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1. Introduction

What is Oracle Discoverer?

Discoverer is Oracle’s data query and ad hoc reporting tool for its Internet based
database. It is designed to meet the diverse needs and skill sets of business
users and to provide access to the data within applications.

Discoverer has some powerful features including:

Reporting Wizards
. Generating Sub-queries
Data Drilling
. Graphs and Charts
. Ability to schedule a report to run at a different time

There are four different editions of Discoverer:

e The Discoverer Administrator Edition is used to create, maintain, and
administer data and the user’s interaction with that data.

e The Discoverer Desktop Edition is the client-server tool used to create the
queries against the database.

e The Discoverer Plus gives you tools so you can create your own queries
and reports on the web.

e _ The Discoverer Viewer allows you to run reports that are created using
Discoverer

Why Users Need Discoverer

Users are often required to run reports. In the past, Cyborg was used for the
reporting tool. That system did not work with Oracle web-based applications and
Internet solutions. Discoverer allows us to choose items from different tables and
folders. As long as there is a link in the database, and the business views are
linked the fields can be used in the reports.

As with any new program, there is certainly a lack of knowledge of Discoverer.
This user manual was designed to help Discoverer users to start with the basics
and finish of the program. When this course is completed, students should be
able to run and create their own Discoverer Reports.
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2. Terminology

Here are some of the common terms:

Menu bar: is a standard menu bar, which provides for the common tasks; i.e.,
printing, opening and saving files, and accessing help.

Mew... Ctrl-M T Q 8y Ey = 3 %v @_ \?1;_ {!3‘_ Eﬁ &
=B » oW BB B

Save As... u Double-click here to edit the title

Export... |
Expor} to HTHL Page ltems:

Export to Excel %
| Actual Termination Date | Full Mame | Leaving Reason | Joh Title | Qrganization | Last Name

Share..

Page Betup...
Print Preview
Print... Ctrl-P

Workhook Properties...

Ext
g §
w
w 10
o | 191

Ee R e =

Tool Bar: provides shortcut icons for most of the common menu tasks. The
icons can be used to save time.

File Edit “iew Format Tools Help
YO SH M. DM 9 = %. % £.%.9 88
=R H». W BB B

Bz U E=

Available ltems:

L R%EY /e

Double-click here to edit the title

rltems rCDnditions rCaIcuIations |
Fage ltems:

R OEINE I GENERE N Full Mame | Leaving Reason | Job Title | Organization | Last Mame

List | HR_HUMAN_RESOUR... ~| [ & |
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Workbook Wizard: is used to create new workbook or worksheets. It is a
great way to start writing reports.

Workbook Wizard - Step 1 of 5: Worksheet Layout

Selectthe objects to display in the worksheet
Title Example:

Fage ltems l ~ = = v||
() Crogstah (%) Tahle

Graph

Placement | Graph below Tahle -

Text Area l_._l

| Help | | Mext = | | Einish | | Cancel |

Help: is accessed through the menu. The Help menu it is divided into several
areas: Manuals, and Help Topics. There is also a context sensitive help.

File Edit View Format Tools
Ve sa . mlimRE e % 8. V.0 8N
- Lists HelptopicsIVNEtWUrk o, Es- 'Es- @% &%

About Discoverer...

Ayailable ltems:
L en%evt/sel

fltems rCDnditions rCa\cu\atiuns |

Double-click here to edit the title

- Page ltems
List: | 8 HR_HUMAN_RESOUR... ~|| ¥ | _ _ _ _
— ¥ Full Marne ¥ First Matne |+ Middle Mame b Laszt Matne| b Job Tile ¥ Crgani
D e | 1 Adking, Bob L Bok L Acdking Pit Mairit Moy - Mechanical Southerly
D b 2 | Adryan, Mark Mark Adryan Fit Const & Safety Coordinator| Southerly
D _ 3 Alexander, Freelon | Freelon M Alexander Pl Litil Maint Persan Westerly
|j 4 Alicesa, Gina M Gina M Alicea Human Resources Assoc |l [Human Re:

Workbook: is used to prepare the layout for the report and to select the data
required in the report. The workbook has worksheets in it. Each worksheet
contains data related to the workbook but might be arranged differently. The
workbook has a standard menu and toolbar. The toolbar allows quick access to
commonly used menu options.
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Double-click here to edit the title

FPage ltems:
¥ Full Mame ¥ First Mame| ¥ Middle Mame F Last Name| ¥ Job Title ¥ Organization ¥ Location
1 Adkinz, Bob L [=1ul4]) L Adking Plt Mairt Mot - Mechanical Southerly Maint Southerly
2 Adryan, Mark hdark Adryan Plt Const & Safety Coordinator| Southerly Cper Southerly
3 Alexander, Freglon | Freelon Il Alexander Plt Ltil Mairt Person Westerly Maint Westerly
4 Alices, Gina b Gina ] Alicea Human Resources Assocll |Human Resources | Administration
5 Anderson, Raymond Raymond C Anderson Plt Ltil Maint Person Southerly Maint Southerly
[ Andexler, Todd W | Todd Wy Andexler Field Tech Operator SEMO EMSC
7 Anding, Miguel & | Miguel A Apding Facilties Tech Aclinin Sves Addniniztration
g Andres, Denize &  |Denize A Andres hgr Of District Records Records Managetne| Administration
g Andrewws, Brian 5 | Brian 5 Andrewes WP Operator Easterly Oper Easterly
10 | &ndrulis, Stacy K | Stacy K Andrulis Admin &zst Mairt Svcs EMSC
11 | &nielski, Brian S Brian S Ariglzki Plt Ltil Maint Person Westerly Maint Westerly
12 | Anielski, Jonathan | Jonathan Apielzki Plt bairt Mo - Mechanical Easterly haint Easterly
15 | Appel, Mark S Mark s Appel WP Operatar C-1 Southerly Oper Southerly
14 | &rnold, Marc harc Arnold Security Officer Safety & Security | Southerly
15 | Arpidone, Charles W Charles Wy Arpidone Electrical Inst Tech Southerly Maint Southerly
16 | &rrington-Ferguson| &ve Maria Arrington-Ferg| IT Project Mar Il Project Svcs Administration
17 | &rth, Kevin T Kevin T Arth Shift hgr Easterly Oper Easterly
15 |&uber, Robert J Robert J Auber Const Super IV Sewver Const Coventry Rd Trailer
19 | &ugusting, John John Augustine A==t Supt Westerly Cper Westerly
20 | Austing Lea R Lea R Astin Eldg Suprer Mairt Sves EMZC
21 | &Azzardi, Ronald J | Ronald J Azzardi WP Operatar C-2 Westerly Oper Westerly
22 |Bahiak, Zenio Zenio Babiak Plt Ltil Mairt Person Southerly Maint Southerly
25 | Baginski, Raymond § Raymand E Baginski Instrument Tech Southerly Maint Southerly
24 |Bagwell Dianet | Diane ] Bagpevell Aclmin Azst Admin Svos Aclministration
25 | Baldwin, Gregory E|Gregory E Baldwin WP Operator C-1 Southerly Oper Southerly
25 |Balzon, Roszaling Roszaling Balzon HRMS Application Analyst Hutnan Rezources | Administration
27 | Baranowski, John M John ] Baranowwski | LHil Maint Tech Southerly Maint Southerly
25 |Barnhil, Robert L |Robert L Barnhil Human Resources Assocll |Human Resources | Administration

Worksheets: contain the information to analyze. Each worksheet contained in
a workbook is a separate query. When opening an existing worksheet,
Discoverer will re-query the database for current data.

