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Exercise #1: Create a Connection & Logon to Discoverer

Objectives: e Create a new connection to Discoverer

Notes:

e Logon to Discoverer using that connection

If you already have CBS and/or Data Warehouse open already in a browser
window, you will need to open a new browser window in order to run
Discoverer at the same time. If you don’t, you will run into issues.

Instructions: Execute the following steps:

Step Action
1 > Launch a web browser (Internet Explorer)
» Enter the Discoverer CBS Production web address:
https://cbsquery.rdc.noaa.gov/discoverer/plus
2

The Oracle Discoverer Plus page is displayed showing existing Discoverer connections
and an area to connect directly without creating a connection.

QORACLE  Discoverer Flus

Business Intelligence

V) Connect Dirsctly

Connect to OracleBl Discoverer
To connect to OracleBl Discoverer, click on a connection name or enter your connection details directly.

Choose Connection

Create Connection |
Details Connection |Description |Update Delete
B> Show Train T Train T ﬂ 'j
Connect Directly A Retum to Top

Enter your connection details below ta connect directly to OracleBl Discoverer
* |ndicates required field.

Connect To | OracleBl Discoverer »

* User Namej

* Passmrd:

* Da1ahasej
End User Layer:

Locale janaIe ratrieved from browsar v:

=T

Copyright (212000, 20

rack Corporation. All rights reserved,
About Orackes| Discoy i

Wersion 10.1.2.55.26
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Step Action
3a | The Connect to OracleBI Discoverer/Choose Connection section displays a list of
existing Discoverer connections in the Connection column.
Connect to OracleEl Discoverer
To cennect to OracleBl Discoverar, elick an a connection name of entas your conngction details directly.
Choose Connection
Create Connection |
Details Connection Description |Update Dielete
B Show Train 7 Train T y 'j
3b | The Connect to OracleBI Discoverer/ Connect Directly section gives a user the
ability to open Discoverer without creating a connection.
Connect Directly
Enter your connection datails below ta connect directly to OracleBl Discoverer
* |ndicates requirad field.
Connect To | OracleBl Discoverer b
* User Mame
bl F‘assm‘rd:
& Da1ahase:
End User Lﬂg.rer:
anale:anale retrieved from browser v:
=
Note: If your IT personnel delete your cookies, you may want to utilize this option instead of
creating a connection.
4 | Click the \Lreate Conneclion J 1yton on the Connect to OracleBI Discoverer/Choose

Connection page

Connect to OracleBl Discoverer
To cennect to OracleBl Discoverar, elick an a connection name of entas your conngction details directly.

Choose Connection

Create Connection
Details Connection Description |Update Dielete
P Showi Train T Train T ﬂ 'j
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Step Action
5a | Onthe Create Connection/Connection Details page:
» Name/Description: Enter a name and brief description of the connection
> Locale: Accept default of Locale set in user’s
Create Connection
Use this page to enter the details of the connection that you wish 1o create. Choose a name that is easy to remember, followed | Cancel) (#pply ) | Apaly and Connact )
by an optignal descaption and locale, Enter the account details for this connection before procesding
Connection Details
+ Indicates roguired fiald.
Connect To :OracIeEIDiscc'.verer |
= Hame
Dascription |
Locale :Ln:aleretrieved fram browser V:
Note: If the user’s browser is set in something other than English, please use the drop-down
listing to choose English.
5b | Scroll down to the Database Account Details section, which is located on the lower
portion of the Create Connection: Connection Details page.
» User Name/Password:  User DW/Discoverer ID & PW
> Database: WTRNDW9 {WARNING: DO NOT PRESS ENTER!!!}
Account Details
* Ugar Mame
¥ Passwiord
= Database
& TIP You will be prompted to select an End User Layer and/or an Applications Respansibility if more than one exists
_Cannel_‘ Apply | | Apply and Connect |
Note: The Oracle default for this screen is ““Cancel” — pressing the Enter key upon typing the
database name would clear the connection details recorded in the previous steps.
Production’s Database name is still CFSDW.
5¢ | Click on the 2P hytton to save the connection and return to the previous page
6 | Click the new Connection you just made, to start Discoverer.

