Version Export Results

This iz a U5, Departrent of Defensze systerm, Conditions, restrictions and disclaimers apply.

HANDICAP ACCESSIBILITY PRIVACY POLICY SITE ASSISTAMCE

Note

e Reassignments are NAMDRP Web site initiated records that required reassignment by the Clearinghouse.

o Readdressals are Defense Message initiated records that were readdressed via a Defense Message prior to
their import to the NAMDRP Web site and Defense Message initiated records that were reassigned by the
Clearinghouse after import to the NAMDRP Web site.

Figure 18
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d. If you selected the
“FST Unit Selection,
Fleet Unit Selection,”
or Site Selection”
check box in the Unit
Specification Group
Box (Figure 8), your
report will include
subtotals for the
specified Unit in an
additional horizontal
bar graph and in a
data table, as shown
in this example
(Figure 19).

10/07/2003
FST SubTeam Tasting 4
FST SubTeam?2 Testing 4
Uraszsigned to Subtearm
0 4 8 12 18 20 24 28 2 36 40

Humber of ELHMR Reports Submitted

Sep Dec | Jan | Feb | Mar | Apr | May Jul | Aug oo
2002 2002 | 2003 | 2003 | 2003 | 2003 | 2003 2003 | 2003

e. If you want to see any || FST
single unit's data from [| U feat T4 3.
the data table in a line v
grap.h format: ;?lIJTeamZ i] 3 1 a
o Click the check box Testing 4
located under the Unassigned
“Graph” column next|| 14 sunteam oo 0 19
to the unit name. A
. Total 1 17 5§ 59
checkmark will
appear in the check |
box.
e Click
“Graph/Selected” to
open a new window Report Criteria View Records  Print Version  Export Results

displaying the data

This iz a U5, Departrment of Defense systermn, Conditions, restrickions and disclaimers apply.

HAMDICAP ACCESSIBILITY PRIVACY POLICY SITE ASSISTANCE

in graphical format,
as shown in Figure
20.

Figure 19
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f. Figure 20 shows that ) =
we selected the NAV QAI R
NAMDRP
check box next to the

EIlTHMRs Submitted Report

“FST SubTeam?2
Testing 4” name
(Figure 19) and
clicked “Graph/
Selected”.

g. Click [X] located in a0
the upper right corner
of the record graph
display on the
EI/HMRs Submitted
Report Page (Figure
20) to return to the
data table on the
EI/HMRs Submitted
Report Details Page
(Figure 19).

- <o — —
[ 4= o o0

Humber of EVFHMR Reports Submitted
o
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Generated By: MR Team Fstdlead on 30-0CT-2003 15:09
Specified Report Criteria:  Date Range = "1-SEP-2002" to "31-AUG-2003"; Report Type ="EI'; FST = "FST Testingd;

- FST SubTeam?2 Testing 4

3. Click “Report Criteria” (located at the top and/or the bottom of your EI/HMRs Submitted Report

A
S
T
e e
- - - - -
i [ () () () 2] [1r] [ar) (1) () 1) o
[ [ [ [ [ = [ [ o o = =
= = ) o ) = = = o o = =
(2] (%] ™ (2] o (2] [ (2] ™ (2] (2] (2]
iy = g i & & s - T 5 Z =
i =] = ) =2 w = <L = = " a
Month - Year
-
1 | 3
Figure 20

(Figure 18)) if you want to return to the EI/HMRs Submitted Report Page (Figure 4) so you can

edit the report information and/or unit specifications you entered. Use the guidelines in Section

Three, numbers 2 through 3 when making your changes.

4. Click “View Records” (located at the top and/or the bottom of the your EI/HMRs Submitted

Report (Figure 18)) if you want to display a detailed list of EI/HMR records corresponding to
your report information and/or unit specifications. See Section Five of this document to learn
about the Total Number of EI/HMR Reports Submitted Details Page.
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5. Click “Print Version” (located at the top and/or the bottom of your EI/HMRs Submitted Report
(Figure 18)) if you want to open another window containing a printer “friendly” version of the
report so you can easily print it.

a. When the printer version of the report opens:
e Click the printer icon on your browser toolbar.
e Or, on the browser menu bar, click “File” to open the File Menu and select “Print”.

b. Click [X] located in the upper right corner of the printer friendly report window to close the
window and to return to your previously generated EI/HMRs Submitted Report (Figure 18)).

