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Exercise #1a: Log in to CBS Portal Page

Objectives: e Successfully login to the Portal Page

e Successfully login to DW

Notes: Discoverer & CBS Portal page have to be access by Internet Explorer.

If you already have Discoverer open already in a browser window, you will need
to open a new browser window in order to run the CBS Portal Page at the same
time. Not another tab in the same window. If you don’t, you will run into issues.

Instructions: Execute the following steps:

Step Action

1a | Open up Internet Explorer.

» Log into the URL provided

1b | The Warning Banner screen appears:
I ) NATIONAL OCEANIC AND
> Click the link at the bottom TR —_—
O “By Clicking here’ .. '” **WARNING**WARNING* *WARNING**

You are accessing a U.5. Government information system, which includes: 1) this computer,
2) this computer network, 3) all computers connected to this network, and 4) all devices and
storage media attached to this network or to a computer on this network. You understand
and consent o the following: you may access this information system for authorized use
only; you have no fon of confidentiality regarding any communication of
data transiting or stored on this information system; at any time and for any lawful

purpose, the may monitor, intercept, and search and seize any
communication or data transiting or stored on this information system; and any
communications or data transiting or stored on this information system may be disclosed or
used for any lawful Government purpose;

**WARNING**WARNING™**WARNING™**

By clicking here, | indicate that | require continued access to these NOAA1101 systems and applications.

,

Privacy Policy | FOIA | Information Quality | Disclaimer | USA.gov | Ready.gov | SmartCard Help | RSA Help

FY 2021-V 1.0 7
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Step

Action

2 | The Two Factor Authentication Page
appears.

You will be able to use the following
options to log in:

e CAC Card
e PIV Card
e Secure ID (RSA Token)

» Select your option
» Click Logon

Secure Logon
for F5 Networks

Logon Options

I roen oY NATIONAL OCEANIC AND
‘@ NOAA ATMOSPHERIC ADMINISTRATION

Privacy Policy | FOIA | Information Quality | Disclaimer | USA.gov | Ready.gov | SmartCard Help | RSA Help

2a | When choosing the CAC login option a
Window Security pop-up appears.

e Select More Choices if your

Signature option is not your name
with DOD Email option.

e Once you have the correct
certificate selected click OK

The Active Client Login appears:

» Enter your PIN
» Click OK

Secure Logon
for F5 Networks

Logon Options Windows Security X
Select a Certificate
Logon te cb rdc.noaa.gov needs your

Signature - COBBS.ERIN.K.1365872968
Issuer: DOD EMAIL CA-41
Valid From: 10/19/2017 to 10/19/2020

Click here to view certificate properties
More choices

oK Cancel

I oo 8 NATIONAL OCEANIC AND
& NOAA Hiisspieaic astiisation

Privacy Policy | FOIA | Information Quality | Disclaimer | USA.gov | Ready.gov | SmartCard Help | RSA Help

ActivClient Login

ActiviD®
ActivClient®

Please enter your PIN.

PIN I

=]

? X

Cancel

FY 2021-V 1.0
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Step

Action

2b | When choosing the PIV login option a
Window Security pop-up appears.

e Select More Choices if your
with DOD Email option.

e Once you have the correct
certificate selected click OK

The Active Client Login appears:

» Enter your PIN
» Click OK

Signature option is not your name

) NATIONAL OCEANIC AND
' NOAA ATMOSPHERIC ADMINISTRATION

Secure Logon
for F5 Networks

Logon Options Windows Security X

Select a Certificate

d needs your cred

Logon
Signature - COBBS.ERINK.1365872968
Issuer: DOD EMAIL CA-41
Valid From: 10/19/2017 to 10/19/2020

Click here to view certificate properties
More choices

oK Cancel

Privacy Policy | FOIA | Information Quality | Disclaimer | USA.gov | Ready.gov | SmartCard Help | RSA Help

ActivClient Login ? X

ActiviD”

ActivClient®

Flease enter your PIN.

]

N [l

oK | Cancel

2c | When choosing the Secure ID (RSA

» Enter your User Name
» Enter your SecurelD Token
» Click Logon

Token) login option a new window appears

Secure Logon
for F5 Networks

Logon Options

SecurelD|v

Logon

P
§

\ NATIONAL OCEANIC AND
ATMOSPHERIC ADMINISTRATION

Secure Logon
for F5 Networks

@

Username
[ |

SecurelD Token
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Step Action
3 | The XenApp Storefront Appears:
v \ . A %\T/llggéhgﬁgﬁgfnmgmmw E,Es £
Apps
All (4) Categories ¥
A A ) A
w4 A\ =4 \ >4 >4
Notes:
v' Discoverer is another way to access data from NOAA Data Warehouse.
v' Database to get into Discoverer will NOW be CBSDW
3a | If you click on the text rather than the icon, a pop-up will appear underneath.
v \ . A %}PI\T/:CC))’S\‘S}E!SRCI(E:/X%I(\:A&TSDTRATION E,Es Q=
Apps
All (4) Categories ¥
) ) A
A\~ \ =g \ 4
E‘M;p en ::I::(s:':\‘i:(";n the icon above the text to launch the application
3b | After clicking on the icon you'll see the circle working to open it.