Connect to OracleBl Discoverer
To connect to OracleBl Discoverar, click on a connection name o enter your connection details directly.
Choose Connection

Create Connection
Details Connection |Descrip|:ion |Update Do lete
B Show Train T Train T y 'j
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Step Action
7 | The Enter Password page will be displayed.
G0
Type in your password and click the 22/ button.
Conned >
Enter Password
The item you are requesting requires you 1o enter 3 password. This could occur because this is a prvate conneclion or because the
public eonnaction pagsaward was iwalid. Flease enter the conect password now Lo conlinus
Connection Hame Training1
Connection Description  Training 1D 1
User Name OPSSNDWTRNO1
Databaze WTRNDWS
End User Layor DISCOVERER
Connect To OracleBl Discoverer
Locale Locale retrieved from browser
Password )
Help
s
8
e Open Werkbook from Database
Choose a target worksheet by browsing available workbooks and selecting a warksheet
Wl [N| Wiorkbooks "| [% = Mame contains: Glﬂﬂfl
Winrkhooks:
Mafng = Crumer o ifled
[ @ 1-Closeoul Tables_090105 OFSEPALLL. Sep 15, 2005829 AM =
[ @‘ 1-Clogeout Tables 032305 QFSEPALLL. Sep 23, 20051216 P
[ @1-FI'EI]3EM 05 OPSEPALLL. Sep 13, 2005 343 PM L]
[ @'1-FTE Actual by Org2 OFSSPALLL. Sep 13, 20054719 FM
[ @ 1-FTE by Fund Codeby activity CPFSEPALLL. Sep 1, 2003 332 PM
[ @' 1-funds status all F1 02 e sort OFESEPALLL. Sep 21, 2005917 AW
[E= @ 1-funds stalus not P1 03 orgl 80 fme ... OPSEPALLL. Sep B, 2005 1:27 PM
& @‘ T-MOAA Montily Review_Bud Struc_C.. OPSEPALLL. Aun 23, 200510074 AW
& @ 1-04R Labar[Excinternal Fund) QPSEPAILLL. Sep 1, 2005 4:02 P
[ @' 2005-P4 BY QBJECT CLASS CROSST. OPEEPALLL.. Moy 23, 2005 10036 AW
& @ 2006 P4 BY OBJECT CLASS CROSST.. OPSEPALL.. MNov 13, 2005 3:19 PM
& @' 2007 _Monthiy_Rewew_Authonty_B_AL. OFSSTHOS . Aun 3, 2007 1.2:00 FM
[ QI-FI'E Actual by Org2 OPSEPALLL.. Feb 7, 2006 2:48 PM
& G 2-0AR Monthiy 2006 FMG Reviews PL. OPSSPALLL. Niv13. 2005 2:59 PM =
~Description
Help . ( CIpEr :I Cancal _J
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Exercise #2: Open a Workbook/Navigation

Objectives: e Open a Worksheet in a Workbook
e Navigate the Open Workbook from Database dialog box
e Understand the worksheet layout

Notes: The Open Workbook from Database dialog box is different than the one used
with Discoverer 9i. In the 10g version, it now gives us the capability to search
for a workbook, arrange the workbooks by ascending/descending order, or by
displaying those workbooks by the view area defined.

Instructions: Execute the following steps:

Step Action

1 | The default Open Workbook from Database dialog box lists all workbooks by
alphabetical order.

