MARS

Management Analysis
& Reporting System

MARS User Guide
Getting Started

Document Revision 2.2 May 8, 2007

United States Department of Commerce
National Oceanic and Atmospheric Administration
National Marine Fisheries Service
Office of the CIO




Management Analysis and Reporting System (MARS) Users Guide

MARS Getting Started
Document Revision 2.0
MARS GEHING SAME ..o 2
SYSTEIM AACCESS ..ittieeiteeesitte ettt ettt ettt ettt e bt e st e e sttt e s ab e e aab e e sab e e e sn b e e e nbbe e e nbbe e e bbeennbneas 2
GOIING STAMEA ...ttt et s e sre et e e e sneees 2
MARS WED LOGON PrOCESS ......uviiveerieiiieiiieiesieesteeieseestaesaesseesteesaessaesseesseeaessaessaasenns 3
LOg ON fOr the FIrSt TIME .....cvoiiiieiieeee e 5
Change Your Temporary PaSSWOI ..........cccoveiueiieiieiesieseese e sre e see e 5
RESEE PASSWOIT ...ttt sttt et e ne e sbeeneesreenneenne s 7
U AN o] o] [ToF: L4 o] o OSSPSR 9
GUI OVEIVIBW. ...ttt sttt sttt s et e bt st e sbe et ene e et e e nbeeneesreeteenee e 10
SYSIEM NAVIGALION ...t et e e reenee e 10
IMIBNU SEFUCTUIE ...ttt ettt b et e e e beeenne e 11
FOIM CONVENTIONS.......uiiiiiiiiieiieieie ettt st nbeereas 12
[CONS/BULLONS ...ttt ettt et ente e e sreesreenaenreenseeneeas 14
Yo (0] |1 2T T TSRS 15
QUETY PIOCESS ...ttt 15
{0 PRSP PRPRTP 16
MARS MaAIN IMIBNU ...ttt te e sreenteeneesreeteeneenneenes 16
EXit the MARS APPHCALION........cviiieiicc e 17
User Profile/SYStem STAtUS ..........ooiiiiiiiiiiiiieee e 18
USEE SECUITLY ...ttt ittt ettt ettt et e et e e s be e te e st e sae e teeneeebeebeeneesneenas 18
USEI ACCESS ROIES. ...c.eiiiiiieiiiee ettt ste et e be e nreennas 19
StAtUS/USEN PrOTIIE .. s 19
Getting Started — Version 2.0 10f 20 6/30/2010



Management Analysis and Reporting System (MARS) Users Guide

MARS Getting Started

The Access & Navigation provides basic information regarding how to log-in to the
system and fundamentals for navigating through various modules in the MARS system.

System Access

Access to various MARS applications are based on user identification and privileges
which are established by the Line Office/FMC Administrator. All users will be issued a
user 1D and password. User IDs and passwords will be issued only after receiving the
following signed and completed forms:

1) MARS User Access Request Form
2) MARS Non-Disclosure Agreement
3) NOAA MARS Rules of Behavior

MARS Help Desk notifies users via e-mail once the user account is established. Users
must then contact MARS Help Desk to obtain their password.

All forms and instructions for obtaining access may be found on the MARS website:
https://mars.rdc.noaa.gov/

Getting Started

Before running MARS make sure that the required downloads are properly installed on
your system. For assistance with this please contact your local IT support center.
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Management Analysis and Reporting System (MARS) Users Guide

MARS Web Logon Process

Users perform the following steps to access the MARS application available via the web:

Step Action

1 To access the MARS Home Webpage, type in the following URL:

https://mars.rdc.qgov/

The following form will display:

Home Reference Materials Downloads

Data Status

CBS data from

Key Links

Log In
Data Entry Module
Last pay period Reporting & Querying
Last CBS labor accrual

CBS accrual based on pay period

September 20, 2007
MARS forms may be faxed to 301.713.9458
as an alternate to 301.713.01595.