6. Click “Export Results” (located at the top and/or the bottom of your EI/HMRs Submitted Report
(Figure 18)) if you want to export the data from the report table to a Microsoft Excel file. You
can create custom graphs and presentations using the exported Microsoft Excel file. See
Section Six of this document to learn how to export data and how to copy a graph.
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Section Five - View Records

1. Clicking “View Records” (located at the top and/or at the bottom of your generated report
(Figure 18)) opens the Total Number of EI/HMR Reports Submitted Details Page, as shown in

Figure 21.

Header Information
identifies:

¢ the individual who
submitted the report
request

o the report creation
date and time

o the reporting values
you selected

o the Unit
specification, if
selected (See
Figure 8)

e The total number of
records matching
your search
information

e Page navigation
links (Figure 21 is
page one of two
pages)

=
NAVAZAIR MR Team Fstalead

NAMDRP » Logout
myHome TOOLKIT CLEARING HOUSE DOCUMENTATION ADMINISTRATION SITE EVALUATION

Feedback STR Release Notes What's Hew T

Report Criteria View Graph Export Results
EliH
Generated By: MR Team Fstdlead on 31-0CT-2003 07:48
Specified Report Criteria: Date Range = "1-SEP-2002" to "31-AUG-2003", FST = 'FST Testing4"
arch Resufts: 119
Pages: 2
Last Step Date of Reassign- [Re-
GOMNO G010 FET WAFEL- SDLFK FET Testing4 11-8EP-02 ElRecord 18-8EP-02
Testing4d SE-0054- Closed
0z2R
GO NG GO FN 005 FST STUFF EHMR FST Testing4 03-0CT-02 EVHMR Record  03-0CT-02
Testingd Closed
BO00-000-001 FST Directional Valve EIHMR FST Testing4 03-DEC-02 God Mo Go 24-FEB-03
Testing4 Recomrend
Submitted
BRAD-0000-0001 FST Fan, Centrifugal HMR FST Testing4 06-DEC-02 Acknowledge 05-mMAY-03 H
Testing4 Receipt
KEVIMN-TEST FST WAFEL- Werwer El FST Testing4 06-DEC-02 Tracer Reguest  09-DEC-02
Teslingd SE-0003- Approval
02R
BRAD-0000-0002 FST Fan, Centrifugal HMR FST Testing4 18-DEC-02 HMR Record 13-JAN-03
Testing4 Closed
KEMIN TEST-002 FST WAFEL- Fan, Centrifugal El FST Testing & 08-DEC-02 Tracer Reguest  05-FEB-03
Testingd  SE-0001- Approval
025
HALCK 12-02-1 FST WAFEL- Fan, Centrifugal HMR FLEET Testing4 18-DEC-02 Preliminary 25-JUL-03 H
Testingd SE-0087- Report Approval
03m
HAUCK 12-02-3 FST WAFEL- Fan, Centrifugal HMR FLEET Testing4 26-DEC-02 Final Report 18-0CT-03
Testingd  SE-0008- Approval
03R
HAUCK 12-02-3 FST Fan, Centrifugal El FLEET Testing4 27-DEC-02 God Mo Go 25-JUL-03
Testing4 Recommend -
4 | 3
Figure 21

2. The EI/HMRs Submitted Report Details Page is primarily comprised of a list of the records that
match the report information and/or unit specifications you entered to generate your report. The
page also identifies the basic header information, illustrated in Figure 21.

