eMARS Reports Usage Inventory Assessment 
Instructions
A Reports Usage Inventory Assessment will need to be completed for each agency you are responsible for as the Agency Implementation Lead (AIL).  

This file contains four Excel Worksheet Tabs to complete which include:
1. GENERAL INFO –   used to collect agency/contact information; and to identify the data sources utilized by your agency.
2. DAILY REPORTS – used to identify the Seagate Statewide Daily Reports your agency currently utilizes and the scheduling frequency for each.
3. MONTHLY REPORTS - used to identify the Seagate Statewide Monthly Reports your agency currently utilizes and the scheduling frequency for each.
4. CUSTOM REPORTS – used to collect information on Custom Reports used by your agency.
How to Complete the Reports Usage Inventory Assessment

1. GENERAL INFO TAB 

Section 1—Cabinet & Agency Information

· Select the Cabinet and Agency from the dropdown list.

Section 2—Agency Contact Information
· Enter the contact information requested for each contact type identified in this section.  NOTE:  The eMARS Project Team considers the AIL as the primary point of contact.
Section 3— Agency Report Designer Information
· Enter the contact information requested for each Report Designer within your agency.

Section 4— Report Data Source Information

· Indicate “Yes” or “No” for the questions within this section.
· If you indicated your agency uses other data sources besides MRDB then identify the data source under the column labeled “Other (Specify)”

2. DAILY REPORTS

Section 1—Cabinet & Agency Information

· Cabinet/Agency info will infer from GENERAL INFO tab if you selected your agency from the dropdown list.
Section 2—Seagate Daily Reports Usage
· Key “Y” to indicate if the report is one that your agency currently uses.

· Key “N” to indicate if the report is not one your agency uses.

· Click inside the FREQUENCY cell to activate the arrow for the dropdown list;
then select a scheduling frequency from the list provided.
· Use the Comments area to enter any additional information.
3. MONTHLY  REPORTS

Section 1—Cabinet & Agency Information

· Cabinet/Agency info will infer from GENERAL INFO tab if you selected your agency from the drop down list
Section 2—Seagate Monthly Reports Usage
· Key “Y” to indicate if the report is one that your agency currently uses.

· Key “N” to indicate if the report is not one your agency uses.

· Click inside the FREQUENCY cell to activate the arrow for the dropdown list;
then select a scheduling frequency from the list provided.

· Use the Comments area to enter any additional information.
4. CUSTOM REPORTS

Section 1—Cabinet & Agency Information

· Cabinet/Agency info will infer from GENERAL INFO tab if you selected your agency from the dropdown list.
Section 2—Custom Reports Usage
Provide the following information for each custom report your agency currently uses: 
· Report Name

· Location of Report - if a Seagate report, then indicate the Seagate Folder Path where the report is currently stored.
· Data Source - provide the MRDB view name(s) or indicate if the report is built using external database(s).

· Frequency - click inside the FREQUENCY cell to activate the arrow for the dropdown list then select a scheduling frequency from this list provided.

How to Submit the Completed Interface File Assessment

· Save the completed file using the File/Save As command.

· Edit the file name to reflect your Cabinet and Agency number by replacing the “XX” with your Cabinet number and the “YYY” with your Agency number.
· E-mail your completed file to Connie.Camden@ky.gov by Wednesday, August 19, 2005.
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