End User Layer: is what tells Discoverer which business areas to access.
This layer is maintained by the server administrator for each location.
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3 Workbook Wizard - Step 2 of 5: Select Items

To add items to your worksheet, select them fram the Available list and move them to the Selected list.

Available Selected |g: '|

[ttems [ Conditions | Caleulations |

List | & HR_HUMAN_RESOURCES - |§

B Neo Qualifications 1 =
B0 Meo randomemployees =
B0 Meo emp eeod listy

{7 peo emp eeod terminated
EHCD Meo eeod by gender

&0 Neo eeod by be all

=1 NEQ BC Gender Counts
B Mea avy 10s by bo

{1 Meo Additional Person Info
=0 Neo eeod headont

[

£ Meo eeod by bc
N .

Ul

[ren~ ]

Hurman Resources (View All)

Help Properties.. || ShowsSaL. ||  <Back | Med- ||  Enish ||  Cancel

Business Areas: are the collections of folders that contain information with a
common business purpose and includes the tables and items in the Oracle
database.

Folders: are the second level of information in Discoverer and are groups of
related information. Folders are tied to the database tables that make up the
Oracle database.

Iltems: are the third level of information in Discoverer. Each item is tied to a
specific type of information or field within a table. Items are grouped within
folders.

Calculations: are custom fields that are not included in the database but are
commonly used in report. The Discoverer administrator can predefine these and
add them to the correct folder. The calculations also can be created at the site by
the user.

Conditions: are filters that control what data is retrieved into the report. The
user can define these conditions or if available, use a preset condition that the
Discoverer administrator created.

Northeast Ohio Regional Sewer District P Page 7 of 60
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Page Items: are a special item that groups like data into a page format. To
change the page, select the different item from the drop down list. The page will
change within that worksheet.

Rows: are the next level of information and represent all of the information
about one item in the database. .

Query: is the search that retrieves data from the HRMS database according to
the criteria specified. The query returns the information in a workbook on a
tabbed page called a sheet. A workbook can have as many sheets as necessary
to obtain the information required. A workbook must contain at least one sheet.
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3. Starting Up

When first starting Discoverer, there are a few things that might have to set up.

e Launch the web browser.
e Access the web address the Discoverer administrator provides.

(http://discover1.neorsd.com?7777/discover/plus)

e Then the Connect to Discoverer Plus screen appears with a connection
line showing the connection you just created. Click on the Connection
name you created.

e The Connect to Oracle Discoverer dialog appears. Type in the password
to the log in account you created in the previous steps. Then click on the
Connect button.

OoORACLE Discoverer Plus

Connect to OracleBl Discoverer
zlcome to CracleBl Discoverer.

Connect Directly
Enter yvour connection details below to connect directly to OracleBl Discoverer.

* |ndicates required field.
Connect To | Oracle Applications w
* ser Name |[User MName
* Password sesessssss
* Database |Train
End User Laver
Responsibility

Locale | Locale retrieved from browssr

Go |
Exit | Help
Copyright (22000, 2005 Cracle Corporation. All rights reserved.
bout OracleBl Discoverer “ersion 10.1.2.54.25
Oracle Technology Metwoark
Northeast Ohio Regional Sewer District P Page 9 of 60
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ORACLE" Discoverer Plus

Business Intelligence
= —=———=——=———————————=—=—===—m=w=====~\\
Account Details: Select Responsibility

More than one Responsibility exists for the account you have chosen. Please select the one you wish to use below.

Responsibility
Select a Responsibility.
Locale Locale retrieved from browser

Database User Name herbertc
Database Train
Connection Type APPS
Responsibility | iRecruitment Employee Candidate

Exit | Help

Copyright (c)2000, 2005 Oracle Corparation. All rights resenved.
About OracleBl Discoverer Yersion 10.1.2 54,26
Oracle Technology Metwork
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4. Setting Options

b | BALSONR.Supervisor List - OracleBl Discoverer - Microsoft Internet Explorer provided b

File Edit “iew Format Help
Z z === 5 @,
XY B BE R %.E.V.F B
b s 0w BB &

Available ltems: Sort..

=+ @ 7 Conditions Dou

L £ %% gV oo

Calculations..

r tems |’ Canditions Ca Percentanges. .

List: | € HR_HUMAN_RES Totals...

Parameters... uill Matne ¥ First Mame| F Middle Name F Ly
= =, Bob L Bob L Lclkir
H a1, htark hark Ay
H Refresh Sheet ander, Freelon | Freelon hl Alexg
e | v Auto Refresh =, Gina Gina ¥ lice:
H Retrieve All Rows r=zon, Rayimong Raymaond C Ande
-ﬂ Show SQL... <ler, Todd W | Todd Wy Ande
= Manage Waorkbooks... po, Miguel £ | Miguel - Andir
H ez, Denise & |Denise A Andr
Brian S | Bri s Andri
-H Meo Additional Persd T T E\_'VS' riEn ran ner
D Lptans... uliz, Stacy K | Stacy 18 A
D |Changes Optiong gk, Brian = Brian = Aniel
12 | Anielski, Jonathan | Jonathan Aniel:
=0 o PR = =

Select the default options for all the workbooks by selecting Tool/Options from
the menu.

This will open an Options Dialog box. The following tabs are available:
e General

Query Governor

Sheet

Formats

Advanced

EUL

Northeast Ohio Regional Sewer District P Page 11 of 60
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Select the General Tab:

3 Options

fGeneraI rQueanvernnr rSheet anrmats rAdvanced |/EUL |

Wiorkbooks

After opening a workhook:
( _. Bun guery automatically
Don't run guery (eave sheet ermpty)
() Ask far confirmation
Wiorkbooks in recently used list. |0 = entries

Scheduled YWorkhooks

Don't show the new results window after initial connection
D Don't show expired results on exit, delete results automatically

Wiizards

Show wizard graphics

Measurement unit

Measurement unit forworkbooks: |Pixels -

| Help | | [a]34 J| Cancel|

This is where the default settings for opening and executing the query are set.
The choices are as follows:

e Run query automatically — retrieves data specified by the worksheet as
soon as the workbook or select the worksheet is opened.

e Don’t run query (leave sheet empty) - retrieves the workbook, but it
does not contain any data. Reason for this option is to select different
worksheet than the default one without waiting for the report to execute.

e Ask for confirmation — This is the default setting. Once the workbook
opens, a dialog box appears asking to run the query for the first sheet.