J

CBSProd

N T S

H AT LIy
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Step Action

3c | Then the following pop-up appears:

@ CBSProd — >

Starting...
L

o . .
LLZ_{J kore information Cancel

On the CBS Web Migration Portal Login screen:

CBS Financial Portal

\

Username

i. Password

/,
\

q;‘—\
v

WARNING

You are accessing a U.S. Government information system, which includes: 1) this computer, 2) this computer netwerk, 3) all computers
connected to this network, and 4) all devices and storage media aftached to this network or to a computer on this network. You understand
and consent to the following: you may access this information system for authorized use only; you have no reasonable expectation of
privacy regarding any communication of data transiting or stored on this information system; at any time and for any lawful Goevernment
purpose, the Government may menitor, intercept, and search and seize any communication or data transiting or stored on this information
system; and any communications or data transiting or stored on this information system may be disclosed or used for any lawful

Government purpose

WARNING

[[] Check this accept box to indicate your understanding and acceptance of the System Use Notification explained above.

Cancel
Did et your password?

» Enter User Name

» Enter Password

» Check the checkbox
» Click Logon

FY 2021-V 1.0 11
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Step

Action

4

The first time logging in you’ll be sent to the CBS Web Challenge Setup screen
appears with three (3) question and response areas:

» Select your challenge question(s) using the drop-down listing
» Enter your response(s)

o You may not use the same response for each question. It must be a
unique response to each of the questions.

» Click Submit

o Answers are not case sensitive.

Setup your Challenge Questions and Responses OPS$ERICOB01 x

Use this form to setup your challenge questions and responses. All fields are required.

| Challenge Question Setup 1 |

Question 1:*  (select one)

Response 1:*

Challenge Question Setup 2
Question 22*  (select one)

Response 2:*

| Challenge Question Setup 3
Question 3:*  (select one)

Response 3:¥

5a

If a user is unsuccessful with creating their responses to the challenge questions, they
may receive an error message.

» Click Back
» Repeat Step 3

Sb

If successful, the CBS Web Forgotten Password Reset screen appears stating, “Your
challenge setup is complete”.

» Click Done

FY 2021-V 1.0 12
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Step Action

6 | The CBS Web Change Password screen appears:

Old Password*

New Password®*

Confirm New Password*

eF'assword Rules

Enter the Old Password
Enter the New Password
Confirm the New Password
Click Submit

Y V V V

FY 2021-V 1.0 13
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Step

Action

6a

Users may click the Password Rules link to see the following:
The passwords must contain the following:
1.Password must be a minimum of 12 non-blank characters
2.Password must begin with a letter (A-Z or a-z)
3.Password must contain 3 of the following 4 categories:
1.English upper case letter (A-Z)
2.English lower case letter (a-z)
3.Numeric value (0-9)
4.Special character (only # or _ can be used)
4.Six (6) of the characters must be unique and cannot be repeated.
5.Passwords must not include any of the following:
1. Any dictionary word longer than 3 characters.
2.Names of family, pets, friends, co-workers, fantasy characters, etc.

3.Computer terms and names, commands, sites, companies, hardware,
software.

4.Common acronyms, contractions, and geographic locations

5.Birthdays and other personal information such as addresses and phone
numbers.

6.Word or number patterns like aaaabbbb, qwerty, zyxwvuts, etc.
6.New password cannot be the same as old password
7.New password cannot be one of the 8 previously used passwords
8.Password cannot be the same as your username

They may also click the Show Me link for the CBS Change Password Dictionary
Word Check screen:

Search Dictionary x

Enter a word

Cancel and Close

FY 2021-V 1.0 14
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Step Action
iel If a user is unsuccessful with their password change, they may receive an error
message.
» Click Back

» Repeat Step 5

= If successful, the CBS Web Change Password screen appears stating, “Password
changed successfully”.
» Click Done

8

The CBS Web Portal screen appears:

CBS Financial Portal

A Home CFS~ Data Warehouse~ Reports Server Reports Scheduler  Account Administration

A OPS$ERICOBO1 ~ Logout

Welcome OPS$ERICOBO1. You logged in on Tue Jun 16 2020 11:59:53. Your password will expire on : Wed Aug 12, 2020.
Welcome

Welcome to the new CBS Portal at FMT Data Center

PLEASE NOTE YOU ARE ACCESSING THE PRODUCTION ENVIRONMENT

Clientservices Hours o

You’ll want to make sure you’re launching the databases for the systems you have
access to in order to synch up the passwords. Just changing your password and
getting here will not do it fully.

8a | You must log into Data Warehouse in order to synch passwords to be able to use in
Discoverer.