Regqular accrual rate

Adjusted accrual rate September 17, 2007

Deadline for submitting MARS access
forms is cob Sept 25 to ensure all users
receive access by the go-live date.
September 14, 2007

The list of MARS administratars is
available. MARS questions should be
directed to your LO or FMC Administrator.

CBS over/under run

Help desk information coming soon.

September 14, 2007

The MARS application will be rmade
available to authorized NOAA, users the
week of October 15, 2007,

Log In

Click on Data Entry Module

Announcements

System Status

Updated (EST): 18 September, 2007
The MARS application is not available at
this tirne.

MARS Forms

User Access Reguest
User access request instructions

NOAA MARS Rules of Behavior

MARS Mon-Disclosure Agreernent

Data Entry Module

Getting Started — Version 2.0 30f20
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3 The following form will display:

e
i{w\g NOAA MANAGEMENT ANALYSIS AND REPORTING SYSTEM )
R~ 4 NATIONAL OCEANIC AND ATMOSPHERIC ADMINISTRATION

MARS Home  Support  Login

Data Entry System

You are accessing a United States government computer system. The use of this system will
be monitored for security, system administration, and law enforcement purposes. Accessing
this system constitutes consent to monitoring. Any unauthorized access of this system or
unauthorized use of the information on this system by unauthorized users or others is
prohibited and is subject to criminal and civil penalties under federal and other laws

Username

Password

Forget your password?

Users requesting access for the first time to MARS need to contact NOAA MARS Coordinator.

Privacy Policy | FOIA | Information Quality | Disclaimer

4 Enter User Name and Password.

Click the

Login

button or press the Enter key to complete the Logon.

5 The Main MARS Menu page will display:

.
gf \% MANAGEMENT ANALYSIS AND REPORTING SYSTEM
B y: HATIONAL GCEANIC AND ATMOSPHERIC ADMINISTRATION
Marina Rubina - Last Login: 06/21/2010 09:50AM MARS Home  Support  CCR Console My Profle  Logout
| Home ‘ | Application | ‘ Travel Documents ‘ | Reports ‘ | Business Rules ‘ ‘ Users Guide | ‘ Data Status

Current Location: Home

MARS Data Entry Home

Announcements
MARS Development Server

The Management Analysis and Reporting System (MARS) is an automated system for collecting, storing. and retrieving information
conceming the financial activities of the Financial Management Centers (FMC's) of the National Oceanic and Atmospheric Administration
(NOAA). NOAA financial information is entered into the MARS system through various sources where it is processed and stored.

MARS will allow all NOAA Line and Staff offices, FMCs, and program personnel the ability to track transaction-based documents for
requisitions / commitments, forecast labor and conduct personnel tracking, build spend plans, and analyze financial management
information. This information can then be retrieved in the form of reports for analysis.

Privacy Policy | FOIA | Information Quality | Disclaimer

On the MARS Main Page, choose one of the Tabs to go to the needed function:

Application Tab— to go to the MARS Forms;
Reports Tab — to Run Data Entry Reports;
Travel Documents Tab — to access Travel Numbering System;

Data Status Tab — to check Data Entry data status.

Getting Started — Version 2.0 4 of 20 6/30/2010
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6 Click on Application Tab to go to the MARS Forms.

7 The Application/Data Entry Page will display:

/@“ NO MANAGEMENT ANALYSIS AND REPORTING SYSTEM }

) 09:36AM MARS Home  Suppot  CCR Console My Profile

Home Application Travel Documents Reports Business Rules User's Guide Data Status
Current Location: Application
Application

Your JRE version is: 1.6.0_18

Please click the button Delow to open the data entry form

Privacy Policy | FOIA | Information Quality | Disclaimer

8 If the user is logging on for the first time, go to Log On for the First Time,
otherwise go to Run Application on page 9.