Scheduled Workbooks:

e Don’t show the new results window after initial connection — prevents
the new data from appearing in a results window.

e Don’t show expired results on exit, delete results automatically —
deletes the results upon exiting Discoverer.

e Show wizard graphics — This selects or deselects the graphics on the
wizards. When all options on all tabs have been set select OK.

Northeast Ohio Regional Sewer District P Page 12 of 60
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Select the Query Governor Tab:

The Query Governor options reduce the time it takes to execute a query. This tab
is divided into two parts, the Summary Data and the Query Governor.

The Summary data section allows the default setting for utilizing summary data.
The choices are:

a Options

[' General r Query Governor | Sheet | Formats rAdvanced rEUL |

Summary Data

Summary data can be set up by yvour Discoverer manadger to improve perfarmance,
Withen doyouwantto use summary data?

(3) Always, when available

| Only when summary data is not out of date (stale)

() Mever

Query Governor

Warn me if predicted guerny time exceeds: |1:00

(5 minssecs
Brevent gueries from running Inngerthan:W:;: mins secs
Limit retrieved guery data to: ’Wﬂ:?l oS
Betrieve data incrementally in groups of: m oS
Cancel listofvalues retrieval after: 015 :%; mins.secs
Help Ok J | Cancel

e Always, when available — selecting this option tells Discoverer that the
data is not time sensitive. It will always use the Summary Tables.

e Only when summary data is not out of date (stale) — Select this option
when the data is time sensitive. The user specifies the number of days
from the last update of the summary tables.

e Never — Selecting this option retrieves current data every time the report
is ran.

Selecting the options for the Query Governor Data

e Warn me if predicted query time exceeds — When retrieving data for a
worksheet, Discoverer estimates the query completion time. Select this
option to see a warning message if the query will take a long time to
execute. This message will only appear if the query will exceed the time
specified.

Northeast Ohio Regional Sewer District P Page 13 of 60
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Prevent queries from running longer than — This option selects the run
time for the query. If it exceeds the specified time, the query will cancel.
Limit retrieved query data to — This option controls the maximum
number of rows to return. A message will display if not all rows are
retrieved to inform the possibility that incomplete data is displayed.
Retrieve data incrementally in groups of — This option allows
Discoverer to bring back data quicker from very large tables. The default
setting is 250 rows. What it does is bring back the data in smaller bits
instead of waiting for it to compile all the data.

Cancel list-of-values retrieval after — The setting controls the maximum
time it takes to retrieve the list of values.

Select OK if there are no more options that require setting.

Select the Sheet Format Tab

3 Options

Tahle headers

fGeneraI raueanvemnr rSheet anrmats r.v'-\dvanced |/EUL |

Example

Show colurnn headings

Column width: | Use default width '|

Crosstab headers

[] Shaw row numbers

[ ] Show itern lahels

Crogstab style: |Outline v|

Tahle and crosstah data area

[] Show heading gridlines

Show vertical gridlines
Show harizontal gridlines

Gridline color: |E|

Sheet content

Show title Show text ares
Show null values as: NULL IEI

Tahle

Table Title

Columni

Columnz

Column3

a1

32

10

50

65

19

4

i

240

a1

73

12

Crosstab

Table Text Area

Crozstab Title

,_ Column1  Column2

105

17

a1

32

10

65

44

i

Crosstab Text Area

Help

]34 J | Cancel

This tab allows for display format of the crosstab or table. NOTE: Changes made
to this tab affects current sheet and future sheets.

Select OK if there are no more options that require setting.

Northeast Ohio Regional Sewer District
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Select Default Format tab

Options

rGeneraI rQuewGovernor |/Sheet | Formats ]/Advanced |’EUL|

X

Mame Format Sample
figza Bbb oo

Heading Format B Bb Coe

Total Format bz Bbb oz

| Change... ‘

Reset ‘

Title Double-click here to edit the title
Text Area Couble-click here to edit the text area
Help | (0]%4 J | Cancel

Select the default setting for the following items:

e Data Format
e Heading Format
e Total Format

Highlight the setting that requires formatting. The example box shows a sample.
Select the change button to see a list of format options, make required changes,

and select OK.
Repeat for each default setting that require changing.

Select OK if there are no more options that require setting.

Northeast Ohio Regional Sewer District
Information Technology Department
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Select the Advanced Tab

Options g

rGeneraI rQuewGovernor |/Sheet |/F0rmats rAdvanced |’EUL |

Altomatic Querying

Discoverar automatically queries the database when yvou make changes to vour sheet and the results are naot
it the Discoverer Server cache. You can disahle automatic guerying fram the datahase. To query manually,
use the "Refresh Sheet' command.

D Cizable automatic querving from database {only use cached results)

Joins

Discoverer detects and prevents certain gueries that could return ambiguous results. This automatic
detection can be disabled if you wish to see such data. See "Ahout fan traps” in the online Help for more detail.

D Disable fan-trap detection

Discoverer asks you to resolve multiple join paths hetween two or mare folders. You can disable this feature,
hutthis may result in incarrect data.

D Cizable multiple join path detection

Dizcoverer can show all joins in awailable folders. Discoverer can also show the joins connecting the selected
folders of a worksheet.

[ ] ghow Joins

| Help | | [0]54 J| Canu:el|

This tab is for the Discoverer administrator. Do not make changes here without
the Discoverer administrator assistance.

Northeast Ohio Regional Sewer District P Page 16 of 60
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Select EUL tab

Options g

fGeneraI rQueanvernnr rSheet anrmats rAdvanced |/EUL |

End User Layer Access

You have access to mare than one End User Layer (EUL). An ELUL is a collection of tables in the database that
controls your ahility to create and use workbooks. Please contact your Discoverer rmanager if you need help.

You can select a default EUL for Discoverer to use each time you create a new connection to your database.

Selecta default ELL: | WOETIH_EUL -

Help [a]34 J| Cancel

This tab tells Discoverer which End User Layer (EUL) to use. The Discoverer
administrator will provide the proper EUL name. To select a different EUL, select
the arrow next to the EUL name and choose the correct EUL from the list.
Remember once the EUL is changed Discoverer needs to reconnect to the
database. To reconnect Discoverer to the database, select from the file menu
Connect to Database.

Select OK

Northeast Ohio Regional Sewer District P Page 17 of 60
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5. Chapter 1 — Getting Started
5.1 Creating a Workbook

Creating a new Workbook or Worksheet using the Workbook Wizard is the
quickest way to create a query.