Click on View As E icon

Select User Tree

The dialog box will now display alphabetically by username

P Open Weorkbook from Database

wiew: | AllWorknooks «| |G +| mame contain Clea|

Wik ook
Mame = Modied
B CAMSADM

& & DISGOVERER

B OPSSCAMTRMDWGA

e & OPSSCAMTRMOWID

@ OPSSJ0AKEMDE

© & OPSIHEISGHD

& OPSSLIMNWILI

[ OPSSMARKIRDT

i OPSSMARGNON

e G OPSIMARTESD

B OPSSMICCHADZ

G OPSSMICANDY

& OPSSPALIOHD

e & OPSSROBTURD =

rDescription:

| ¥

Help . I: e :I Danl:el-_ll
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Step

Action

2

Expand the CAMSADM user by clicking the Expand & icon

The dialog box will show all workbooks that belong to the CAMSADM user. These
workbooks are the standard workbooks that all FMC users will have access to run.

3 | Inthe Name Contains field enter REF
The dialog box will shorten the list to those users that have workbooks that contain what
was typed in the field.
Expand each user to view the workbooks.

4 | Notice that the workbooks have an expand icon next to them. If you wanted to just open

the workbook so it would open to the first worksheet:

» Highlight the workbook
» Click Open

If you wanted to open a particular worksheet in a workbook:
» Click the Expand icon (i.e. Reference-Data)

» Highlight the worksheet (i.e. Fund Code)

» Click Open

Note: You may also double-click the worksheet in order for it to open. Double-clicking
the workbook will only expand it.
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Step

Action

5

The Edit Parameter Values dialog box appears.

{= Edit Parameter Yalues

Selectvalues for the following parameaters:

Bureau Code: [T

Approved Flag: |

~Description

Specity one o more bureaus forwhich to select und data.

*indicates reguired nald.

" Help [ ok ;lr Cancel HJI

Click OK

The worksheet will appear.

Menu
Bar T D E® Yew Fomet Joch ek Standard Tool Bar
LV . PO 9 s ium . %, . V.0 I
- B¢ U E=EER:L . % &, ﬁ, & Formatting Tool Bar
| tovmistiin Berme e
N . i Workbook: Metwancabats Workrhast Fund Cedar  Oate ecuted: O0MAROS "
s %&EN 70 Prensmtren: Bwnnan Eas (a3 Anmsmund (Fund) - 5 Title Area
trme | Condns | Caicustons | Page e | Buresu Cods: 14 Page Items
o b I T — Y Soproved By | b Acproved Date| |
= - SENERAL [01-0CT-1007 MILED | Ia-wwm T
:Dm (T 0002 | INTERNAL FUSND 1201450 MTERL (01-0CT-1087 | MuLL OFSEMMPLEDT | 2%-JuL 2008 I
.'-H s 1 0O0% | ADVANCES - SINGLE YR REWD RERID 01-0CT-1008 | NULL OPSHIMMLED] |25 JUL2008
= AN 1450
=l H 0008 | AGVANCES - MULTI OR KO TRAR 010CT 008 MLk CFSTMARIATO1 | 17-TRB-3004
i = Fund P
Available ?uﬁm [01-0CT- 1007 _[MuLl OFBEMARIACOY |17.TEB-2004
Items Pane i i o 01-DCT-1088  [muLL CPEHMMKLED |08 JuL 2008
g Fund Code 01-0CT- 1088 | WAL CPETUARIACOY | 17 FEB2004
[G1-0CT-3001 |30 38P.3003 | OFSIMARIACO1 | 171083004
C1-0CT-2007 |30 SEP-2000 | OFSECANMVEO 1|07 JAN- 2008 = Data
Points
(01-OCT-1980 [MuLL OFSEMARIACDY | 18-TEB 2004
m.n::rm::H: CPIIUBBOLOY | 12.00T 2008 |
(G1-OCT2001 | 20-SEP-2002 | OFBIMARIACDT | 17.TEB-2004
-
. 01-0CT-2002 | 30-SEP-2003 | OFSEMARIACOY | 17-FEBR-2004
: [01-OCT2003 |20 SEP.2004 | OPSIMFDOLT | 12-0CT-2004
—— | cowiracriccossvaLgamon ____ logn
Selected =] | Gl &
Items Pane F Double-clek hare 1o 600 e 1T deod
(=1 | Clrudcoses [TTrropramcodse | Cirvaeet | ivask | crgueinsson | [ cbiect Cnsses | Ccomsypes |17 [