Log On for the First Time

The Java plug-in (JRE) is required on the client machine to run the MARS Forms
11g Application. Oracle has certified Sun's JRE version 1.6.0_12 and higher for
using Oracle 11g Forms.

Application Tab Page will display detected desktop JRE version. If your desktop doesn’t
have a needed JRE version, it should be downloaded and installed from the MARS web
page in the "Downloads™ menu button. If you do not have the permissions to install it,
please contact your local Help Desk for support.

If you have a required JRE version, click on the ‘Open Data Entry Form’ button to open
MARS Forms.

Change Your Temporary Password

Users perform the following steps to change their password:

You should change your temporary password as soon as possible. Passwords expire
based on established security parameters and users will be prompted to enter a new
password prior to the old password expiring. When you log-in for the first time, the

Getting Started — Version 2.0 5 of 20 6/30/2010
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system will prompt you to change your temporary password. If not prompted, follow the
steps bellow to change your password.

Step Action

1 Once you have logged into the Data Entry Module, the following form will display:

=
/) NO AA MANAGEMENT ANALYSIS AND REPORTING SYSTEM
"MV’L/ NATIONAL OCEANIC AND ATMOSPHERIC ADMINISTRATION

Marina Rubina - Last Login: 06/21/2010 09:50AM MARS Home  Support  CCR Console

My Profile  Ldgout

| Home || spplication | | TravelDocuments || Repots | | BusinessRules || UsersGuide || Datastams |

Current Location: Home:

MARS Data Entry Home

Announcements
MARS Development Server

The Management Analysis and Reporting System (MARS) is an automated system for collecting, storing, and retrieving information
concerning the financial activities of the Financial Management Centers (FMC's) of the National Oceanic and Atmospheric Administration
(NOAA). NOAA financial information is entered into the MARS system through various sources where it is processed and stored.

MARS will allow all NOAA Line and Staff offices, FMCs, and program personnel the ability to track transaction-based documents for
requisitions / commitments. forecast labor and conduct personnel tracking, build spend plans. and analyze financial management
information. This information can then be retrieved in the form of reports for analysis.

Privacy Policy | FOIA | Information Quality | Disclaimer

2 Click on My Profile Link. Your user profile will display:

_Y5IS AND REPORTING SYSTEM

Beipararig Aoty LT e Tl Py

3 Click on the Change Password.

P
< NOAA MANAGEMENT ANALYSIS AND REPORTING SYSTEM }
‘\‘_'-'v’\./ NATIONAL OCEANIC AND ATMOSPHERIC ADMINISTRATION

Marina Rubina - Last Login: 06/28/2010 09:40AM MARS Home  Support  CCR Console My Profile  Logout

| Home H Application || Travel Documents H Reports || Business Rules || User's Guide H Data Status |

Current Location: User Profile

User Profile

< Change Password

First Name Marina

Middle Name
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4 The following form will display:

s,
& NO AA MANAGEMENT ANALYSIS AND REPORTING SYSTEM }
i,\h"‘f MATIONAL OCEANIC AND ATMOSPHERIC ADMINISTRATION

Marina Rubina - Last Login: 06/28/2010 09:40AM MARS Home  Suppot  CCR Console My Profile  Logout

— Change Password Instructions
Passwords...

are not case sensitive.

must have at least twelve (12) non-blank characters

should contain at least one digit, one character and one punctuation # or _.
should NOT contain your Username.

should NOT contain words found in a dictionary.

must be protected to prevent unauthorized use.

Passwords must be changed as follows:

ok L P

1. At least every 90 days.

2. Immediately if discovered to be compromised or one suspects a password has been
compromised.

3. Immediately if discovered to be in noen-compliance with this standard.

4. On direction from management.

Please change your temporary password provided by MARS Support

New Password

Confirm Password

Change Password

5 Enter in a new password following the Password Instructions in the New Password
field and reenter the same password in the Confirm Password field.

6 Once you have made the change, the system will display the following message
prompting the user to log in to the system using the new password.