FY 2021-V 1.0 15
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Exercise #1b: Logon to Discoverer

Objectives: e Logon to Discoverer
Instructions: £, . te the following steps:
Step Action

1 From the XenApp Storefront:

A NATIONAL OCEANIC AND

ATMOSPHERIC ADMINISTRATION

Apps
All(4)  Categories ¥

> Click on the Oracle Discoverer icon

Then the following pop-up appears:

1a
@ Disco - X
Starting...
|
() Mare information
FY 2021-V 1.0 17
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2 The Oracle Discoverer Plus page is displayed
ORACLE' Discoverer Plus
Business Intelligence Exit Help
—
@ Connect Directly
Connect to Oracle Bl Discoverer
To connect to Oracle Bl Discoverer, click on a connection name or enter your connection details directly.
Choose Connection
(_Create Connection
Details Connection Description Update Delete
Connect Directly @ Return to Top
Enter your connection details below to connect directly to Oracle BI Discoverer.
* Indicates required field.
Connect To | Oracle Bl Discoverer [v](Go
* User Name |
* Password |
* Database |
End User Layer |
Locale [Locale retrieved from browser | v|
=
Exit | Help
Copyright (€)2000, 2010 Oracle Corporation. Al rights reserved
About Oracle Bl Discoverer Plus Version 11.1.1.7.0
Oracle Technology Network

The Connect to OracleBIl Discoverer/ Connect Directly section gives a user
the ability to open Discoverer.

» Enter your User Name in the User Name field.
» Enter your Password in the Password field.

» Type the database in the Database field. Generally you will use
CBSDW to log in to the Production database.

» Click Go.

Connect Directly
Enter your connection details below to connect directly to Oracle Bl Discoverer.

* Indicates required field.

Connect To |Oracle Bl Discoverer ﬂIG_—Oj
* User Name |

* Password |

* Database |

End User Layer |

Locale |Locale retrieved from browser ||

|OQ

FY 2021-V 1.0 18
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Step

Action

Note: Because your IT personnel delete your cookies, you will want to utilize this
option instead of creating a connection.

Depending upon your role, you’ll get one of two screens:

8a

The Open Workbook from Database dialog box is displayed upon logon for
the general FMC users. It will list all workbooks, including the standard
workbooks.

|£ | Open Workbook from Database

| =

View: | All Workbooks

Workbooks:

Choose atarget worksheet by browsing available workbooks and selecting a worksheet

" ‘% '| Name contains I:I | Clear ‘

Name =

‘Dwngr

|Modified [

£

£
o
£
o
£
£
B
£
B
£
B
£

23 @_Trial Detail in GJ Order with User Na... DISCGLBA

Mar 25, 2012 12:36 FM
Aprg, 2010 3:44 PM
Oct9, 2014 4:27 PM
Oct 29, 2013 6:15 AM
Mar 25, 2012 12:36 FM
Mar 25, 2013 12:36 P
Mar 25, 2013 12:36 FM
MNov7, 2012 8:20 AW
Mar 25, 2012 12:36 FM
Mar 25, 2013 12:36 FM
May 2, 2017 111 PM
Mar 25, 2013 12:36 FM
Mar 25, 2013 12:36 PM
ep 15. 2005 8:29 AW

4]

}@ _Trial Detail in GJ Order with User Na_.. OPSSWILPA
a3 @ 1010-Cumulative-Trial-Regular-Months OPSSMARKI...
}@ 139900 DETAIL for auditors PBC H12  DISCGLBA
a3 @ 1399DETAIL DISCGLBA
}@ 1399DETAIL_fcd3 DISCGLBA
£ @ 1399 DETAIL for auditors PBC DISCGLBA
}@ 1399 DETAIL for auditors PBC with Sal...DISCGLBA
J@ 1410 Query DISCGLBA
}@ 1410 Query All FCs DISCGLBA
}@ 1410 Query All FCs for F5B DISCGLBA
}@ 1410 Query GLRB Reconciliation DISCGLBA
}@ 19,20 Category B DISCGLBA

2 1-Closeout Tables 090105 OPSSPALL
Description

Help

Cancel

FY 2021-V 1.0
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Step

Action

8b

The Workbook Wizard dialog box is displayed upon logon for the users that

have special permissions.

g e

Create/Open Workbook

Connactad tothe Databasza: CFSOW (EULDISCOVERER)

‘At do you went to do?

() Dpen an existing workboak

Recently Usad:
There are no recently used workboois. | Browss.. ]

(%) Creals & new workbook
Select the objects to dispiay In the workshest
[] Titie Example:
[+] Page tems L ]
() Crogatab  (Z)Table | e =
Graph
Placement: | Graph below Table e
Text Area . Bm=

Help gnsh | | cancel

You can either click the Browse button to get to your specific or standard

queries or you can start to create a new query from here.