Worksheet Tabs

Note: The first time logging into Discoverer and a worksheet, two panes will display on
the left (Available Items & Selected Items). These panes do not apply to a general user
as you are unable to create or modify workbooks/sheets.
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Step Action
7 To remove those panes: M Format Taols Hely
r v Availzble bems Pane .
» Click View in the Menu Bar 7 b Belectad lamz Pana
> Click on Available Items Pane = Toolars g
checkbox g
» Wiait for worksheet to reconfigure :I'He
Click View in the Menu Bar { 2 Table
» Click on Selected Items Pane ) [ Graph
checkbox 3 Graph Placement  »
» Wait for worksheet to reconfigure | Ted Area
Note: Once you have removed these panes, they will not display again, unless you go
back to the View Menu Bar and reselect them.
8 | The worksheet will reconfigure and now you will be able to see more of it. Worksheets

that were built with Titles still show at the top with the default values to it.

In 10g, you are able to not only minimize the title area by clicking and dragging the title
area up so it doesn’t show, but you can also remove it by clicking on View in the Menu
Bar and clicking the Title checkbox.

You can also edit the title. You can do that
by doing one of the following:

£ Fait Tilln [®]
> CIiCk Edit in the Menu Bar T e T i W0 YD R i i e, G Wil 17 90 b s pe et
» Select Title —— S ——
F i|£| E ﬂﬂﬂ Brarkgraing Cakin m
% | Ircaiat
H:
> Right-click in the Title Area P s
> Select Edit Title )
A new dialog box appears allowing you to
make changes to the text
T N

» Make changes to the Title
» Click OK

8a

With 10g, there is a new section of the worksheet called Text Area. It is found toward
the bottom of the worksheet right above the worksheet tabs. This area works just like
the Title. It can be used to convey a note or can be used as a footer.

Information on Navigation Features can be found in Section 3 Access & Navigation.
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Step

Action

10 | Click on the Code Values worksheet tab at the bottom of the screen.

11 | » Enter CDITEM in the Code Type field

> Click OK

12 | This worksheet will give the value and description of most things that are found in CFS

and could show up in some of the workbooks/worksheets.
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Exercise #3: Document Status Workbook

Objectives: e Specifying Parameters
e List of Values
e Page Items

Instructions: Execute the following steps:

Step Action

1
» Click on File/Open in the Menu Bar or Open v icon in the Standard Toolbar

» Expand CAMSADM user
» Expand Document-Status workbook
» Select Document Detail worksheet

2 You will receive the following message:

= DracleBl Discoverer El

[ 9 You have insufficient privileges to save the current

\'4) warkbook to the dalabase. Conlinuing will cause
all ofyour changes 10 be lost Doyaou wanl to
continue?

» Click YES

Note: Anytime a general user either closes out a workbook/worksheet or tries to open a
new one, they will be prompted with this message.
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Step Action

3 The Edit Parameter Values dialog box appears:

f'.:‘ Edit Parameter Yalues

Selecivalues for the fallowing parameters:

Affgcbed Doc Grougp: FO

[¢] [«

Affacted Document Mo: |

-Diescription

Selects based onthe tvpe of ondginating obligating document. Valld values are
B, PO, INY, ar GL,

*indicalas requirad fald.

Help b 0k U cancel
H ] : | ]

> Enter 72555 in the Affected Document No. field
» Click OK

4 The worksheet will appear with the populated data. Some of the data in the columns
may not completely appear. These fields will contain an ellipsis (...) A user can
expand those columns by doing the following:

» Move mouse to the right side of the column header (i.e. UDO)

» Put mouse over the line

» When mouse turns into a double arrow, click and drag to the right
> Release mouse when you can see all of the data

4a Expand any other columns where the data is not showing.

