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Work Instruction 
All - Studies Reports and Form 

Letters Module 

Purpose 

The purpose of this module is to outline the process to generate Studies reports and form 
letters.  Two examples are shown: 

• Study Reports: Study Project Progress Report
• Form Letters: Letter 30 Day Suspension

Prerequisites 
None 

Navigation 
Via Menu Path Log in to the MIP > Workbench OR Tools & Links > Reports & 

Form Letters  

and 

Select appropriate report  
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Work Steps 
 

 

There are two ways to navigate to the Reports & Form Letters tab: 
• From the Workbench tab 
• From the Tools & Links tab 

1. Log in to the MIP and click   
 

 

2. Click Reports & Form Letters  
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3. For more information on all available reports and form letters in this tab, click:   
  

 

4. A new window opens with the help information. Click Study Reports. 
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5. Click the twistie for information on a specific report including the purpose of the report 
and a listing and description of each data field on the screen  

The next section outlines the process to generate a report. 
 

 

6. Click the Select Report Category dropdown box and select Study Reports 
 
 



 

Studies - Reports and Form Letters.doc  Page 5 of 8 

 

 

The reports displayed in the dropdown box are different depending on 
which category is selected in the Select Reports Category dropdown 
box. 

7. Click the Select Report Name dropdown box and select the appropriate report 

 
 

 

The report selected in the Select Report Name dropdown box drives 
what data fields appear. 

8. Complete the required and applicable data fields for the report chosen 

9. Click on:  
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Click the printer icon to print the report.  Click the envelope icon to 
view export options 

10. Review the information and use the arrow icons to move within the report 
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The next section outlines the process to generate a form letter. 
 

 
 

11. Click the Select Report Category dropdown box and select Form Letters 

12. Click the Select a Report Name dropdown box and select the appropriate option 
  

 

All form letters for Studies, Revisions and Reports display.  Form 
letters specific to Studies include: 

• Final Summary of Map Action (SOMA) 
• Letter 30 Day Suspension 
• Letter 90 Day Suspension 
• Letter Revalidation 
• Preliminary Summary of Map Action (SOMA) 

13. Complete the required and applicable data fields for the report chosen 

14. Click on:  
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15. The letter opens in a new window.  Use the arrows to move to different pages.  Use 
the envelope and printer icons for export options and to print, respectively. 

 

Results 

User understands process to generate Studies Reports and Form Letters. 
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