FY 2021-V 1.0
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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

¢ Understand the worksheet layout

Notes: The Open Workbook from Database dialog box 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 and CAMSADM
should be at the top.

| £:| Open Workbook from Da!zbase_ e e

Choose a target worksheet by browsing available workbooks and selecting a worksheet

Miew: |AII Workbooks '| |§EI - | Name containg: | | | Clear |

Workbooks:
Name = Modified

i CAMSADMW

- DISCGLBA

- DiscraC

- DISCSHARE

& opsscanTRNDWO1
E-& OPSSCANTRNDW10
&~ & opssomHOLOT
&-& oPssERICOBOT
@ OPSSFARFOUD!
- OPSSIESPERDT
- OPSSIDAKENDT
E- @ OPSSKEISCHIT
G- opssLNWILO1
- & 0PSSMARKIRDT
Description

[»

4

| Help | | Cancel |
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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 In the 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.

FY 2021-V 1.0 22
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Step

Action

5

The Edit Parameter Values dialog box appears.

Edit Parameter Values

Select values for the following parameters:

Bureau Code: |

Approved Flag: |“|"

Description

* indicates required field.

oK I[ Cancel ]

> Click OK

The worksheet will appear.

Ble Bt Wew Fgme Jook ek

LV OSG N.PMa 9§

il

/i Standard Tool Bar I
L. %. 8. 0. % &

[ tems | Gandtons | Coiustins |

B U EEFE=
|_Avalsti pera
LR ET AT A S |

B, 09 BB Bh Formatting Tool Bar
Worlbsok: ReferenseDats Workshaet: Fund Codes Dote Exeouted: 0D MARO -
MO A d - Lea——= Title Area

Page Items

Parnmatnen Bunsai Cade (fund)

Page hems: ?ll.uwcvdv 1

¥ Begn Oste || End Date | » Approved By » Acproved Oste
01.0CT.9097

01-0CT-1997

[orocT-ese | CPERIAMIAEDT

Or-0CT 1080 |NULL OPSTMARIACDT | 17-FEB-2008
6007 | RENMBURSADLE 01-00T-1697 CPSRMARIACDY |17-TEB 2000
008
0007 |INSPECTION AND GRADING OF REMBE  [01.0CT-1038 7-7EB2004
PRODUCTS
(35 Fund Code Deser 0012 | ORF ©203) SEn 010072001 |30.SEF-2003 | OPSIMARIACDY | 17-TER.2000
0014| PACIFIC COASTAL SALMON cEN 01-0CT2007 |30-SEP-2003 | OF SECANMYED 1]07JANZ008 - Data
/gy Fund Typ RECOVERY Points
L5 Accounting Easis 001% | PROCUREMENT ACQUISITION & 01.0CT-1090 OPSEMARIACOY [18-FEB2004
[ CONST FUND.
0015 | PACIFIC COASTAL SALMON 30 5EF-2001 | OPSIMIKBOLOT | 12.0CT-2008
RECOVERY (uE)
4 0015 [PACIFIC COASTAL SALMON %0 SEP-2002 | OPSRMARIACOT | 17-FEB-2004
- RECOVERY (UB)
| COASTAL SALMON 30-5EP.2003 | OPS§MARIACO 1 [17.FEE-2009
= RECOVERY (uE)
e 0015 | PACIFIC COASTAL SALMON GEN 01-0CT2003 |20 SEP-2004 | OPSSMIKBOLOT [ 12.0CT-2004
- & = RECOVERY (uB)
EL u 015] PACIFIC COASTAL SALMON I ToCT ANAVEO1 7206 T
[#1Lgy Fund Code il Ui
L Fund Teie Double-click hete 1o edttne ted aros
L Fund Tyee
L5 Bagin Date.
Lo e

v| | Drwacoses |[rropamcous | [Ipigeet | [Jrask | Jorgmizson | [ Jcuectcisses | [Jcossypes | (1.
|

\"

Worksheet Tabs
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Step Action
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.
7 To remove those panes:

m&_rma Tools  Hely

v Available tems Pane

> Click View in the Menu Bar | b Gelected llams Pana
) . = Toolbars ¥
» Click on Available Items Pane ¢ @ Status Bar
checkbox ¥ Title

» Wait for worksheet to reconfigure H ;Tah,e
Click View in the Menu Bar [ [ Graph
Graph Placament L]
o Taut Area

» Click on Selected Items Pane
checkbox

» Wait for worksheet to reconfigure

Note: Once you have removed these panes, they will not display again, unless you go
back to the View Menu Bar and reselect them

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.

You are able to not only to 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.

FY 2021-V 1.0 24
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Step Action
8 You can also edit the title. You can do that by doing one of the following:
» Click Edit in the Menu Bar
» Select Title
OR
» Right-click in the Title Area
> Select Edit Title
A new dialog box appears allowing you to make changes to the text
» Make changes to the Title
» Click OK
: :
> There is a new section of the __ -
Worksheet Ca"ed Text Area- |t iS ::J;:IPNIFSIINIIIPIIKIIM area befosw. Click Wnsa o add 5 packal od
found toward the bottom of the gt [ | sz 7 oo ]
worksheet right above the worksheet | [® </ul [ =28  esoumnicon [
tabs. This area works just like the ik [t -]
Title. It can be used to convey a note | peeme'econ i e
or can be used as footer text. " b s o e
_ Hee | Coned |
8a | Information on Navigation Features can be found in Section 3 Access &
Navigation.
9 Click on the Code Values worksheet tab at the bottom of the screen.
10 | > Enter CDITEM in the Code Type field
Click OK
11

» 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.