When Discoverer a start, the first screen shown is the Workbook Wizard, select
either create a new workbook or open an existing workbook. Select the “Create
a new workbook” icon. To start a new workbook from the menu, select the File
Menu and then select the “New” option or by selecting the New Workbook toolbar
button.

| Creates a new wiarkbook i.,trI—O

2 Workbook Wizard - Step 1 of 5: Worksheet Layout

Selectthe ohjects to display in the warksheet

[v] Title Exarnple:

Page Items I - = = v||
() Crogstah  (9) Tahle

v Graph

Placement: | Graph below Table v|

| Help | | Mext = | | Einish | | Cancel |

Once a new workbook as been selected, there will be prompts to select the
display types for the results.
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The four options are:

e Table — displays data in columns with headings. Each column is a column
item.

e Cross tab — displays data in a crosstab format with values running across
the top and down left side, at the intersection of the row and column is the
sum or the average.

Once the format is selected, select on the Next button.

Northeast Ohio Regional Sewer District P Page 19 of 60
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5.2 Selecting Items for the Workbook

The second step of the Workbook Wizard is used to select the items for the
report. Select the items from the available folders list. The wizard utilizes the
following symbols:
e A plus sign shows there is another level in the structure that is not shown
but can be.
e A minus sign indicates that the lower level is displayed.
e The absence of a sign indicates there is not another level.

The items with the plus sign have children of the object. To open that child,
select on the plus sign or double select the object name. Drag and drop the
selected items, or highlight them then select the right arrow. If there are multiple
items needed for the report, hold down the [Ctrl] key, select all the required items
release the [Ctrl] key then select the right arrow. After all items are selected for
the report, run the query by selecting the Finish button, or continue using the
Wizard to refine the query by selecting the Next button.

Workbook Wizard - Step 2 of 5: Select Items @

To add items to yourworksheet, selectthem from the Available list and move them to the Selected list.

auailable Seletted |5= ~|

fltems rCDnditions rCaIcuIations |

List | & HR_HUMAN_RESOURCES - |§|

=0 Neo Qualifications 1

D Meo randamemployees
B Meo emp eeod listy
D Meo emp eeod terminated
=1 Neo eeod by gender
D Meo eeod b be all
&0 NEO BC Gender Counts
[

[E

[

[E

[

71l Meo avy los by bc

=1 Neo Additional Persan Info
=) Neo esod headent

1.1 Meo esod by he

1]

=
| tewr |
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5.3 Adding Items to the Workbook

The Available list shows all of the items in the Business Areas. To include an
item in the query:
e Select the Business Area to work with.
e Select the folder that contains the item needed.
e Select the item and press the arrow key to move the item into the selected
column.

Select multiple items by holding down the Ctrl key.

5.4 Arranging Items in the Workbook

The third step in the Workbook Wizard enables rearrangement the items in a
query, suppress the duplicate data, and convert a table or crosstab to a page-
detail layout.

To change the position of any axis item on the worksheet, drag the item to the
correct position on the worksheet. To change the display type to a Page-Detail
Table, select on the “Show Page Items” check box at the top of the query. This
displays the “Page Items” field. Drag an item from the detail axis to the page axis
and change the output to a Page Detail Layout. If the display type is a Page
Detail Layout and you wish to change it to a single table, drag the items from the
page axis to the detail axis.

Workbook Wizard - Step 3 of 5: Table Layout gl
To change the layout of information in vour worksheet, click and drag the column headings to the location you want. To
change format settings, click the ‘Properties..." button.

Show Page ltems ["] Hide Duplicate Rows
Page Iterms:
|
.
13 |
3
5 |
5 |
7
e |
19|
110 |
111
NEN
113 |
114 |
[ Help | | Properties.. || showsar. || <Back || mMext= || Finish [ cancel |
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To move a column to another location just select and drag it to the desired
location.

The other option in this third step is to hide any duplicate rows. By selecting the
“‘Hide Duplicate Rows” box in the upper right hand side of the window, only a
single row for the items that have duplicates in the database will show.

5.5 Renaming a Worksheet

Open the workbook that contains the worksheet to be renamed. Do one of the
following:
e Double-select the tab at the bottom of the worksheet.
e Select Sheet/Rename from the menu Either choice will bring up a dialog
box to rename the Worksheet. Type in the new name and select OK.

5.6 Running the Worksheet

With the items selected for the query, either run the query by selecting the Finish
button, or continue the Workbook Wizard for additional help in customizing the
data on the workbook.

When complete select the Finish button, the report will run. The results window
will appear; this shows the data that was retrieved for the query.

‘3 BALSONR.Supervisor List - OracleBl Discoverer - Microsoft Internet Explorer provided by ITDepartment
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5.6 Editing the Worksheet after Running

After running the query, to edit, add or remove items from the worksheet do one
of the following.

Removing items from worksheet select the item to remove, and then select
Edit/Delete from the menu. Or select the edit sheet icon, simply select the item to
delete from the Selected Items list and select the Left Arrow button.

Adding items to the worksheet select the Edit Sheet icon from the toolbar or
select Sheet/Edit Sheet from the menu. Either one returns starts the wizard, then
select the item or items from the Available List. Select the Right Arrow button or
drag the item to the Selected List.
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A Edit Worksheet g

fWurksheetLayout rSeIectItems rTabIe Layout rSDrt rParameters |

To add items to your warksheet, select them from the Availahle list and move them to the Selected list.
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r lterns r Conditions r Calculations | F::l AFFUll_Mame
-Lgh First_Mame
List: | HR_HUMAN_RESOURCES -| L Widde, Name
=l = -Lg Last_Name
&Il a [ Johd$.Job_Title
=l 3 || Leh organization
=l < -Lgh Location
=8 | -Lgn Supervisor_Full_Name
| - { Ernployment_Category LIKE '%Regular’ OR Em
=
el
&0 Neo Additional Person Infa
= L
— z . i y
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Each of these will be covered in later chapters.
Adding a Description to a Report Title

Once the report has been saved. Select the File/Manage Workbooks/Properties
from the menu. Enter the desired description in the description block. Then click
the save button.
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3 Workbook Properties

MName: |Super\risanist

Qwiner: |BALSONR

Ciate Modified: |ru1ay 26, 2009 219 PM

|
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Date Created: |Aug 27, 2007 1:55 PM |
|
|
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5.7 Opening a Previously Created Workbook

To open a workbook that has been saved to the database, choose one of the
following:
e Select “Open an existing workbook” option, in the Wizard.
e _Select File/Open from the menu.
e Select the Open Workbook icon from the toolbar.
e A dialog box will appear with the following two choices: either to open a
workbook from the database or open a scheduled workbook.
e Database Dialog shows the list of workbooks that have been saved to the
database and are available to run.
e Scheduled Dialog show the list of reports that have already run and are
now available to view. A scheduled workbook will be covered in more

detail later.
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3 Open Workbook from Database

Choose a target woarksheet by brovwsing available workbooks and selecting a worksheet

Wi |AII Workhooks '| |%| hd | MName contains: | | Clear |
Wiinrkhooks:
Hame Owyner Modified
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Description
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Help Dpen J| Cancel

Select the workbook from the appropriate list and select Open. The workbook will
open. A query execution progress dialog box will appear showing the estimated
loading time for the first sheet.

