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1.0 OBJECTIVE

This end user guide will assist NEA to become familiar with the Reports Portal functionalities that correspond to their role as Report
Viewers. It provides the users the steps on how to navigate the NEA Reports Portal to properly execute the viewing of Operational
Reports and Analytical Views.

2.0 SCOPE

This manual covers the NEA Reports Portal system guide and system navigation for NEA Report Viewers.

NEA Reviewer NEA Reviewer NEA ETL

3.0 DEFINITION OF TERMS

NEA Report
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Data Entry Template (DET) - Input Templates used to fill out information and submitted by the ECs to the NEA

Web Portal for NEA acknowledgement and reports generation. These templates
serve as inputs in the generation of reports.

NEA Reports Portal - A web- based report generating system that is used to prepare and deliver a
variety of interactive and printed reports. For NEA reports, the data that will be
processed to generate reports such as Operational Reports and Analytical Views will
come from the submitted and validated Data Entry Templates (DET) of the ECs.

4.0 ROLES AND RESPONSIBILITIES

Report Viewers - Responsible for viewing and analysing data presented in Operational Reports
and Analytical Views that are reflected from Data Entry Templates (DET).

5.0 REFERENCES
5.1 Refer to Section 5.0 of the End-User Navigation Guide.
6.0 SYSTEM GUIDE

This section provides the information the user needs to view Operational Reports and Analytical Views in the NEA Reports Portal
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6.1  System Requirements

6.1.1 Access to NEA Reports Portal

NEA Reports Portal is a web-based facility with a need to use a standard internet browser.

The NEA Reports Portal URL is https://neabi.neagovph.net/Reports

Usernames and passwords will be provided via email by the System Administrator.

Note: Ensure that you are connected to the internet.

Note: You need a Username and Password to access the system.
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7.0 NEA REPORTS PORTAL INTERFACE
7.1 Home Page

Below is the user interface for NEA Reports Portal once the user is successfully logged in.

System Details System Screen/ Button
In the Home Page SQL Server Reporting Services Inceacen
screen, the different oo [ NIt ool C vacoge o T viex s 0
subject area folders
such as Financial, (L] Home
Institutional,
Technical, Projects, e
FITP, and Monitoring [ financa R [ sitions [ Mentoring Repors [ proecs
Reports are displayed
D Technical
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SQL Server Reporting Servi

Y Srowse

Each subject area folder
consists of sub folders such

as the Analytical Views
and Operational Reports.

* Favortes

[D Institutiona
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7.1.1 Report Screen
System Details
System Screen/ Button
SQL Server Reporting Services
This section introduces the K taomes L] Bovene

commonly used objects on the [ Operational Reperts
Ope-ational Report
reports screen.

PAGINATED REPORTS

" — .. S i
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System Details

1.

View - click to view
reports in a different
layout

SQL Server Reporting Services

% Favorites [ Browse

[U Opeidliundl Reporb

C <o

Q2 0

System Screen/ Button

Tiles
List
9es<ript)oa Size fie Modi o Modifiec by
633.4' KB May 18., 21 Sliuwliidderiiliii® NEA'".nea_a<lIrrin
bliu9 AX NtA’.nea.adrrm
R 7IT
Gm38 KD Nay 10,2017 10 : J043 PM NtA\nea_adrrin
73C.53 KB Aw 3,2017 €:25:50 PM NEAji«a_adnrin
624.7 KB Aar 3.2017 625:en  PM NEA\nea adrrin
KB AX3, C:25:C4PM NEA'tnea.aarrin
KB 540:48 PM NEA\nca_adrrin
137 MR May 1R 2017 12:50:38 PM NFAnea_adrin
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2. Search - click to SAL Server Reporling Services &
search for a specific Afovores D ovowse win
report |
MR m
PAGINATED REPORTS
@ v ? userl

[ et o

MIR)

eporting Services
Menthly Institutional Report (

D
\

SQL Server |

% ravontes [ wowss

3. Ellipsis - located on
_r]_j Operationa Reports

the upper right
corner a report. Click
to view details of the peatonat e
report. AR RETND
B - 3 @ =
B o T | [
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8.0 OPERATIONAL REPORTS

Operational Reports refer to current and future reports intended to support the day to day activities of NEA.