5 There are two ways to bring up the parameter screen:

1) Refresh 2 icon
2) Tools/Parameter Values on the Menu Bar

Click either of these to bring up the parameter screen.

6 At the right of the Affected Doc Group is the Find ¥ jcon. Click oniitto bring up the
list of values for that field.

October 2011 12




Discoverer FMC1 Training Exercises

Step Action
7 The Selected Values dialog box appears:
= Select Values E
Select all values or select multiple walues from the list. The values are
displayed in groups af 100.
_ Alvaiges
® Selected values:
Search in; [ |
Search by | Containz '|
Sgarch for. | Go l
I Case-zensilive
Digplayed valuas: Selected values:
@ En
° o
@ My
@ PO [ﬂ
@ g7
@ mULL r
<]
[4]1-7[»
| Hel [ ok ) cancel )
7a | There are 3 different ways to move the objects in the Displayed Values to the Selected
Values.
1) Double-click the selection
2) Click and Drag from one column to the other
3) Highlight selection and use the arrow icons. (i.e. single moves one value in the
direction the arrow is pointing; double moves all values in the direction the
arrow is pointing).
7b | Do the following to move items from one column to the other:

Double-click AR

Click and Drag EA

Highlight INV and click single right arrow
Highlight AR & EA and click single left arrow
Click OK

YVVYVYYYV

Note: Holding the CTRL key on the keyboard while clicking values, will allow you to
select multiple values that are not next to each other.
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Step Action
8 > In the Affected Document No field enter ,1783833,1811814
» Click OK
Note: Multiple values must be separated by commas. No spaces are needed or
allowed.
9 The Page Items have a drop-down arrow = that allows the user to change the values if

multiple ones were chosen.

Pane lterms; || Affected Doc Group: PO w ||| Affected Document Mo: 72555 +

» Click the drop-down arrow for Affected Doc Group
» Select INV

Changes made to the Page Items will change not only the data in the worksheet but
also other page items like, Affected Document No.

Fage ltems: | PRiscei==ac =N =R .| Affected Document Mo: 1783833

b Gl End Dzte b Trams Date b UDO b UEXP b PEXP b D [ELREEEEIEKK]
1-0CT-2004  [25.0CT-2004 | $0.00|  $6.08[  $0.00 i 1811814

F0.00 F54.42 F0.00 FC <Al
F0.00 Fa.42 F0.00 FC.

October 2011 14




Discoverer FMC1 Training Exercises

Exercise #4:

Obijectives:

Notes:

Instructions:

Query by Source Reference Number versus Document Number

e Specifying Parameters
e Navigate between worksheets

The Reference Number field is an unedited field without checks to verify
validity of data or that a value is entered. For this reason, when querying by
Reference Number alone, all transactions for the requested document may not
be displayed.

If a user chooses to query by the Source Reference Number, the query results
will not include the following types of transactions:
v Without a source reference number
v With a difference source reference number
v When the source reference numbers are entered with transposition
errors

Users should perform queries using the Affected Document Number to ensure
that all transactions for a specific document are displayed. The Affected
Document number is the number given by Data Warehouse to link all
transactions together. The only thing that will break that link is a Summary
Level Transfer.

Execute the following steps:

Step Action
» Click on File/Open in the Menu Bar or Open icon in the Standard Toolbar
» Expand CAMSADM user
» Expand CBS-Active Documents workbook
» Select Transaction Detail — Reference Number worksheet
2 You will receive the following message:
{= OracleBl Discoverer EI
\?) You have insufficient privileges to seve the current
warkboaok to the dalabase. Conlinuing will cause
all ofyour changas 10 be fost Doyou want ko
cantinue?
» Click YES
October 2011 15
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Step

Action

3

The Edit Parameter Values dialog box appears:

f.:" Edit Parameter ¥Yalues @

Selecivalues for the fallowing parameters:

Affecled Reference Mumber, | il

-Drescription

Selects based on one ormore Reference Mumbers speciied. Vildeards (%)
permitted. CAUTION; DO NOT use justthe % 3= itwill returm ALL transactions,

*indicales reguined ald,

:'. Halp ) Ok h Canceal JI

» Enter EA2SE0010 in the Affected Reference Number field (use capital letters)
» Click OK

The worksheet will appear with the populated data. Do the following

Remove the Title Area

Remove the Text Area

Scroll to see the Grand Total

Expand any columns where you can not see all of the data
Re-open the Edit Parameter Value dialog box

Change the parameter to QA2SE0015

Click OK

VVVVVYVYY

The worksheet will appear with the newly queried data. Do the following:

» Scroll to see the Grand Total

» Click in the Affected Document No field

» Copy the value 19326
o This can be done by right-clicking and selecting copy OR
0 CTRL+C on the keyboard
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Step Action
6 At the bottom of the screen where the worksheet tabs appear is a double-arrow [_*]
icon. That icon will only show when you are unable to see all the worksheet tabs in a
workbook. Clicking on that icon will bring up a listing of all worksheets to the
workbook. Worksheets that have a dot next to them are ones that are currently showing
at the bottom of the screen.
» Click to select Transaction Detail — Document Group & Number
7 The Edit Parameter Values dialog box appears:
(_:‘ Edit Parameter Yalues
Salectvalues for the fallowing paramaters:
Afacled Documment Groug (B4, PO, NV, G.J): (8} %]
Afected Document Mumber: | =
Descriphon
Specity a single document group forwhich to guery data
*indicates raguirad fiald.
Help xl al’4 |§ Cancel .,I
» Enter 19326 in the Affected Document Number field
0 This can be done by typing the number OR
0 Pressing CTRL+V on the keyboard to paste it in the field
» Click OK
8 The worksheet will appear with the populated data. Do the following
» Remove the Title Area
» Remove the Text Area
» Scroll to see the Grand Total
Note: Worksheet displays additional transactions that were not included in the Source
Reference Number Query. You can click between the two worksheets to view the
differences in the totals.
9 » Re-open the Edit Parameter Value dialog box

> Replace the parameter in the Affected Document Number field with 17106,14956
» Click OK
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Step Action

10 | The worksheet will appear with the newly queried data. Do the following:

» Click the drop-down arrow for Project Code Page Item
» Select 4M1JWR

View the information in the Affected Reference No field and notice there are
differences on how the transactions were entered.

Do the same steps above for BBM1JFM & 48M1JFM

October 2011 18
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Exercise #5:  Monthly Budget Report — Drill Capabilities

Objectives: e Specifying Parameters
e Understand Drill Capabilities
Instructions: Execute the following steps:
Step Action
1

» Click on File/Open in the Menu Bar or Open LY icon in the Standard Toolbar
» Expand CAMSADM user

» Expand Monthly Budget Report workbook

» Select Object Class Summary worksheet

2 | You will receive the following message:

= OracleBl Discoverer EI

\?) You have insufficient privileges to seve the current

- warkbook to the database. Confinuing will cause
all ofyour changas 10 be lost Doyou wanl to
continue?

» Click YES
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Step

Action

3

The Edit Parameter Values dialog box appears:

{= Edit Parameter Yalues k3

Selectvalues for the following pararmeters;
Bureau Codea: E il
Orgl Code: | %
Org2 Code (% wil select ally: [%° |
Fiscal Year. 2008 5
Beginning Fiscal Month {1 = Oclaber).: |
Ending Fizcal Month {1 = Gctobear): |
~DEseriplion
Selacts frorm MOW_FINCAT_PLAN_Wbased on the buresu codals) entered.
*indicates required fisld,
Help [ Ok ) | cancal )

» Enter the following parameters
0 Bureau Code = 14
0 Org1lCode=10
o0 Org2Code=09
o Fiscal Year = 2008
o0 Beginning Fiscal Month =3
o Ending Fiscal Month =3