«-’W“.‘omﬁ‘@
;}w l National Oceanic and Atmospheric Administration
M Management Analysis and Reporting System

£ 011

You have succ y changed your p d.
You may log on again

Reset Password

If you forgot Data Entry password, you can reset it and request a temporary password on-
line.

Getting Started — Version 2.0 7 of 20 6/30/2010




Management Analysis and Reporting System (MARS) Users Guide

Users perform the following steps to reset their password:

Step Action

1 On the Data Entry Log-in Page, click on the Forgot your password link.

s
< NO AA MANAGEMENT ANALYSIS AND REPORTING SYSTEM

MARS Home ~ Support  Login

Data Entry System

You are accessing a United States government computer system. The use of this system will
be monitored for security, system administration, and law enforcement purposes. Accessing
this system constifutes consent to monitoring. Any unauthorized access of this system or
unauthorized use of the information on this system by unauthorized users or others is
prohibited and is subject to criminal and civil penalties under federal and other laws

Username
Password

Login

Forget your password?

Users requesting access for the first time to MARS need to contact NOAA MARS Coordinator.

Privacy Policy | FOIA | Information Quality | Disclaimer

2 On the Reset Password Page, enter your NOAA e-mail account information and click
on the Continue button.

P
<& NO AA MANAGEMENT ANALYSIS AND REPORTING SYSTEM

MARS Home ~ Support  Login

Data Entry System

Reset Data Entry

Please enter your NOAA email ID, passwerd, then click the Continue button.

NOAA Email

Continue

@noaa gov

Password

Privacy Policy | FOIA | Information Quality | Disclaimer

3 If the submitted information is successfully validated against NOAA’s LDAP and
MARS info, the system will e-mail you a temporary password.

You will need to log-in to the system and change a temporary password (the

system will prompt a Password Change when using a temporary password) in 24
hours after resetting it.

If more than 24 hours passed since password reset, you will have to re-set it again
to access the system.

Getting Started — Version 2.0 8 of 20 6/30/2010
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Run Application

Users perform the following steps to access the Application/Data Entry application
available via the web:

Step

Action

1

Once you have completed Step 7 of the previous MARS Web Logon Process , the
following form will display:

Py .
< NOAA MANAGEMENT ANALYSIS AND REPORTING SYSTEM )
._yw g _ _

Bella Bechutsky - Last Login: 06/21/2010 09:36AM MARS Home  Support  CCR Console My Profile  Logout

Home Application Travel Documents Reports Business Rules Users Guide Data Status
Current Location: Application
Application

Your JRE version is: 1.6.0_18
Please click the button below to open the data entry form

Open Data Entry Form

Privacy Policy | FOIA | Information Quality | Disclaimer

Application Tab Page will display detected desktop JRE version. If your desktop
doesn’t have a needed JRE version, it should be downloaded and installed from the
MARS web page in the "Downloads" menu button. If you do not have the
permissions to install it, please contact your local Help Desk for support.

If you have a required JRE version, click on the ‘Open Data Entry Form’ button to
open MARS Forms.

When opening MARS Forms, if your desktop JRE version is higher than default
version (1.6.0_12), or you have more than one version installed (1.5.0_X), the system
will display Java Security Warning.

Java Security Warning E|

The application requires an earlier version of Java, Do '
ol want 1o continue? &

Mame;  orack. forms, angre, Man
Fromc bbb | Imar of rache, rgds i, gor

e

I ', Thu repuired warsion of Bova, L5005, i reod tha Leest and may Feol condin the Lilest securily

b uefas,
hE A
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Click on the Run button to open MARS Forms.

MARS

Windomw

Budget * Organization Code
Cormrmitments * Fw: 2010 | IEIW l_l_l_l_
Match 4

lgnore CBS Records
Personnel 4

—
Lahor Projections /
Foreign Travel 3 MA Rs
Management Analysis

Status F User Profile
& Reporting System

Admin v

Exit

GUI Overview

MARS modules are Graphical User Interface (GUI) applications which utilize Windows
point and click functionality and drop-down menu bars.