3. On the EI/HMRs Submitted Report Details Page (Figure 21), locate the El, HMR, or EI/HMR for
which you want to view more details (Figure 22). Click on the report control number (RCN)
located under the “RCN” column to open the EI/HMR Summary Page, shown in Figure 22. Click
on your browser’s toolbar when you want to return to the EI/HMRs Submitted Report
Details Page (Figure 21).
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MR Team Fstdlead
» Logout

my Home TOOLKIT CLEARIMG HODUSE DOCUMENTATION ADMINISTRATION SITE EVALUATION
Feedback STR Release MHotes What's MHew

Closing Report Mew Technical Dialog = Return to Open DRs
EI/HMR Summary

RCN: R000-000-001 Directional Valve
Engineering POC:

FST:FST Testingd  PMA: PMA Testingd Changemview |

ENHMR Initiated by FST Testingd (Eichel 03-DEC-2002 EIR

ENHMR Submitted to FST Testingd 03-DEC-2002

Acknowledged Receipt of EIR by FST Testingd (Eichel) 03-DEC-2002 Acknowledge
Risk Assessment Submitted by FST Testingd (Eichel 24-FEB-2003 Risk Assessment
G0 Recommend Submitted by FST Testingd (Eichel) 24-FEB-2003 Go Recommended

Pending Go/Mo Go Recommend Approval by FST Testingd (Eichely PENDING ACTION
Pending Exam Plan Submissian by FST Testing4 PENDING ACTION Exam Plan

Pending Closing Report Submission by FST Testingd (Fstdleady  PENDING ACTION Closing Report

Exhibit Tracking Load Tracer Data

Staws [WiesioneDate

Directional Walve
Exhibit Being Held by SUFPLY Testing4 03-DEC-Z002

Misc Attached MessagesDocuments

File Description [l cl- 0 Lo

There are no Upload Documents for this EFHMR.

Technical Dialogs -
1| | »

Figure 22

4. Click “Report Criteria” (located at the top and/or the bottom of the EI/HMRs Submitted Report
Details Page (Figure 21)) if you want to return to the EI/HMRs Submitted Report Page (Figure
4) so you can edit the report information and/or unit specifications you entered. Use the
guidelines in Section Three, numbers 2 through 3 when making your changes.

5. Click “View Graph” (located at the top and/or the bottom of the EI/HMRs Submitted Report
Details Page (Figure 21)) if you want to return to your previously generated EI/HMRs Submitted
Report (Figures 18 and 19).

6. Click “Export Results” (located at the top and/or the bottom of the page (Figure 21)) to export
the data from the table to a Microsoft Excel file. You can create custom graphs and
presentations using the exported Microsoft Excel file. See Section Six of this document to learn
how to export data and how to copy a graph.
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Section Six - Copy Report Graphs and Export Report Data

1. As explained in the preceding sections of this handbook, clicking “View Report” on the EI/HMRs
Submitted Report Page (Figure 4) submits your reporting information to generate an EI/HMRs
Submitted Report, as shown in Figure 18. You can copy a graph from the generated report to
use in other applications or you can export report table data to Excel so you can use it to
prepare other reports or customized presentations.

a. Use the following guidelines to copy and insert a report graph into a Microsoft Word or a
PowerPoint presentation (or to another type of presentation). Note that directions for saving
and inserting files into applications vary depending on the application to which you are
inserting the graphic file:

i. After generating the EI/HMRs Submitted Report from which you wish to copy a graph (as
shown in the example illustration, Figure 17), highlight the graph you want to copy.

ii. Right-click on the highlighted graph to open the menu shown in Figure 23 and select
“Save Picture As”.

Cpen Link

Cpen Limk i e Winda
Save Targek &5, ..

Frinkt: Tiargek

Set as Desktop Ikem. ..

Zuk

Copy
Copy Sharbeut

Paste

Add ko Favarites, ..

Properties

Figure 23

iii. When the Save Picture Dialog Box opens, as shown in Figure 24, identify the folder to
which you want to save the graphic file.
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Save in | ‘2 Mamt_Taoals ) j e i
E GraphData.jpg
Hiztary
f{'_l-
L
C op
Ao
by Documents
A
File name: < iEraph_'I.ipd ) j < Save I >
Save as ype: I.JF'EG [*.jpg) j Caricel |
r
Figure 24

iv. In the “File name” field (Figure 24), type an appropriate file name. The extension of the
graphic file format will be either jpg or bmp. The jpg format requires the least memory
and is smaller in size.

v. Click “Save” (Figure 24). The Save Picture Dialog Box closes.

b. Use the following directions to insert a saved graphic file into a Word document. Note that
directions for importing graphic files into applications vary depending on the application to
which you are importing the graphic file:

i. Open the Word document to which you want to import the graphic file and position your

cursor in the location in the document where the graphic is to appear.

ii. Click “Insert” on the Word menu bar and select “Picture” and “From File” from the
cascading menu (Figure 25).
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Break...
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Bookmark. ., =
a‘ From Scanner or Camera. ..