FY 2021-V 1.0 25




Discoverer FMC1 Training Exercises

This page was intentionally left blank

FY 2021-V 1.0 26



Discoverer FMC1 Training Exercises

Exercise #3: Document Status Workbook

Objectives: e Specifying Parameters
e List of Values

e Page ltems
Instructions: Execute the following steps:

This report allows querying multiple documents by document type to
obtain summary level data.

Step Action

» Click on File/Open in the Menu Bar or Open Q" icon in the Standard
Toolbar

» Expand CAMSADM user
Expand Document-Status workbook

Y

> Select Document Detail worksheet

2 You will receive the following message:

/= OracleBl Discoverer E|

:.:) You heve insufficient privileges fo seve the current
waorkboaok to the database. Conlinuing will cause
all ofyaur changas 10 be lost Do you weanl to
cohbinue?

o

» 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:

[= | Edit Parameter Va[ue- ' &J

Selectvalues for the following parameters:

Affected Doc Group: |'F'0| | |¥|

Affected Document Ma: | | |i|

Description
Selects based on the type of originating ohligating docurment. Yalid values are
EA, PO, [NV, or GL.

*indicates required field.

| Help | | OK J| Cancel|

» Enter 498753 in the Affected Document No. field
> Click OK

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.

There are two ways to bring up the parameter screen:

1) Refresh P icon
2) Tools/Parameter Values on the Menu Bar
Click either of these to bring up the parameter screen.
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Step Action

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

7 The Selected Values dialog box appears:

Select all values or select multiple values from the list. The values are
displayed in groups of 100,

() Al values

() Selected values:

Search by: | Contains - |

Search for: | | | Go

Case-sensitive

Displayed values: Selected values:
® Fo

@ EA
@ GJ
@ NV
@ PO
@ 5T
@ NULL

a~®lv

4 |1-7| b

| Help | OK H 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).
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Step

Action

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

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.

» In the Affected Document No field enter ,35556,520183, 880738, 6163772
> Click OK

Note: Multiple values must be separated by commas. No spaces are needed
or allowed.

The Page Items have a drop-down arrow = that allows the user to change the
values if multiple ones were chosen.

Page ltems: H.ﬁffec’hed Doc Group: PO v||_| Affected Document Mo: 185481 v|

» 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.

Page Items: |_|Aﬁec‘bed Doc Group: INV v|§5§ Affected Document No: 1025302

b GIEnd Date | b Trans Date| b UDO | b UEXP | b PEXP| K 1025902
31-MAR-2012 | 25-MAR-2012 £0.00 | $100,000.00 £0.00 <All=
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Exercise #4: Query by Source Reference Number versus Document

Number

Objectives:

Notes:

Instructions:

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.

While this problem was more common a few years ago and less common now,
it is still a good idea to take a look at the difference between the two numbers.

Execute the following steps:

Step

Action

Y

» Click on File/Open in the Menu Bar or Open Q" icon in the Standard
Toolbar

» Expand CAMSADM user
Expand CBS-Active Documents workbook
»> Select Transaction Detail — Reference Number worksheet
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Step Action

2 You will receive the following message:
/= OracleBl Discoverer E|

\‘:) You have insufficient privileges fo save the current

-} workbook to the database. Conlinuing will cause
all ofyaur changas 10 be lost Do you weanl to
cohbinue?

> Click YES

3 The Edit Parameter Values dialog box appears:

| £ | Edit Parameter Valu_ u

Selectvalues for the following parameters:

Affected Reference Number (%): || |

Description

Selects based on one or mare Reference Mumbers specified. Wildcards
permitted.

*indicates required field.

[ OK ” Cancel ]

> Enter EA2SE0010 in the Affected Reference Number field (use capital
letters)

> Click OK
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Step

Action

4

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 cannot see all of the data
Re-open the Edit Parameter Value dialog box

Change the parameter to QA2SE0015

Click OK

YV V. V V V V V

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
o CTRL+C on the keyboard

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
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Step

Action

7

The Edit Parameter Values dialog box appears:

|£ | Edit Parameter Values XS

Select values for the following parameters:

Affected Document Group (EA, PO, INV, GJ): | |§|

Affected Document Number: | ||§|

Description

*indicates required field.

| Help | | OK || Cancel |

» Enter 19326 in the Affected Document Number field

o This can be done by typing the number OR

o Pressing CTRL+V on the keyboard to paste it in the field
» 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

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.