System Navigation

The following keys are used to navigate throughout the forms:

Tab Permits movement from field to field
Enter Accepts data entered and permits movement to the next field
o Permits movement between fields

The mouse functions allow a user to highlight, select, scroll, and access lists and pop-up
windows. It also allows movement around the menu bar, selecting different modules and
to exit the system. There are two types of clicks:

Click A single click of the left mouse button allows a user to select a
menu Option within the menu or drop down. It will also allow
access to buttons in the window as well as accept system responses
such as “OK” and “Cancel”

Double-click A double-click of the left mouse button allows a user to access the
pop-up windows on the fields that display the List of VValues on the
message line.

Getting Started — Version 2.0 10 of 20 6/30/2010
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Menu Structure

The following illustrates the menu structure with Drop-Down Menus:

= Crganization Code

Commitments ’ Py (2007 <] lﬁlﬁl—l_l_l_l_

lgnare CBS Recards

Personnel » =
Labar Projections /

Fareign Travel ] MA Rs
Status J User Profile Management Analysis

= & Reporting System
Adrnin ]

Exit

Drop-down menus are available on the menu bar on the top of the form and are utilized
by selecting an option, which displays the available choices. Upon accessing the system,
users click on MARS option from the menu bar to display the available applications.
Any application that displays * | to the right of the application has another drop-down
menu available.
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Form Conventions

MARS Forms utilizes Windows point-and-click functionality and drop-down menu bars.
The title is included at the top of each Form with the Form name. The message line, on
the bottom of the form, displays information related to actions taken by the user or error
messages. Record count and data entry mode information appears below the message
line. The following illustration depicts a sample form layout:

MARS Menu Bar—— LSRR SUR I L E Y D B ORACLE
Tookloon Bar ———» ko i@ 3 # 4 # % % lrvor oghoin | | [ | [ B [NOAA /]|
Form Name—.[ "W Commitmen
Code Proect Task  Otiect Class -
—f o 0 W A ,PE"‘LF ) 0 = — Record Number
Doc Type. tom Type Mo Description
I [ — Field
MARS Comet 8s  Pyoie R #08

" 00| w | ) 00 B

Commanent Detod
Form < Conmt $ Reqs FCFY Descrition VerdRersry

! I — B I
[ [ { [
{ [ [
4 i T
[ [ [
| [ ¥ W

Buttons

Message Line ——— ESSIRTNES
Record 11 List of Valy
List of Values

Record Count Available for Current Field

Common Form Elements

Ite Description
Window A “fill-in-the-blanks” arrangement that facilitates data insert, update,

delete and/or query of the database. The terms Window and Form are
used interchangeably.

Title Bar The bar along the immediate top of the window. Three buttons
displayed in the top right hand corner, allow the user to maximize,
minimize, or close the active window.

Menu Bar The bar along the top of the window above the icon bar. The menu
bar provides various drop-down menus to use while moving
throughout the program.

Icon Bar The bar under the menu bar, which displays the icons currently

Getting Started — Version 2.0 12 of 20 6/30/2010
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available to the user. For more information regarding the icons, refer to
icon listing in this documentation.

Field A field is displayed as a highlighted area on the Form that can contain
an existing value from the database and/or accept a new value. Below
are the general descriptions of the fields:

White fields are used for data entry. Certain fields are mandatory and
a user will not be able to save the record unless these fields are filled.
Gray fields are not accessible by the user; most of these fields are
system-generated or calculated fields.

Yellow fields can be used for data entry in the Query when the system
is in Query mode.

Push Buttons The buttons available within a Form are usually located at the bottom
of the Form. Depending on the Form, the buttons will:
- Open up another Form to give the user additional information
regarding the record
- Allow a user to Query for a List
- Apply a Surcharge
- Print a Commitment

Radio Buttons Allows the user to specify the type of information for the current
record.

