





MR 
(Monthly Report)

Accessing the Monthly Report
1. Go to http://www.fleetforces.navy.smil.mil this will open the Log In screen. Enter your Username and Password.
2. In the Quick Launch on the left navigation, click MR 
3. Click the Launch MR button on the page.



Figure 1

Permission Roles
The Monthly Report has four roles that allow you to assign particular roles to the users allow them to access the report.  By assigning roles you can assure your users have the proper securable permissions.
The following roles are provided: 
ADMIN – has full control, they can do the following: 
· Enter a new topic
· Edit a topic
· Comment
· Approve comments 
· Print a report.
 PROVIDER – can enter a new and edit a topic.
COMMENTER – can only make comments on a topic.
APPROVER –can add and approve comments.

Figure 2
Entering a new topic
4. To enter a new topic select Topics and then select the Add tab.
a. Select the Command and Month.
i. Month default to previous month
b. Enter Year.
i. Year defaults to current year
c. In the Topic field enter the title of your discussion
d. In the Details field type a description for the topic.
e. In the Comment Start (defaults to 25th of the month) field use the date picker to select the date to begin the discussions the topic.
Note:  Viewers will see all topics entered; however, discussions on this topic will not begin until the Comment Start date.
f. Select a date in the Comment End (defaults to 10th of the next month) field to end discussions on the topic. 
Note: No comments will be allowed after this date unless it is updated by the ADMIN or the PROVIDER.
g. Select Save to enter the topic.

Updating a topic
5. To edit the Topic do the following:
a. Select Topics and then select Update.
b. Select the Command, Date and Year and click Search. 
c. This will open the Topics Management screen. (see Figure 3)
d. Select the radio button next to the topic you want to comment on and click Select.
e. Make the necessary changes and click Save.


Figure 3
Entering a comment
6. To enter a comment, Details, Start Date, or the End Date do the following:
a. Select the Command and Month.
b. Enter Year and Click Search.
c. Select the radio button next to the topic you what to update and click Select.  This will expand the comments section.
d. Click the green plus icon next to comments at the bottom of the screen to enter a new comment. 
e. Enter your comments and select the Save icon.
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Printing a report
1. Select the Command and Month. 
a. You can view All or filter by Command
2. Enter Year and Click Run. (Fig 5)


Figure 5
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