» Re-open the Edit Parameter Value dialog box

» Replace the parameter in the Affected Document Number field with
17106,14956

» Click OK

FY 2021-V 1.0 34




Discoverer FMC1 Training Exercises

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 48M1JWR

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 BSM1JFM & 48M1JFM
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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

Y

2 You will receive the following message:

/= DracleBl Discoverar El

\"-;:) You have insufficient privileges fo save the current
warkboaok to the database. Conlinuing will cause
all ofyour changes 1o be lost Doyou wanl o
cahtinue?

» Click YES
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Step Action

3 The Edit Parameter Values dialog box appears:

[£ | Edit Parameter Values 28

Selectvalues for the following parameters:

Bureau Code: | ||§|
Org1 Code: | ||§|
Org2 Code (% will select all): |'%' | |§|
Fiscal Year: |'2I:IUE' ||§|

Beginning Fiscal Month (1= October).: | |

Ending Fiscal Month (1 = October): | |

Description

*indicates required field.

| Help | | QK J| Cancel

» Enter the following parameters
o Bureau Code =14
o Org1Code=10
o Org 2 Code =09
o Fiscal Year = 2017
o Beginning Fiscal Month = 6
o Ending Fiscal Month = 6
» 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 cannot see all of the data

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

Action

5

The drill ¥ 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.

5a | Using the drill icon on the Page Items do the following:
» Select Fund Code 1043
» 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 Valu_ u

Selectvalues for the following parameters:

Bureau Code: | ||§|
Org1 Code: | | |§|

Org2 Code (% will select all) % ||§|

Fiscal Year: |'2EJDE' | |§|

Beqginning Fiscal Month (1 = October).: | |

Ending Fiscal Month (1 = October). | |

Description
Selects from ROW_FINCAT_PLAR_Y hased on the bureau code(s) entered.

*indicates required field.

| Help | QK ” Cancel

» Enter the following parameters
o Bureau Code =14
o Org1Code=10
o Org 2 Code =09
o Fiscal Year = 2017
o Beginning Fiscal Month = 6
o Ending Fiscal Month = 6
» Click OK

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.
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Step Action
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.
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: NOA118 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 9 icon in the Standard
Toolbar

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

Y

You will receive the following message:

/= DracleBl Discoverer El

:‘:) You have insufficient privileges to save the current
warkbook to the database. Conlinuing will cause
all ofyour changes 1o be lost Do you veant bo
continue?

» Click YES
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Step Action
3 The Edit Parameter Values dialog box appears:

| £ | Edit Parameter Value- M

Selectvalues for the following parameters:

From GL End Date (dd-mon-yyyy). | (%)
To GL End Date (dd-mon-yyyy): | ()
Bureau Code: |"14' | |§|
Org1 Code: | | |§|
Org2 Code (% will select all): |'%' ||§|
Org3 Code (% will select all): |'%' ||§|
Description

(Example: 31-QCT-2017)
Specify the beginning GL End Date from which to select data.

*indicates required field.

| Help | | OK _” Cancel

» Enter the following parameters
o From GL End Date = 30-SEP-2017
o To GL End Date = 30-SEP-2017
o Bureau Code = 14
o Org1Code=10
o Org2 Code =09
» 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.

FY 2021-V 1.0

44




Discoverer FMC1 Training Exercises

Step Action

5 Another way to format:
Click on Format/ltem Format in the Menu Bar

6 The Format dialog box appears:

||

Click an item in the listto edit its heading, or to change the format for its data or heading.

I, Affected Doc Group Format Data...
E;-'g Affected Document Mo Format Heading...

E;-'g Affected Document Type
E;-'g Affected ltem Type
E;-'g Affected Reference Mo
E;-'g Bureau Code

L% crMinus Or Amt SUM
E;-'g Fiscal Year

E;-'g Fund Code

L¢h GIEnd Date

[¢4 Objectt Code

[¢4 Object2 Code

E;-'g QOrg1 Code

E;-'g Qrg2 Code
[ -

Example
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Step

Action

7

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

YV V V V

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

VvV V.V V V V V

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

How does your data on the screen now look?
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Step

Action

10

To get the data ready for export to Excel, there are a few things we need to do:
e Move Page ltems to Column Headings
e Remove all Group Sorts
e Remove Title and Text Areas

11

To move Page Iltems 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 ltems 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?

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:
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Step Action
> C'!Ck on File Edt ‘iew Format Tools |
» Click on Export
Mew ... Ctrl-N
Open... Ctrl-0
Close
Save As..

Export to Excel

Share...

Page Setup...
Print Prewiew
Print... Ctrl-P

Workbook Properties...

Exit

15 Export — Step 1 screen appears:

Export:Select Objects

If only exporting the current
worksheet
» Click Next

What do you want to export?

