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PUrpose

To give additional information not covered in the previous topics.

content list

The following is a list of things covered in this topic:

· Change your MRDB Oracle password

· Change your Seagate password

· Establishing appropriate passwords 

· Report Listings

· Seagate Info Report Design

· Communication process for report issues

Who Uses ORACLE?

Anyone accessing data within the MARS Management Reporting Database (MRDB) uses ORACLE.   The MRDB data is stored within an ORACLE database environment.  To access the data, the user must have a valid User ID and Password.  Various software packages can be used to generate reports or queries against the MRDB data.  The most common software packages used by the Commonwealth are Seagate Info and Microsoft Access.  No matter which software you use, ORACLE requires you to log into the database environment.  Below are a few examples of when a user is required to log into the ORACLE database:

· When scheduling reports within Seagate (User ID and password information is entered in on the Log On tab within the Schedule box).  

· When opening a table view or establishing a table link to the MRDB data using Microsoft Access  (the user is prompted with a log-on box)
Why Change My ORACLE Password?

Users are advised to change their ORACLE password to prevent unauthorized access to their agency's data within the MARS MRDB.  This is a common business practice and should be observed by each agency.  

How do I Change My Password?

You can easily change your MRDB ORACLE password by accessing a web enabled form site.  You can access the Change Your MRDB ORACLE Password page @    https://kymarsswb.state.ky.us/oraclepwd/logon.asp
Once at the web site, perform the following steps to change your ORACLE password:

Step 1
In the SERVER field.  Ensure MREPP1.   If not, select MREPP1 from the drop down box.

Step 2
In the USER ID field.  Enter your MARS (RACF) ID.

Step 3
In the OLD PASSWORD field.  Enter your existing ORACLE password. 

NOTE: 
If you don't know your existing ORACLE password, you will need to have the password reset.  Contact your agency’s security lead or the Customer Resource Center by email (Finance.CRCGroup@ky.gov) or phone (502-564-9641 or toll-free 877-973-HELP). 

Step 4
In the NEW PASSWORD field.  Enter a password of choice.  How to choose the appropriate password is discussed later in this topic.

Step 5
In the RE-ENTER NEW PASSWORD field.  Re-key the new password to verify it.  
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Step 6
Click the <SUBMIT> button when all information has been entered.

If you’ve successfully changed your password, then a message MRDB ORACLE PASSWORD CHANGED will appear at the top of the web page.  

REMINDER: 
Remember to update all your scheduled report recurrence to reflect the new password.

Below is an example of the message, as it will appear on the web page:

Login Failed. Please re-enter Userid and /or Old Password and try again.

If an error occurred while attempting to change your password, the Login Failed… message will appear at the top of the web page.  Simply re-enter your Userid and/or Old Password and New Password information, then try to Submit again.
Changing Your Seagate Password

Now, let’s look at how you assign yourself a logon password or change your existing password within Seagate Info Desktop.  You will want to assign yourself a password that only you will know.

Step 1
On the Menu Bar, select Tools: Change  Password.
Step 2
In the OLD PASSWORD field. Type your existing password.

Changing Passwords
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Step 3
In the NEW PASSWORD and the CONFIRM NEW PASSWORD fields.  Type your new password.   The PASSWORD is case sensitive, so you will have to type it exactly the same way in order to logon to the Info Desktop. How to choose the appropriate password is discussed later in this topic.

Step 4
Click the <OK> button when finished.  For each subsequent time you logon to the Info Desktop, you will be required to supply both your USER NAME and the PASSWORD that you just created.

Choosing the Appropriate Password

The cornerstone of securing any system against unauthorized access lies in the strength of each user’s password.  Users with weak, or easily guessed passwords could potentially have unauthorized users attempt to access financial information, which could otherwise cause harm to the Commonwealth’s financial system.

To prevent weak passwords, please adhere to the following guidelines:

· Select a password that has no discernable significance to you

· Choose a completely new password every time you change it

· Intersperse punctuation marks or symbols such as #, $, or %

· Change passwords frequently or whenever there is a chance that the password could be compromised

· Memorize your password

· Keep your passwords confidential

Report Listings

A current list of Statewide Reports can be found http:// www.state.ky.us/agencies/adm/mars.