» Click OK
4 | The worksheet will appear with the populated data. Do the following
» Remove the Title Area
» Remove the Text Area
» Expand any columns where you can not see all of the data
Note: This particular view of the data provides information for an FMC at individual
project levels.
5 | Thedrill = ¥ icons allow users to change the level of detail displayed by drilling up or

down to display data at higher or lower levels. This functionality applies to page items,
which we’ve already discussed as well as any worksheet column that has the drill icon
showing.
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Step Action

5a | Using the drill icon on the Page Items do the following:

» Select Fund Code 85
» Find the Grand Total for the Oblig Amount SUM

6 | Drilling on a worksheet column will add or delete records/columns. Due to the
hierarchical structure of the Organization Code, you need to be aware of:

e Drilling down must be done in order; skipping a level compromises the
integrity of the data.
e Drilling up eliminates one or more columns up the specified level

6a | Using the drill icon on the Column Heading do the following:

» Click the drill icon for Org3 Code
» Select the next available option, keeping in mind the points from Step 6

What happened?

6b | Using the drill icon on the Column Heading do the following:

» Click the drill icon for Org3 Code
» Select Org2 Code

What happened?

7 | Click to select Object Class Summary — Fund & Project worksheet
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Step Action

8 | The Edit Parameter Values dialog box appears:

%]

> Edit Parameter Values

Selectvalues for the following parameters;

Bureau Code: @
Orgl Code: | [E

Qrg2 Cade (% will select all): |% @

Fiseal Year: 2008 [E

Beginning Fiscal Month {1 = October). |

Ending Fizscal Month (1 = October): |

~Description
Selects from MODW_FINCAT_PLAM_% hased on the bureau code(s) entered.

*indicates required field.

{ Hep ( ok ) cancel |

» Enter the following parameters
0 Bureau Code =14

Org 1 Code =10

Org 2 Code =09

Fiscal Year = 2008

Beginning Fiscal Month =3
o Ending Fiscal Month =3

» Click OK

O 00O

9 | The worksheet will appear with the populated data. Do the following

» Remove the Title Area
» Remove the Text Area
» Expand any columns where you can not see all of the data

Note: This particular view of the data provides information for an FMC at individual
project levels.

10 | Using the drill icon on the Column Heading do the following:

» Drill down the organization until you reach level 5 of the organization code

10a | Then drill back up to the 3™ level of the organization code.
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Step

Action

11

» Click on the drill icon for Fund Code

What options became available to drill down to?

12 | Drill down until you reach the 4™ level of the Program Code.
12a | Drill up to Program 2 Code level.
What happened?
13 | Click on another worksheet tab — view the parameters. Click Cancel to not run that

worksheet.

Note: The user will have to use the refresh icon or the menu item to bring up the
parameter value screen regardless whether they had entered values or canceled it.
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Exercise #6: NOAL18 Detail Report — Formatting & Exporting

Objectives: e Understand the different formatting options
e Understand how to export the data to Excel

Instructions: Execute the following steps:

Step Action

1
» Click on File/Open in the Menu Bar or Open LY icon in the Standard Toolbar

» Expand CAMSADM user
» Expand NOA118 - Detail workbook
» Select NOA118 - Detail worksheet

2 | You will receive the following message:

= OracleBl Discoverer EI

\?) You have insufficient privileges to seve the current

- warkbook to the database. Confinuing will cause
all ofyour changas 10 be lost Doyou wanl to
continue?

» Click YES
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Step

Action

3

The Edit Parameter Values dialog box appears:

{= Edit Parametar Values E|

Select values for the following garameters:
From GL End Date (dd-mor-ym: | @
To GL End Date (dé-manyyy): | (%]
Bureau Gode: G (%]
Orgt Code: | £
Org2 Code (% will select all):; |"3¢3' EI
Org3 Code (% will selectall, [ %]

;'Dascriptiun'
{Exarnple; 16-JUL-2009)

| Spacify the beginning GL End Data fram which 1o selact data.