8.1 Operational Report Viewing

System Details System Screen/ Button
1. Select Operational Reports

SQL Server Reporting Services

sub folder from the chosen Do

subject area. f[] Cperational Reperts

Op=rations| Reports

PAGINATED REPORTS

E Foem A . Form s . |

List of reports will be

£
]
E?
]

displayed

Maonthly I~ctinstional

Repart (MIF

&

FomE

Reports are displayed in “tile” view
by default
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2. Click a report to open

SQL Server Reporting Services

M Browse

* Favorites

ﬂj Operational Reports

Operational R=pors

FAGINATED REFORTS

Ao @ee D EmE

3. Select value from the
dropdown filters

i Default filter values are pre-selected

in some of the reports.

'~ Dropdown filters may be Single
Select or Multiple Select

SQL Server Reporting Services

[ rowse

* Favorites

Monthly Institutional Report (VIR)

vear (2007 M Mortn | A v i€ CAGRLLO

&

This document cannot be reproduced without the permission of the QMR.




_:i_z_ ’ Manual Title: Doc Code: Page:
= SYSTEM NAVIGATION MANUAL NEA-QMS- 130f 24

= SP-XX

Nat_ic_)nal_ Document Title: Rev. No. Effective:
Electrification REPORTS PORTAL NAVIGATION FOR NEA END-USERS August 14, 2017
Administration 00

4. Click ViewReport SQL Server Reporting Services

% favodites [ ] Browso

A report is generated.

Click the Sub Folder or Main Folder
SQL Server Reporting Services

on the top screen to go back to the list of
reports
iorm A ot J barmi f tom 0 ot | toem i § fonmo |
?E‘-=_=% Mnﬁt;ly Iﬁﬁinni:;nal Report
S forthe Morth of Apeil, 2017

A DORED OF DERTCTORS
i1 Bomd s Syolie
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8.2 Getting Around the Operational Report

Report Layout Description

Report Title and Sub Title - displays information about the

report

Navigational Tabs - click to navigate to other reports related

8.2.1 Report Components

8.2.1.1 Header

Report Layout

Monthly Institutional Report

for the Month of April. 2017

Latest Available Date - displays when the data is last updated

=
{ Form A | form B}l Form ¢ | form D J| Form £ J FormF J Form G |

Latest Available Data: Apr 30. 2017
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8.2.1.2 Report Body
Report Layout Description Report Layout
Table - consists of columns and row 7
I< < 1 of3 > > © T T00% 3 © |Find | Next
headers and the actual data 0 \Y

A. BOARD Of DIRECTORS
A1 Board's Profile:

‘Status ot Power Accounts Payable/ Cash

Advanrels
Cash Advance 1
Upto
President Guevarra, Lorena T. Fem 1st 3 s 0905V 6254,9 Yes No Yes No
ale loreno*gmaiL.coT
| dez. Federi 0926-6586658/
Prhid*nt pemandez, Federico w 1 Federico(@>gmai Nn Yik Nn
President |l-emandez, Alma G. g;m 1st 2 0926{3586659/ Yes No Yes No
A'mai8yahno.mn
President hemandez, CelsoS.  Male 1st 1 3 0905U-62550/ Celso No Yes Yes No
©gmailxom
|-emar»dez, Arsenio 0926-6586657/
President M. Male 1st * 5 Yes No No Yes
Arsenio@gmaii.com
A>2 Board's Meetings/"Attendan:e:
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8.2.1.3 Footer

Report Layout Description

Report Layout

Last Refreshed Date - displays when

the report is last refreshed

Last Rdresh Date: Jun 08.2017

number

Pagination - displays the page

9.0 ANALYTICAL REPORTS

Analytical Views are composed of charts and graphs that help summarize data in visual format. It enables to represent very large

datasets as aggregated information available at glance to the report viewers.
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9.1 Analytical Report Viewing

System Details
1. Select Analytical Views sub

SQL Server Reporting Services

folder from the chosen
* Favorites ] Brovee

subject area.
[T] Analytical Views
Instit Analytical Views

List of reports will be

System Screen/ Button

userl

yo)

. PAGINATED REPORTS
displayed
Customer Service

2 Monitoring of Complaint
1l Standards Monitering u) 9

Analytical Views are displayed in

“tile” view by default
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2. Click an analytical view to

SQL Server Reporting Services

% Favoriles ] Browse

ﬂj Analytical Views

Analytical Views

open

PAGINATED REPORTS

Customer Sarvice . = >
ol Monitoring of Complaint

Standards Monizering

SQL Server Reporling Services

3. Select value from the

dropdown filters
w Favorites Y Rrowese
Customer Service Standards Monitoring
i Default filter values are pre-selected e L r anii Ml z View Fleport
Island Group 170N ¥ Reglon Reqgion | =® EC CAGRCOI v

in some of the reports.