In Discoverer, there are options that can be set, which limit the time allotted to
open the worksheet. If the query will take longer than the set limit a dialog box
will open to continue select one of the following:

e Select Yes. The query runs and fills the worksheet with the most recent
data.

e Select No. The worksheet opens but contains no data. Select No to see a
different
worksheet from the first one. Just select the worksheet tab required from
the bottom of the window.

Then select Sheet/Refresh Sheet from the menu to retrieve the data for that
sheet.
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5.8 Scheduled Workbooks

Workbooks can be scheduled to run at a specific time. An example of this might
be a weekly inventory report, which is required to run every Thursday evening, so
that the current inventory is shown, so the inventory that requires replenishment
can be ordered on Friday. The Discoverer Administrator can set the schedule for
this report to run. If the Discoverer Administrator has granted the appropriate
privileges to schedule the workbook, the report writer could schedule these to
run. Other reasons to schedule a workbook to run:

e The workbook will take a long time to run.
e The workbook is required to run on a reoccurring basis.

Since the scheduled report runs on the server, not on the local personnel
computer, the local computer does not need to be on. The results of the report
will be saved on the server and be available to upon log in to Discoverer.

Note: The worksheets in a scheduled workbook contain data that was derived
specifically for that report. Work with the data in a normal manner. A reminder
message will appear if there are changes to the data that states the new data is
not the same as the old data.

5.9 Saving a Workbook

There are several options to save a workbook but it depends on whether the
privileges granted.

e The owner of the workbook, with the correct privileges, can save the
workbook and the changes by selecting the Save icon or by selecting from
the menu, File/Save.

e Ifitis a shared workbook, use the Save As command to save the
workbook using a different name, provided the correct privileges have
been granted.

e |If the privileges to save the workbook have not been granted, the
workbook can be viewed and edited but the changes cannot be saved.

e To save a workbook, select one of the following:

e Select File/Save, the workbook is saved and remains open.

o Select File/Close, the workbook will close if no changes were made. If
changes were made a dialog box will appear prompting that the changes
be saved.

e Select File/Save As, a dialog box will appear prompting for a new name
for the workbook. Once the new name is entered, select Save. Select
Cancel, and the workbook will remain open without saving any changes
made.
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5.10 Refreshing Data in a Workbook

The data in the worksheet is a result of querying the database at a certain time.
To refresh the data, re-query the database. By refreshing the data, it ensures that
the data being viewed is up-to-date.

To refresh data in a worksheet, select Sheet/Refresh Sheet or the Refresh icon
on the toolbar, the data displayed then would be based on current data.
Deleting a Workbook

File Edit “iew Format Toaols Help
LV8SaA& .DMM nHE B % £.%.3 &

B £ U = 4Refresh y 120 %Y @.T’g}. B B

Available ltems:

tbenm% &V /760

rltems rCDnditions rCaIcuIations |
Fage ltems: I Eudget center:
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Double-click here to edit the title

| e Lo it | btatee oiing | Ernn it 2l | Etteie qricin

If a workbook needs to permanently remove from the database, it can be deleted.

Note: The user must have the correct database privileges to delete a workbook.
Also, if the workbook is a shared workbook, it cannot be deleted unless the user
is the owner of it.

To delete a workbook, select Tools/ Manage Workbooks/Delete. A dialog box will
appear to show all the workbooks on the database that the user owns. Select the
one to delete, and then select the Delete button.
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3 Manage Workbooks @
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6. Chapter 2 — Customizing the Query

6.1 Formatting Data, Headings and Totals

Formatting the data in the worksheet can be accomplished by applying a format
mask that was previously defined by the administrator or the user can define a
format. To accomplish this, select the Edit Sheet toolbar icon. Select the Default
Format tab. Select the item or items that require the format changed, and then
select the Change button. Then select the text or number tab. The format
categories that will be available will depend on the type data that has been
selected to format. To reset everything back to the original settings, select Reset.

File Edit View Format Tools Help
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6.2 Sorting Data

By sorting the data, it is arranged either numerically or alphabetically. The sort
can be either “low to high” (ascending) or “high to low” (descending) order.
Sorting helps in the process of analyzing the data.

Simple Table Sorting
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Hidden to hide a sorted column in the worksheet.
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Select the Edit Sheet icon from the tool bar or select the menu item Tools and
select sort. This will open the Edit Worksheet dialog box to the Sort Tab. If there
are no sort options shown, select the Add button; select the column to sort by
clicking the black down arrow to all columns available.

Select the direction drop-down list to select sort order, low to high or high to low.
Group Sorting will be covered later in this chapter. The Hidden check box will
hide the column that is being sorted; i.e., when sorting issues by the month; by
checking the box to hide the month column it will make the column not show on
the report. Then select OK.

To further sort the report, repeat the above steps until the report is completely
sorted.

6.3 Group Sorting

NOTE: Remember a Group Sort can be applied on a table worksheet but not on
a cross tab worksheet.

Edit Worksheet @

[ wirksheet Layout | Selectiterns | Table Lavout | Sort | Paramsters |

Click Add and then select a column to sort. Select the Group sorttype to hide repeated cell values in a column. Check
Hidden to hide a sorted column in the worksheet.

J Colurmn Direction | Sort Type |Hidden| |
Iilg’g%Full_Name vLuwtuHigh'“Nurmal '[ |:| | Delete |

Mormal

Format...

add |

Sort by

| Help | | Properties... || Show SAL... H Ok J| Cancel |

The steps involved in applying a group sort is similar to the simple sort, except
this time select Group Sort on the sort dialog box.
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7. Chapter 3— Query Conditions

7.1 Filtering the Data or Setting Conditions

Oracle Discoverer uses conditions, which are filters that are placed on an item to
limit the number of rows that are retrieving from the database.

There are two types of conditions that can be applied. The first is the
administrator-defined condition. This is one that the Discoverer Administrator has
set up as a condition that would be used frequently. The second type is user
defined, created by the user to apply to the workbook or worksheet.

7.2 Adding Conditions to a New Workbook

When creating a new report, step five of the wizard is where any conditions are
applied to obtain the data required.