System Message System messages appear in the lower left corner of the window in the
message bar. It will display what action the computer is taking
(working, printing, or querying).

Count In response to an executed query, the record count always appears in
the lower left hand corner of the window and indicates the current
record and the total number of records retrieved. The total number
may display a “?” until a user has scrolled through the records.

Scroll Bar The bar which allows movement between records.

Pop-ups Pop-up windows are used to include additional information within a
record.

List of Values A pop-up table that contains a list of the items that will be accepted in

the field to facilitate data entry. The List of VValues appears on the
Message Line on the lower part of form. There is also a [insert arrow]
display to the right of the field that brings up a list. Scroll through the
valid values and click on the desired option to populate the field.

Getting Started — Version 2.0 13 of 20 6/30/2010
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Icons/Buttons

The icon toolbar is located at the top of the window. Each icon is a small graphic image
that represents a command, tool, or specific functionality. A “hint” balloon” is associated
with each icon. The hint balloon displays the name, or narrative description,
summarizing the functionality of a specific icon. The icon’s hint box is displayed by
positioning the cursor on the icon and pausing.

The following table illustrates the various icons and their functions.

ICON

H
2
=

Function

Save

Enter Query

Execute Query

Cancel Query

Up

Down

Add

Delete

Duplicate

Show Value

Exit

Description

Used to save (commit) a completed or partial record to the
database.

Clears an existing record of data and allows the user to
enter query information in a field.

Retrieves records matching the query criteria.

Cancels query mode and returns the system back to edit
mode in the Form.

Allows a user to scroll up through records applicable to a
particular record, list or menu option.

Allows a user to scroll down through records applicable
to a particular record, list or menu option.

Allows a user to insert a new record or line.

Allows a user to delete an existing record or line.

Allows a user to copy.

Used to display the List of Values.

Used to exit the Form.

Getting Started — Version 2.0
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Scroll Bars

The Scroll bar is on the right, left or bottom of the Form. The Scroll bars allow the user
to move between multiple records.

*E_E Commitment
Fund Crganization Code Programm Project Taszk  Object Class Maorth  Commitmenit# -
O T l_l_l_l_ [ [ T T TITH &
Doc Type tem Type  Affected Reference Mo Description
I | | |
Matme Remarks
I |
MARS Commit CBS Fipeline Encumbrance
| - 00 - ] oo\ =
Commitment Detail
Commit & Reg # FCRY Description “endor tinerary
| | | ) |
| | | |
| | | I |
| | | |
| | | I |
L  — i
< [l& | S0 -
List of Committments | CH= Chligations Printable wiews of Commitment

Query Process

MARS provides on-line query capability for general and specific queries. General
queries will retrieve all records from the database within the organization(s) assigned to
the user on the Security Form.

e Specific queries will retrieve only records matching the query specified within the
organization(s) assigned to the user on the Security Form.
e Advanced queries can utilize wildcard features which are helpful when users are
uncertain of exact values for a field.
e The % (percent) symbol used as a wildcard searches for a specified character
string in the following manner:
o 01% Retrieves records beginning with 01
o %01 Retrieves records ending with 01
o %01% Retrieves records containing 01
e Anunderscore “ ” may be used as a wildcard to replace a single character within
a search string; multlple underscores can replace more than one character which is
particularly helpful when a user is unsure of the exact spelling.
o TP Retries records containing any letter between the “T” and “P”. Ex.
TAP and TOP
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Sort

Upon entering the List of Forms, records are sorted in a default ascending order. Users
can click on the applicable column heading to change the sort order from ascending to
descending order. Each time the column is clicked the order changes.

MARS Main Menu

Once the user has access to the system, you can use the mouse to select a menu item from
the "MARS" drop down menu icon in the upper left hand corner of the form. Move the
mouse to make a selection and click to execute that option. As you navigate throughout
the system, you will find that all menus work in the same way.