Dropdown filters may be Single

Select or Multiple Select

This document cannot be reproduced without the permission of the QMR.



_:i_z_ ’ Manual Title: Doc Code: Page:
= SYSTEM NAVIGATION MANUAL NEA-QMS- 190f 24
= SP-XX
Nat_ic_)nal_ Document Title: Rev. No. Effective:
Electrification REPORTS PORTAL NAVIGATION FOR NEA END-USERS 00 August 14, 2017
SQL Server Reporling Services userl
[ Browse P2
Customer Service Standards Monitoring
2 View Report
v EC [CAGRICOI ¥

Administration
4. Click View Report

% Favorites
Month  Apnl

Region Reqion T

~

2017

Yeor

Bsland Group 11170N

A report is generated.

Click the Sub Folder or Main Folder

on the top screen to go back to the list of

reports
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SQL Server Reporting Services X: ; ? | userl

* lavorites [ 3cowse el

Customer Service Standarcs Monitoring
(= e f o \
Vear 2017 . Month  Ap v View Raport

> Regon Region i 0 £C CAGELCCI 12

Customer Service Standards Monitoring LRI eRCR S a2

~ April 2017

PRGNSO TP D cmrasen NSO TR SNLINATE  IIREOME P Ry LURTME  AEIDIITMET) ammERncy BT NESONE LIS MO nCDon o
e s T2e fum Sarrentaed  5e shad ded oW EBnpOTOE rvEe due s A3TIMECHON

F)

]

]

2

4

£l

L]

b
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9.2  Getting Around the Analytical Report

9.2.1

9.211

Report Components

Header

Report Layout Description

Report Layout

Report Title and Sub Title - displays

information about the report

—_t
A-' — Customer Service Standards Monitoring

April 2017

Navigational Tabs - click to navigate

to other reports related

mim

Latest Available Date - displays
when the data is last updated

Latest Available Data: May 18, 2017
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9.2.1.2 Report Body
Report Layout Description Report Layout

Table — consists of columns and row
headers and the actual data

Graph/Chart — visual representation "
of aggregated data 1 i
& A graph may be a Line, Pie,
Column, or Stack. \ -

Prnemseng/Anr el of speie whres o kg rennay e Retrow s ionn of wnnirs whar line fn & n..(,“. e ne Conimae wtrarre in i g Cemnerae Bannee et avracgacey e Repanes 1iee T raennnaninn of
101 20rVCH STINECEON (Wi % 1 M OOaIY 308, INCLaing metenc DUNE PayTeRtIne 38 XNEIUOC POV I IUPUCN JeryCH U 1T CRCOrDeCTon
o wareo e et va arme/ Imaw Maw Zomalered

9.2.1.3 Footer

Report Layout Description Report Layout

Last Refreshed Date - displays when

. Last Rdresh Date: Jun 08.2017
the report is last refreshed

Pagination - displays the page
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number

10.0 SCREEN NAVIGATION BUTTONS

System Details

System Screen/ Button

Page Navigation - click to view next

out the report

page or previous page, first page and filOf 3> t>|
the last page
Refresh - click to refresh the report o
Back Button - click to go back to
parent report
Page Wet- V¥
Page Width - click to zoom in or zoom

Whbc e 3age
e
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Save - click to save report to PDF or Excel.

Saving of report is per report tab.

Note: Users are responsible for all downloaded files' safekeeping or distribution and printed reports.

Note: Confidentiality of information of the reports must always be considered

11.0 EXIT REPORTS PORTAL

Close the browser to exit NEA Reports Portal.

12.0 REPORT DISTRIBUTION GUIDELINES

A. Data Governance committee will classify if reports are for public (NEA website) or for specific consumption
B. Standard Process & System Changes procedure must be followed if there are modifications in the report distribution
C. Viewer access can be revoked anytime by the Data Governance committee
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