() Entire workbook
(3) current worksheet

Table

If exporting the whole workbook
» Click Entire Workbook
» Click Next
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Step Action
16 Export — Step 2 screen appears:
Export:Define File Details
The system defaults to c:\users st cxpon et you want s>
which actually is to the Citrix o m—m——n .
servers. You will not be able to e ETETT [
access that file on your —_——— i
LAN/Computer drives.
» Under Destination Click
Browse
Help [EM[ME’“’I [c ']
16a Export — Step 2 screen appears:
Export:Define File Details
The system defaults to c:\users e o orma g you o se?
which actually is to the Citrix e m—mm—n !
servers. You will not be able to st izt ==
access that file on your — |
LAN/Computer drives.
» Under Destination Click
Browse
Help [ Back | Nests | [ t:armel]
Under Location, click the drop-
16b C3 Anono03 i

down arrow.

» Choose This PC

Location:

C3 Desktop

(3 users
£3 Anonoo3
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Step Action

Additional drives will appear.
Location: [F:J This PC -] @|§|
> Select the C$ (\\Client) (V:) = Deskon

= Documents.

16¢c

d rlve = an:nlnads
> Click Open = enes

= Local Disk (C:)
=2 QS (\Client} (Q:)

File Name: ‘ Reference-Data xis

File Type: [Mlcrosuﬂ Excel Workbook (*.xIs) 'l

The C$ (\Client) (V:) drive will be
your computer drive. Locstan: = cs et v) BREAIE] =

Ca pell 3 Users
[E=] _ C3 windows
» Create a new folder or Select a & e

Ca PerfLogs

folder or leave at the main drive &3 product
> Click Save e
Ca Pub_inc
C3 Quarantine

16d

File Name: ‘REfEFBHDB—DﬂlE xls ‘

File Type: [M\crosuﬂ Excel Workbook (*.xIs} ']

Export — Step 2 screen appears
Wlth the neW |ocat|on Export:Define File Details

What export format do you want to use?

16e

Table: [ Microsoft Excel Workbook (k) -

» Update the name if you want or
leave it the same

Where do you want to save the file?

Destination: 4, || Browse. ]

What do you want to name the file?

» Click Next

[<gauk}[@”g» |[(‘.am:e\]
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Step

Action

17

Export — Step 3 screen appears:

» Change your parameters if you
want or leave them the same

» Click Next

(&) Export - Step 3 of 4 Edit Parameter Values

Export:Parameter Page

Please select values for the following parameters for Fund Codes"
Select values for the folowing parameters:

Bureau

oo [

\

Approved Fiag: | "

\

Description

* indicates required field.

<Back || Nextz |
X

Cancel

18

Export — Step 4 screen appears:

» Click Finish

(3] Export - Step 4 of 4 Supervise

Export:Supervise

[x]

Do you want to supervise the export process?

(3) Supervised

You will be asked to resolve any issues

that occur during the export process.
) Unsupervised

Discoverer will automatically run all queries before
workshests are exported and wil ignore all alert messages

< Back Em?h 1| cancal

18a

A pop-up appears

Exporting data...
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18b If saving in the same location and
with the same name, you’ll receive a
pop-up asking if you want to e
overwrite the previous file. ' zersitnond03 Reference-Data xis'
already exists.
Do you weant to overwerite it?
19 | When finished exporting a log prompt
will appear telling whether it was Export compete
SUCCGSSfU' Or nOt Files exported to: V1
Sheet Name File Name Status
. Fund Codes Reference-Data xls Sheet exported success..
» If you don’t want this to open up
the file, click the check box to
uncheck the option.
» If you want it to automatically
open, Click OK‘ IOEanthaﬂrstexpDrtedsheat I
oo |
20 The file will open into Excel and you
can begin working with it. =, %o o ] = P —
Pasts E%::.pr:a;paimr B I Uu- - HyA. === F=EE [ Merge & Cents $
Al - & Bureau Code
[eale ooan o evaoee | ooty | M5 |
21 Go back to Discoverer, close out your workbook
22 | To exit Discoverer, click File/Exit in the Menu Bar

FY 2021-V 1.0

52




Discoverer FMC1 Training Exercises

Exercise #7: DLA-Support-for-LO

Objectives: e Understand how to use the query to find the information needed
for the Document Level Adjustments

Instructions:  Execute the following steps:

Step Action

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

» Expand CAMSADM user
Expand DLA-Support-for-LO workbook
» Select Document Level Adjustments worksheet

Y

2 You will receive the following message:

/= DracleBl Discoverar El

[ ) You have insufficient privileges fo save the current

\tn) workbook to the database. Conlinuing will cause
all ofyaur changes 10 be lost Do you weanl to
continue?

| Ho )

» Click YES
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Step

Action

The Edit Parameter Values dialog box appears:

Select valuez for the following parameters:

Enter the Bureau Code™

Affected Reference No:

Enter the first two-digits of the Org Code (Line Office):

Enter the third and forth digits of the Org Code (FMC):

Enter the Project Code:

Enter the Task Code:

Enter the first four-digits of the Object Class Code (example 23-38):

Enter the Fund Code Fiscal Year:

Include transactions onfafter (ex. 1-0CT-2018 for all FY 2019 transactions)® |'01-0CT-2018"

De=scription
14 {MOALY - 13{BIS} -- 20{EDA&}

* indicates required field.