% Hyperlink,..  Ctrl+k ﬂ
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Figure 25

When the Insert Picture Dialog Box opens (Figure 26), locate the folder containing the
file you want to insert and highlight the file name.

Insert Picture ilﬂ
Loak in: II:l Marnt_Tools ) j - | @ N + Tools -
g Grapga!a.jpg
[ [re— [ ——

[ [res——

v 3
-—
w i

et .g 7 - ®

H' B [ 1 2l A E [ A 5 |

[ § ¥ ¥ § 3 E ¥ § 8 [}
e, TR

File name: I j B
Files of byvpe: I.ﬁ.ll Fictures {*.emF;*.me;*.jpg;*.jpeg;*.jFiF;*.jpe;*.pngfﬂ Zancel |

Figure 26

iv. Click “Insert” (Figure 26). The Insert Picture Dialog Box closes and the graphic file you
imported appears in your document.
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c. Use the following guidelines to export report table data into Microsoft Excel:

i. After generating the EI/HMRs Submitted Report from which you wish to export table data
(as shown in the example illustration, Figure 17), click “Export Results” (located at the
top and/or at the bottom of your EI/HMRs Submitted Report) to open the File Download
Dialog Box (Figure 27) and click “Save this file to disk”.

File Download EI

'ou have chozen to download a file from this location.

Report_Total_Submitted_E xport.xls from namdrpdey.nava

YWhat would you like ta da with this file?

™ Open thiz file from itz current location

& Save this file ta disk

V¥ | &lways ask before opering this tpe of file

‘ )  Cancel tore Info

Figure 27

ii. Click “OK” (Figure 27).
iii. When the “Save As” Dialog Box opens, as shown in Figure 28, identify the folder to
which you want to export the table data.
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—_—
File name: < IHepnrt_T otal_Submitted_E spart. sls > j Save >

Save as type: I bicrozoft Excel W ork sheet j

Cancel |

¥/

Figure 28

iv. Inthe “File name” field (Figure 28), type an appropriate file name. The extension of the
file will be xIs because you are saving the file as a Microsoft Excel Worksheet.

v. Click “Save” (Figure 28).

vi. When the Download Complete Dialog Box appears, click “Open” (Figure 29).

Download complete

Diownload Complete

Saved:
... Tatal_Subrmitted_E xport.xlz from namdrpdes. naveair nawsy. mil

Downloaded: 120EB in1 sec
Download ta: Y...\Report_Taotal_Submitted E=port.=lz
Transfer rate: 12.0kEB/Sec

[ Cloze thiz dialog box when download completes

=101 i

Open Faolder Cloze

Figure 29
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vii. The Excel table data file you exported will automatically open in an Excel worksheet, as
shown in Figure 30.

Ed Microsoft Excel - Report_Total_Submitted_Export.xls =181 x|
J File Edit Yew Insert Format Tools Data Window Help ;liliﬂ
DEEa GRY 2R~ - &= A 00w -0,
| il -0 - BIrUEE=EEs %, B EE-d-A
A B [ O E F [E] H | J 8 L il il | =
1 Sep-02| Oct-02 | Mov-02 | Dec-02 | Jan-03 | Feb-03 | Mar-03 | Apr-03 | May-03 | Jun-03 | Jul-03 | Aug-03 —
2 ["Website Initiated 1 1 0 10 41 " 1 3 4 1 35 5
3 [Message Initiated 0 0 0 0 1 2 0 2 0 0 0 1
4
| 5 |
| B |
|7
| 5 |
| 9 |
|10 |
11|
| 12 |
113 |
| 14 |
| 15 |
| 16 |
|17 |
| 185 |
1 19 |
| 20 |
|21 |
| 22 |
| 23 |
| 24 |
| 25 |
| 26 |
ar
14| 4 [» [M] Report_Total_Submitted_Expork 4]
Ready [ |
Figure 30
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