Crganization Code

Liser I KDOWWNS Fe 207 (=) [ [

‘MARS

Management Analysis
& Reporting System

The Main Menu displays a FY and Org code range. These items will restrict users to
certain data. Only data associated to the Fiscal Year and Organization Code "Range" will
be available to the user.

Items on the Menu will be grayed out if not available to the current user. Security access
is controlled by the MARS administrator.

Getting Started — Version 2.0 16 of 20 6/30/2010



Management Analysis and Reporting System (MARS) Users Guide

Exit the MARS Application
To exit the application, click on Exit from the drop-down menu before shutting down the
browser window.

MARS WMindow

Budget Organization Code
Commitments r Fr. (007 [ [EJE Frnrir
Match *

lgnore CHS Records

Personnel L4

—
Lahor Projections /
e MARS
Management Analysis
& Reporting System

Status / User Profile

Admin ¥

Ezxit

Once Exit has been clicked, the system will display the following form. Click OK to exit
the application.

& Do you want to exit? Of you have other forms open you wi

[oge your Main MARS windo!

Cancel |

NOTE: This will only exit the Form window. To exit the system completely,
you must log out of the Main MARS Menu.

-Y&I5 AND REPORTING SYSTEM }
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User Profile/System Status

This option displays profile data, system status, and the software status for the current
user. When you initially login to the application, it is required that you update your user
profile information. Make sure that your email, first name and last name and phone

number including extension is correct.

User ld [KDCAHS

LO Admin [~ Persorinel [~ FTravel Admin [
FMC acmin [ Labor Projections [# Forgign Travel Mumbers [
Buclget [7 Restricted Reports [7 Domestic Travel Mumbers [~

Date |01-0CT-07

Usger Defined Options Admin Set Options
Friame Organization
e
Email |Kathy.DOWns@noaa.gov ,_ ,_ ,_ '_ ’_ ,_
) ) ]
Phane Mumber [301 713-2245 Extension 115 T e
Lzer Access Roles Data Access Options
Mational Manager [ Fundss Cortrol [~ OPT Table [~ Creste Duplicate Commitments [

Etmp. Projections Email Motificstion [

Browse Employee & Labor Data by Org [~

Commitmert [~ Match Pracess [ Ignore Records v Browese Employes & Labor Data for A1 FRC [

User Security

The MARS User Security form is used to limit access for users. The User Security Form
has two tabs. The User Org Range tab is where access rights are established by entering
in an Organization Code or multiple Organization Codes for each user. This limits which
organization’s data that a user can enter and view within the system. It also limits the
organizations that can be selected to be printed on the Restricted Reports. The User
Access tab is where access to the Forms is granted to the user.

The following displays the User Security form and the User Org Range:

Query.
30 Adcitional query criteria by Oroanization Cocdes to narrowe your search

Users
Data Base ID First Name Last Mame

To enter user, click on List button or double-click on the record to bring LOY for abailable users

User Org Range l User Access

Organization Codes Range
[ AR Y =1
[ [ [T [ [
[T [ [T [ [ s

1: Ory Codes that you want the user to access. Do not enter "% WILD CARDS
2 Ory Code is used &35 a range. Enter codes from left to right or double-click for LOY
30 If you're an FMC Admininistrator, you only slioweed to sdd or modify Org Codes Renges for your FC

Getting Started — Version 2.0 18 of 20
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User Access Roles

Each user is granted only Access Roles that are needed to perform their job by placing a
checkmark (V) in the appropriate boxes. The following displays the User Access form:

Query
Adcitional query criteria by Organization Coces to narrow your search

Users

Data Baze ID First hatne Last Name
KD [KaTHY [pawnms =]

To enter user, click on List button or double-click on the record to bring LOY for abailable users