File Edit Wiew Format EEE Help
LA AL K- HE B % & . %. 8 B &
- ,v&nn& B.E. @?&%

[

Available ltems:

— 2, Conditions
e nYe w Conditions...
Caleulatinn .
P JFiIters data that matches specified criteria |

| Budget center:

Double-click here to edit the title

ltems | Conditions | Ca

Totals...
w1 4, [=1M1¥1 ] bl [=1M1¥1 ] T aunt O kg ] Lt ricii ]

List | £ HR_HUMAN_RES

3 Edit Worksheet g‘

rWDrksheetLaynut rSeIect lterms rTahIe Layout | Sort rParameterS |

To add iterns to your worksheet, select them from the Available list and move them to the Selected list.
Availahle Selected =~
[(fems | condiions | Galculations ~Leh ABFUIl_Name
IR | (T ~Lgh First_Mame
B Eme L Middle_MName
EMEF My Conditions -Lgh Last_Mame
L W [ Employment_Category LIKE "%Regular ---L_g'ﬁ Johd§dob_Title
-Lgh Organization
< -Lgh Location
-Lgh Supenisor_Full_Narme
-5 { Employment_Category LIKE "Regular' OR Em
1] it | [» ] i [»
Mew * |
| Help | | Broperies... | [ Show SQL.. ] [ 6] j [ Cancel ]
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If your Discoverer Administrator has any Predefined Conditions, they will show
up in a list in the center of the dialog box. To create a new condition, select the
New button. A New Condition Dialog box will appear.

3 Edit Worksheet

[ WiorksheetLayout | Selectiterns | Table Layout || Sort | Parameters

To add items to vour worksheet, select them from the Availahle list and move them to the Selected list.

Available Selected =

[ ttems | conditions | Calsulations ~Lgy ABFUI_Name
L'?g First_Mame

-Lgh Middle_Mame
EHEF My Conditions -Lgh Last_Mame

i---J? {Employment_Category LIKE "% Regular ---|__Q:, Jobd$Job_Title
3 L'?g arganization

List: | 3 All tems -

< -Lgh Location
~Lgh Supervisor_Full_Name
-5 (Employment_Category LIKE ‘% Regular’ OR Em

<] s I

N

@ M Calculation. ..

Help %. New Percentage... | [ snowsaL. || ok || cane

o Mew Total...

1 o clolici =] Ic Lininm 4 A 1 prympm 1 el

What would you like to name your condition?

| | Generate name automatically

What description would you like to give your condition?

Formula

ltem | Condition | Yalues

] BE | M (e

egular' OR Em|

Casze-sensitive

This condition is located in the workbook 'Supervisor List'.

Help E oK ” Cancel ]

Mo description availahle

Help Praperties... Show SGL.. oK Cancel
| Hen | | | I )|
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The check box beside Generate name automatically is checked by default; this
option will name the condition automatically. The next block in the dialog box is a
description block where the new condition is described. Then under the Item
column, select the item to apply the condition to. Select the operator for the
condition. Then assign it a value. Then select Ok.

Selecting a predefined condition

The Discoverer Administrator can define two types of conditions: mandatory and
optional.

e A mandatory condition will be automatically applied when that item is
selected to be included in the report.

e An optional condition appears in the item selector as an icon. The user
selects to use it or not.

To select a condition for a worksheet, select the Condition Tab. A list of

predefined conditions will be displayed. Select the condition to apply. Then select
the Edit button to see the condition. An Edit Condition dialog box will appear.

F% &Y 7
onditions | Calculation .

[ Worksheet Layout | Selectitems | Table Layout

| DU G ITTY TToT o T T Ol O T L

Sort Farameters

R_HUMAN_RESOUR... ~

To add items to your worksheet, select thern from the Available list and move them to the Selected list.

Aailable Selected

~Lgh ABFUI_Name
-Lgn First_Marme
-Lgn Middle_Mame
-Lgn Last_Marme
L gh JobdFob_Title
G‘g Organization

fltems roond\tions rCaIcuIatmns

List. | 3 Al e =

EHGEF My Conditions
L N Employment_Categary LIKE “%Regular

Additional Persan Info

G‘g Location
Edit Conditi |:|7'3 Supenisor_Full_Marme
it Condition { Employment_Category LIKE "%Regular' OR Em
‘What would you like to name your condition?
|an LIKE "“%Regulary OR (Employment_Category LIKE 'Reduce%’))| Generate name automatically
‘What description would you like to give your condition?
| | ] G [ [»
Formula | Dalel ‘
Click one of the Insert buttons to create new items or conditions. Shift-click to select multiple items, or
drag items to reorder.
i — || showsaL. @ | ok || cancel
H Group | ftem [ conition Insert ¥
] " 1 - WP Operator C-1 Southerly Cper Southerly
-—1'Asg_Deta\Is.Emponment_Categury" LIKE | "%E | Mew ltarm | - —
l oR = HRMS Application Analyst Human Resources [ Administration
=” — And i i
-—1' %5g_Details Employment_Categary ‘ ~JLIKE v | Rels | = | 1|t Mt Tech Southerly Maint | Southerly
] 1 | = s | | ’l | ar | Human Resources Assocll |Human Resources | Administration
| I — — WP Operator Easterly Oper Easterly
[ ] Case-sensitive fEmployment_Category LIKE “Regular) OF (Employment_Categary LIKE Ciectioal et Tedh Sotherts Wart T
Reducett) | Toe | ectrical Inst TecH outherly M outherly
d — Plt hairt Mar - Mechanical Southerly hisint Southerly
Secretary Southerly Southetly
. . . : n Mg Of IT Project Mot Swes | | Project Sves Adrinistration
This condition is located in the workbook 'Supervisor List. o i o !
Myt Of Fleet Svos Fleet Sves EMSC
Eng Program higr Eng & Const Adminiztration
| Help | | QK J | Cancel
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If everything is correct, then select OK. If not make the applicable changes, then
select OK.

7.3 Adding a condition from the Toolbar

To add a condition from the toolbar, select the condition icon. The Edit worksheet
dialog box will open to the condition tab. Proceed as described above.

Condition lcon

File Edit Wiew Format Tools Help
RVOSAQ B. DM 9 08 = % % &V 88
B:u =s==8% » % B B ®§Nwcrmdmn)
Ayailable terms:
Doub
e n% &V /ol
fltems rCnnditinns rCaIcuIations |
- Pange ltems:
List | £ HR_HUMAN_RESOUR.. || % | | . . . .

7.4 Prompting for Data

In Discoverer, the user prompts are called Parameters, which can be set in step
ten of the wizard. Select the New button to create a new parameter.