= Indicates reguired figld

Help .| I: Ok } Cancal _J

» Enter the following parameters
o From GL End Date = 30-SEP-2008
0 To GL End Date = 30-SEP-2008
0 OrglCode=10
o Org2Code=09
o0 Org 3 Code = 0005
» Click OK

The worksheet will appear with the populated data. Do the following:

» Click in the upper left cell

» Scroll to the right and bottom
» Hold the SHIFT key

» Click the bottom right cell

All data fields should now be highlighted. Using the Formatting Toolbar change the
font from 8 to 10. After a few moments the data in the sheet should be bigger and a little
easier to read.

Another way to format:

Click on Format/ltem Format in the Menu Bar
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Step

Action

6

The Format dialog box appears:

ik an Hem in the listia ol s heading, arto change e kamat faris data or hesding

arled 31T = | Farat et
& Abected Darument Type Form gt Headng...
. Afacked Bem Time | Edi Hasding

B Macled Retrence B
.o Buramy Code
% ©r Wirue Dr Ami 5LW

L& Fimcalvear
0 Furd Crade
.1 ®End Cula
.o Chjacll Crde
. Chicld Crde
.0 Oyl Cogs
. DngE Cogs

Etampk-

i [ox O AaREL T

A" -

To select all items listed — do one of the following:

= Hold down the Shift-key and scroll down to click on the Task Code
= Hold down the Shift-key and click on W key until the Task Code is highlighted
» Hold down the Shift-key and hit the Page Down key until the Task Code appears

Format Headings

» Click on Format Heading button

» Change the color of the text and background and then click OK

» Wait for the cursor to change from an hourglass to the mouse pointer, then click a
heading and look at the Example below to see how the formatting changes the
column heading

Edit Headings

Click on Affected Document No.

Click on Edit Heading button

Type in the Heading field Document Nbr.

Click OK

Look at the Example below to see how the formatting changes that column heading

VVVYY
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Step

Action

9

Format Data

Click on CR Minus DR Amt SUM

Click on Format Data button

Click on Number tab

Use drop-down listing to unselect “$”

Click OK

Look at the Example below to see how the formatting changes
Click OK

VVVYVYVY

How does your data on the screen now look?

10

To get the data ready for export to Excel, there are a few things we need to do:

e Move Page Items to Column Headings
o Remove all Group Sorts
e Remove Title and Text Areas

11

To move Page Items to Column Headings do the following:

» Click the Page Item and drag it to where you want to place it as a column heading
For example: Click Fiscal Year and drag it to the first column heading

» Move the rest of the Page Items down as column headings

Note: There will be a black “line” that will show up to the left of where you are trying to
place it in the column heading.

How does the data on screen look? Any differences?

12

To Remove Group Sorts do the following:

» Click on Tools/Sort in the Menu Bar

» Starting with the last/bottom “Group Sort”, click the drop-down arrow

» Select Normal

Do this for all the Group Sorts listed, when finished click OK

Note: If the group sorts were removed from the top down, it would resort incorrectly the
data on the worksheet. By removing group sorts from the bottom to the top, keeps the
sorts in the correct order.

What happened to the data on the screen?
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Step Action

13 | Remove the Title and Text Areas

Note: This step is important in exporting as the title and text area take up a lot of room
in one cell in Excel

14 | To Export your data to Excel do the following:

Click on File/Export in the Menu Bar

Step 1 — Leave the default (Current worksheet/table) click Next

Step 2 — Change the location to the desktop by using BROWSE, Click Next
Step 3 — Leave the parameter values alone, click Next

Step 4 — Leave the Supervised default, Click Finished

Click OK

VVVVVYY

Open the file you just exported. How is it different from the data shown on the screen?

15 | Go back to Discoverer, close out your workbook

16 | To exit Discoverer, click File/Exit in the Menu Bar
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