User Org Range UserAccess [

Access Roles Data Access Options

System Admin - Funds Cortrol [ OPT Table [ Create Duplicate Commitments r}'
LO Admin I Personnel [ Foreign Travel [v Emp. Prajections Email Natification |
FMC cimin [ Labor # Domestic Travel ¥ Browse Employes & Labor Data by Org ¥
Budget ¥ Restrictedt Rpts ¥ FTravel Admin ¥ Erowse Employee & Labor Data for A1 FMC [
Commitmert ¥ Msich #  Ignore Records [

Status/User Profile

There are two methods that a user can verify what access roles that have in the system.
The first is to click in Status/User Profile

Budget Organization Code
Commitments v e P 2 B 3 Gy Crrir
Match ]

lgnore CBS Records

Personnel L

—
Lahor Projections /
e MARS
Management Analysis
& Reporting System

Status / User Profile

Admin ]

Exit

The following form will display in showing all of the User Access roles assigned for that
particular user.
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User ld (<0015 Date (02-001-07
User Defined Options Adimin Set Ogtions
Frame Hathy Organization
[a0 i1 —
Lname [Downs
Email [Kathy Downs@nosa.gov
Phone Number (301 713-2245 Extension (115 =
User Access Roles Data Access Options
Mational Manager Funds Cortrol [ OFT Table [~ Create Duplicate Commitmerts [~
LO Acimin [ [ [ Fravel Admin [
i =reenne revel Adnn Em. Projections Emil Nofficstion
FMC Agmin [ Labor Projections [7 Foreign Travel Numbers [
Br Employee & Labor Data by Ora [~
Budget 7 Restricted Reports [7 Domestic Travel Numbers [~ BRI R TTRE QYD
Commitmertt [ Match Process [ Ignore Records [ Browse Employee & Labor Data for Al FME [

Another method to obtain user access information is to click on the ‘My Profile’ link
once you are logged into the MARS Webpage.

s
2 NO AA MANAGEMENT ANALYSIS AND REPORTING SYSTEM
>

Marina Rubina - Last Login: 06/21/2010 09-50AM MARS Home  Support  CCR

&eole My Profle  Logy,

| Home || application || TravelDocuments || Repots || BusinessRules || UsersGuide || DataStaus |

Current Location: Home
MARS Data Entry Home

Announcements
MARS Development Server

The Management Analysis and Reporting System (MARS) is an automated system for collecting, storing, and refrieving information
concerming the financial activities of the Financial Management Centers (FMC's) of the National Oceanic and Atmospheric Administration
(NOAA). NOAA financial information is entered into the MARS system through various sources where it is processed and stored

MARS will allow all NOAA Line and Staff offices, FMCs. and program personnel the ability to track transaction-based documents for
requisitions / commitments, forecast labor and conduct personnel tracking, build spend plans, and analyze financial management
information. This information can then be retrieved in the form of reports for analysis.

rivacy Policy | | Information Quality |

The following information will display showing the user the modules that they can

access.

User Profile

kedowns User ID: kdowns Change Password

Home Account Status: OPEM
Reports Your password will expire within N/A days (Mo expiry date.),
Application/Data IP Address: 140.90 27.226
::‘:‘?;I Becument Roles: | MARS_RESTRICTED_REPORTS
Numbers o MARS_FOREIGN_TRAVEL
Browse » MARS_IGNORE_RECORDS
Users Guide o MARS_RUN_MATCH
Business Rules o MARS_DOMESTIC_TRAVEL
Miscellaneous s MARS_LABOR_PROJECTIONS
CEBS Data Status - -

s MARS_LO_ADMIN

s MARS_PERSOMMEL

« MARS_BUDGET

o MARS_COMMITMENT

o MARS_FOREIGN_TRAVEL_ADMIN

» MARS_DEFAULT

o MARS_FMC_ADMIN

s MARS_FUNDE_CONTROL

o MARS_CGPT_TABLE

Forms Access:
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