[

|| cancer |

> Enter the following parameters
o Bureau Code = 14

o LO=40
o FMC=01
o Fund Code Fiscal Year = 2021
» Click OK
3a | Click YES to any prompts that come up.
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Step

Action

The worksheet will appear with the populated data.

B Eot Vew Fomat Toos Heb

VS . DM 9§ 2 &t

% & V.2 AR
e BB &8

Parameers - Burseu Cods 14 | Afcted Refrence No % O Cods 110, Org Code 2. 01 Funa Coss Fisca Year 2021, St dste - 01.0CT 2018

Page tems:
v casomia [y v |y iwviem
Document | Dooumen  Trpe
TorsemREcUR _[umi
7osTasa [ RECUR_[uTi
Toozas7[REcuR U

Torssss oo [ups
Tossiss wowtcn —[urs
Tossass owTCn[uPs

Tosass[NoMTCA [UPS
Tostes|RECUR U

TosstaoMTGH
T houTor

o518 [NoMTCH. 650162000 2001900606066660

Tosti88 owTGH 3
Tosies ot Iosaroson sostonsavsosios [ 1ro00r
TosiaB wouTon o oo ssane aoarcoossoameoer [z aanes

o

716 AM

272672021

(m]

4a

This report can be used to look up specific documents that need an adjustment
as it will contain the AP transaction number that is needed in doing a DLA.
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Exercise #8: Travel Record Retention Report
Objectives: e Understand how to run this query

Instructions:  Execute the following steps:

This workbook is used for those individuals that are responsible for record retention of
travel documents.

Step Action

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

Toolbar
» Expand CAMSADM user
Expand Travel-Record-Retention-Report workbook
» Select TRP worksheet

Y

2 You will receive the following message:

/= OracleBl Discoverer EI

| 3 You have insufficient privileges 1o save the current

\ti‘) warkbook to the database. Conlinuing will cause
all otyour changes 10 be lost Doyou wanlto
continue?

> Click YES
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Step Action
3 The Edit Parameter Values dialog box appears:
r[gj Edit Parameter Values I 28
Selectvalues for the following parameters:
Bureau Code™ | | |§|
Line Office (Org1 Code)*: | | |§|
From Inv Document Date™ | ||§|
To Inv Document Date*: | | |§|
Description
*indicates required field.
| Help | Cancel
> Enter the following parameters
o Bureau Code =14
o Line Office =06
o From Inv Document Date = 01-SEP-2017
o To Ilnv Document Date = 30-SEP-2017
» Click OK
3a | Click YES to any prompts that come up.
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Step

Action

4 The worksheet will appear with the populated data.

2 CAMSADM.Travel-Record-Retention-Report - Oracle B Discoverer - Internet

R %. 8. %, @

&N

o2 BB B&

Workbook: Travel-Record-Retention-Report Worksheet: TRP

Date Executed: 31-0CT-17

Parameters: Bureau_Code - '14', Org1_Code - '06', From_inv_Document_Date : '01-SEP-2017', To_Inv_Document_Date : '30-SEP-2017'
Page 10f1
C 5 T I =TI [ et Expamsea] T s 75 s Year | » Winimum G En Date | » O Code] » Org2€
BelrzoELORESE _[Vistroorssent o6 sep 2017 _[vrarzoorsss i f +[rovi 201730 sEP 2017 [os o
EAES THA W Visimoosssai T rov
FERRARA DEBORAR AV Viamoorersa T o
TURCOTIE KAROLYN D_[Viat701 12621 Sr-sep a0y [viaimorizent T Trovi

Som [ [

137036

L0

1 OTre |
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Exercise #9: FMC Obligation Queries

Objectives: e Understand how to run this query

Instructions: Execute the following steps:

This is a workbook created for LO/FMC users to be able to look at obligations and
where they stand financially. This workbook allows them to query by a document
number to view any undelivered order, unpaid and paid balances.

Step Action

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

Toolbar
» Expand CAMSADM user
Expand FMC-Obligation-Queries workbook
» Select UDO Balance by PO Feeder Sys No worksheet

Y

2 You will receive the following message:

/= DracleBl Discoverar El

[ @ You have insufficient privileges to save the current

\‘i) warkbook to the database. Conlinuing will cause
all ofyaur changes 10 be lost Do you wanlto
continue?

> Click YES
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Step

Action

3

The Edit Parameter Values dialog box appears:

Selectvalues for the following parameters:

Enter PO Feeder Sys Mo (Contract Task Order Mumber)*: || |

Enter Object Code (Object Class) to exclude: |'43-[]1-[]D-[]D' |

Description
llse % as 5 wildcard
Dontuse "-"or"r". Forexample: DG133W08CA001%.

* indicates required field.

> Enter the following parameters

o PO Feeder Sys No = ENTER NO without dashes and % on the
end (i.e. MOOONWWE00001104610%)

> Click OK

3a

Click YES to any prompts that come up.
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Step

Action

4

The worksheet will appear with the populated data.
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