File Edit Yiew Format BGWIEN Help
= )
Rv@od@ hE B % .03 88
b 0N BB Bk
Available tems: Sor...
- Double-click
- ) iti
-1-' = ya} /C:‘r @} V Canditions...
calculations...
lterns | Conditions | Ca Percentages...
r ’/ ’/_ ;tl | I Budget center:
List | ) HR_HUMAN_RES e e e
e [ arameters. Is SLIM | Males SLIM | Ermp count SUM | Ethnic arigin
=l
-Ij Creates and changes parameters}
-Ij Refresh Shest
H W Nutn Bofroch
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![ A Edit Worksheet

|
| | WorksheetLayout [ Selestitems | Table Layout | Sort | Pararneters |
[}
Create a parameter to prompt users to select or type a value. Click hew to create a new parameter. To change the
current value of a parameter, select Parameter Values...' from the Tools menu.
Available parameters:
K=V
Click Meww to create a new parameter.
Description
Mo description available
| | Help | | Properties.. | | Show SGL.. | | QK | | Cancel |
0

The New Parameter dialog box will open. Answer the questions; select the item
on which to set the parameter. Select the operator for the condition. Remember
to use wildcards the operator has to be “like.” Once all the questions are
answered, select OK.

3 New Parameter

What do you want to name this parameter? What properties do you want to give this parameter?

|| | Require users to enter a value

Which item dao you want to base this parameter on? LRI Sl T (Wl

|Lgh Full_Mame ~|

What default value da you wantto give this parameter?

Create condition with aperator; |= vl

||

Conditian; |V (Full_Mame = Full_Mame Parameter) |

Do you want to filter the list of values for this parameter?

What prompt do you wantto show for this parameter?

What description do you want to show for this parameter?

Do you want to allow different parameter values for each worksheet?

(3) Allow only one set of parameter values far all worksheets.

':'." Allowe different parameter values for each warksheet,

| Help | [ ok J[ cancel |
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The wizard will open again; to create more parameters, repeat the above steps
until all of the required parameters are done.

N Edit Worksheet

[ wyorksheet Layout | Selectitems | Table Layout | Sornt | Parameters |
Create a parameter to prompt users to select or type a value. Click Mew to create a new parameter. To change the
currentvalue of a parameter, select 'Parameter Yalues...' from the Tools menu.
Available parameters:
Order| Mame | Mew. .. |
£ Hire date: Month Pararneter 1 T
1 £ Hire date: Month Paramete | Edit.. |
| Delete |
Description
Mo description available
| Help | | Fropedies... | | Show SCIL. . | | (0] 4 J | Zancel |

To change a parameter, select the Edit button, the Parameter dialog box will
open and the required changes can be made..

The Delete button will delete the parameter that is highlighted.

If there is more than one parameter, then the Move Up or Move Down buttons
will be available to set the order of the parameters. Once all required parameters
are completed, select the Finish button. Then the Edit Parameter Values Dialog
box appears. This is where the parameter questions are answered. Notice that
the description of parameter is listed below the parameter. Select OK to run the
report once the questions are answered.

3 Edit Parameter gl

What do yvou want o name this parameter? VWhat properies do you want to give this parameter?

| [v] Require users to enter a value

Enable users ta select multiple values
This parameter is based on the item named:

|Neu eeod all"Hire date: Month” |

what default value do you want to give this parameter?

what prompt do you want to show for this parameter?

[[%

|Enter abhreviation for Month |

Lo you weant to filker the list of walues for this parameter?
What description do you want to show for this parameter?

Do you want to allow different parameter values for each worksheet?

Is :,_. Allow only one set of parameter values for all worksheets.

{ i ) Allowy different parameter values for each worksheet.

| Help | | (8124 J| Cancel |
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To use the menu, select Tools/Parameters; which will open the Edit Sheet dialog
box to the Parameter tab. From there the process is the same.

Note: If the report is being scheduled to run at a later time, the user will have to

answer the parameters at the time it is being scheduled.

7.7 Calculations

Discoverer has a range of calculations it can perform, common mathematical
functions, and it uses a full range of operators to give required results. A
calculation can be used within another calculation.

Eile Edit “iew Format BOIEN Help
ew@aoa [ BHE B . %. 8. %.-F 8 H
3 ,vLo’nn& E.-Ei @?k}

Available tems: Sort...
_ o -
-!-’ s = /q‘\_ é%_ W Conditions...

lterms | Conditions | Ca Percentages..

Double-click here tqg

= _
gt Calculates data using a farmula |~ |
List | & HR_HUMAN_RES - —
—_——— Parameters... 5 5UM | Males SLUM | Emp caunt SUM | Ethnic arigin
=
=

When adding a condition to an existing worksheet, then from the menu select
Tools/Calculations. Or select the Calculator icon on the toolbar.

Edit Worksheet

[wiorksheet Layout | Selectitems | Table Layout | Sort | Parameters
To add items to your worksheet, select them from the Available list and move them to the Selected list.
Hvailable Selected |&= ~
|/ ltems r Conditions r Calculations Ef': AFFull_Mame
i t-Lgh Jobd$Jab_Title
List | [ All ltemns L5 Location
'C_F‘g My Calculations E;-':, Organization
-1 My Percentages
@ My Totals >
<
Mew * |
| Help | | Properties... | | Show SQL... | | 154 J | Cancel |
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This will open up the Edit Worksheet dialog to the Calculations tab.

The Calculation dialog contains a “View Calculations for” list of value for all the
items available in the worksheet.

3 Edit Worksheet

X

r-Work_SheeT Layout r Select terms r'Table Layout | Sart rParameterS |
To add items to your worksheet, select them from the Axailahle list and move them to the Selected list.
Available Selected E=hd
f fterms r Conditions: r Calculations ~Lgh ASFUI_Name
List (D ATE Lgh Jobd§Job_Title
15t 1L 2ls La Location
L.[gh Organization
Selected Iterms
Lgh ASFUll_Mame
[gh JohdgJob_Title >
e Location L 4
;'3 Organization
Mew * |
Help [ Broperdies... l [ Show SQL.. l [ OK i [ Cancel

Select the new button to create a new calculation.

Edit Worksheet

| rWDrksheet Layout rSeIectltems rTabIe Layaut rSm‘t rParameters

To add items to your worksheet, select them from the Available list and move them to the Selected list.

Available Selected
r lterns r Conditions r Calculations El":l AFFuUll_Mame
t-Lgh JobdgJob_Title
List: [ 3 Al tems ~| s -

E;':, Locatian

PR iy Calculations L[4 Organization
'C??q, My Percentages
LF My Totals >
<
MNew -
YJ} Mew Condition
Eg lculation. ..
E)
i . New Percentage.. Show SQL... ] [ oK | [ Cancel ]
L S S— I
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The New Calculation dialog box will appear. First give the calculation a name.
Then select from the list of values to show either Selected items, Functions, etc.

3 New Calculation

Wiihat do you want to name this caleulation’?

|Ca|cu|atinn1 |

Select iterns and functions from the list on the left and paste them into the calculation.

Sho: | Selected tems v| Calculation:

Lgh Jobd$lab_Title
E;'g Location
E;'g Qrganization

B aste

Description

Employee Full Mame (Last, Title = @ —mn-——ow
First Middle) -- Indexed column ... | + | - | % | ! |%| 4 | ) | Il |

| Insert Formula from Template « |

| Hew |

New Calculation [Z'

What do you want to name this calculation?

|Ca|cu|atinn1 |

Selectitermns and functions from the list on the left and paste them inta the calculation.