Seagate Info Report Design

The Customer Resource Center’s MARS Training Program offers a class in Seagate Info Report Design.  Class topics include:

· MRDB Structure

· Basic Report Design

· Getting Started Tips

· Advanced Reporting Techniques

· Troubleshooting

Who Should Attend Seagate Info Report Design?

This class is intended for Seagate Report Designers ONLY.  To be a Seagate Report Designer requires the purchase of a designer license and a special installation of the software.  If you are not a Seagate Report Designer or plan to be a Seagate Report Designer, this class will not be beneficial to you.  If you have questions, please contact the Customer Resource Center at 1-877-973-4357 or 1-502-564-9641.

How Do I Register?

If you are eligible and interested in attending Seagate Info Report Design, please contact your Training Team Lead (TTL) or Kathy Hutcherson  (Kathy.Hutcherson@ky.gov) or 502-564-9666 ext. 113) to register.  If you are unsure who your TTL is, please click on the Web Site below:  

http://www.state.ky.us/agencies/adm/mars/agencycontacts.htm
Communication Process for MRDB Request

Where Do I Go for Help?

Please contact the Customer Resource Center (CRC) anytime you need help with Seagate Info or MRDB.  The CRC staff will work with you in collecting the needed information and log a help desk case.  The case will be routed to the appropriate support resource. In an effort to speed up the response time of your requests, here are a few tips on the types of information that will help CRC staff and/or the support resources in addressing your request.

Basic Information needed for all MRDB Cases

· Agency Name and Agency Number

· User’s RACF ID

· Case details (include descriptive information explaining the nature of the problem or request).

Report Cases (on existing reports – i.e. questions, problems, enhancements)

· Identify type of report (i.e. Seagate, Document Direct, Microsoft Access, Other)

· Identify Report Name (include complete report name and number if available)

· Provide Report Location within Seagate (folder name)

· Identify if report is a Statewide standard or Agency custom report

New Statewide Report Needed

· Provide a purpose statement or objective (what is the overall purpose for the report)

· Identify your report audience

· Provide a report name and any other identifying information needed

· Identify if detail or summary level information is needed

· List all tables you need information from

· Include all fields needed in the report and identify the field location (i.e. which ADVANTAGE or MRDB table they exist on)

· Define any data grouping needed (i.e. by agency, fund)

· Define sub-totals and grand-totals needed 

· Define any formulas needed (where possible, i.e. calculated fields)

· Identify if your data needs to be year-to-date (YTD) or daily

· Identify if YTD totals for FY or calendar year

· Identify parameter fields needed (i.e. fiscal month, fiscal year)

Request a New MRDB View

· Provide a purpose statement or objective (what is the overall purpose for the view)

· Identify your view audience 

· Identify if detail or summary level information is needed

· List all tables you need information from

· Include all fields needed in the view

· Provide any selection criteria to be applied to the view (i.e., specific agency, fund)

Your Help Desk Case will be assigned to the appropriate MRDB resource who will contact you as needed to resolve your case. 

Retrieving Missing Reports

If you need help obtaining daily or month-to-date report data for days when recurrences failed, contact your agency’s accountant with the Division of Statewide Accounting Services (SAS) by email or phone (502-564-7750).  SAS can run queries through the MRDB to capture that data.  Your accountant will transfer the information to an Excel spreadsheet and forward it to you.

MARS TIP:  
Statewide Report Refresh Process maintained by MARS Central.



Custom Reports are Refreshed by the agency Report Designer.
MARS Web Page 

For additional information concerning reporting please refer to the following web sites:

MARS Page




http://ky.gov/agencies/adm/mars
Customer Resource Center  

http://crc.ky.gov
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In this Topic we have:

· Explained how to change your Oracle password

· Explained how to change your Seagate password

· Explained how to establish appropriate passwords

· Report Listings

· Seagate Info Report Design information

· Communication process for report issues
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Are there any questions concerning the information covered in this topic?
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