Show: | Selected lterns v| Calculatian:

[ St Functions

E Selected ltems
[¢h Lod D) Available ltems
E& ord 0] Calculations

@ Parameters

Paste

Description

Employee Full Mame {Last, Title | @ @ @—-——u"u —
First Middle) — Indexed colurmn ... EErerneeemn

| Insert Farmula fram Template « |

| Help | | Cancel |

There are two ways to enter the calculation: Type the syntax for the calculation in
the calculation field directly or build the calculation by selecting the items from
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the items list and selecting the functions from the functions list, pasting both into
the calculations field. Then select OK to create the calculated item.

3 Edit Worksheet @

| Waorksheet Layout rSeIectItems rTabJe Layout | Sont rParameters |

To add items to your worksheet, select them from the Available list and move them to the Selected list.

tvailable Selected |&= -

((ttems | Gonditions | Calculations BB Fornales SUN

List: | 22 Al - \
& | U EIE L3 Emp count SLIM

+Lgh Ethniic origin

’\'_:Q ty Calculations

Eo,% My Percentages E‘"'Eﬁ Budget center
LA My Totals 3
|T| MName: Budoet center
. Folder: NEQ BC Gender
Counts
Mew |
Mo description available
[ Propedies... l | Show SQL... | [ [6]54 ] | Cancel |

The calculation will appear in the Calculations Dialog box with a checkmark
beside it, which indicates that the calculation is applied to the worksheet. Select
OK in the Calculation dialog box. Then the calculated item will be added to the
report.

7.8 Percentages

Calculating percentages of numbers is a data analysis task. When using the
Percentages feature, specify the data to use to calculate a percentage. This is
done is step 8 of the workbook wizard.

Eile Edit Yiew Format BEEER Help
ev@®Sa [ A= R % &80 B8
b, N BB B

Available ltems: Sort..

- Double-click here
-!-. = ) % @ ?’ Conditions...

Calculations...
lterms | Conditions | Ca Eercentages...

E Eudget center;

Tatals..

List | &) HR_HUMAN_RES
=i

PardCalculates data using percentages les SUM | Emp count SUM | Ethnic arigin
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Edit Worksheet

(Worksheet Layout r Select ltems rTabIe Layout r Sort r Farameters

Available

r tems r Conditions r Calculations

List | D) Al terns ~|

~Cg My Calculations
S 11y

@ ity Totals

Fercent: ;

To add items to your worksheet, select them fram the Available list and move them to the Selected list.

Selected

-Lgh Actual_Termination_Date

-Lgh Full_Mamme

-Lgh Leaving_Reasan

~Lgh Jobd$Job_Title

-Lgh Organization

-Lgh Last_Name

V Actual_TerminatiDn_Date == Term Date From
- Actual_Termination_Date == :Term date To

’ Properties... ” Show SQL.. H (0114 ”

Cancel

2 Edit Worksheet

rWnrksh'eet Layout r Select terns r'l‘-alj[e Layout r Sart r Parameters |

Availahle

fltiams_ r'Cun'diT.ions_ rCaIcuIatinns

List: | L All ftems -]

’\'_:Q My Calculations

W3 My Totals

e 5

To add items to your worksheet, select them from the Available list and move them to the Selected list.

Selected

oog
111
1

-Lgh Actual_Termination_Date

L gl Full_Mame

-Lgh Leaving_Reason

L g Jobd$Job_Title

-L g4 Organization

-Lgh Last_Marne

-5 Actual_Termination_Date == Term Date Fram
- Actual_Termination_Date == Term date To

e ]

Y';r Mew Condition...
£ Mew Calculation...

Help |

# nt | [ snowsaL. |[ ok ][ cancel
2% Mew Total... |
i o e |
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To create a percentage, select the New button.

The New Percentage dialog box opens. The first box in the top left hand corner
of the dialog is where the name for this percentage is applied. Then select from
the drop down list which data point to use for the calculation of the percentage.
Then select whether it will be a grand total percentage or a sum of each change.
Select if this percentage is for all sheets or just this one. On the right side of the
dialog box select whether the grand-total number to show along with the
percentage. There is drop down list of the label choices, select the desired label.
Then select OK.

Percentages can be added to an existing sheet by using the menu
Tools/Percentages. This will open up the Edit sheet dialog box to the percentage
tab. From there the steps are exactly the same.

To edit an existing Percentage, select the Edit Worksheet icon.

Then select the Percentage tab, and select the Edit button

This opens the Edit Percentage dialog box. Make the changes necessary and
select OK.

7.9 Applying Totals

Totals and Sub totals are the result of applying a function, such as an average or
a sum to the values in a column. In the tabular report, the sub total or total
appears below the value in the column used for the calculation. In a crosstab
report, the value can either be displayed below the column or to the right of the
column. In a new worksheet, totals are applied in step 9 of the wizard.

File Edit Wiew Format SEEN Help

XXX Y K B OR%.

A

Available ltems: Sort...

t = % % (5‘ W Conditions...
Calculations...
ltems | Conditions | Ca Bercentages...

Double-click here to e

| Budget center:

Totals...

List: | &) HR_HUMAN_RES
Paranp=t 5 SUM | Males SUM | Emp count SUM | Ethnic origin
=T ) | Totals data

sm

el |

Refresh Shest
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Edit Worksheet

r'u'\forksheet Layout r Select tems rTabIe Layout r Sort r Parameters

To add items to your worksheet, select thermn from the Available list and move therm to the Selected list

Available Selected
[(tems | Conditions | Calculations EIE Organization
i-Lgh Location
List: | L1 Al I A
ist | L3 Al Hems | L ABFUI_Narme
’Fg My Calculations “Lgh Jobd§Job_Title
-5 My Percentages
@ My Totals >
<
I Properties... ] I Show Sail . l [ QK i l Cancel ]

Select the New button. The New total Dialog box will open. Select on the data
point drop down list and select the data point to use for the total.

Edit Worksheet @

f‘:.-"-_mrkshé'et Layout rSeIect ltems rTable Layout [’son-| Parameters |
Tao add items to your warksheet, select therm from the Available list and maove them to the Selectad list,

Availahle

Selected 8= v|

rltem's' r Conditions rCaIcuIations

;---Dﬂ Organization
List: [ 3 Al tems

&L Location
L ASFull_Mame
L[ gh Jobd$Job_Title

’\'_:é Wy Calculations
Ec;‘q, My Percentages

’L':f; My Totals

MNew ~ |

"?, Mew Condition...

%‘é Mew Calculation..
%. Mew Percentage...
—-;f Iewy Total..

| [ showsar. || ok || cancat |
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Select from the drop down list for the type total to display. The options will
change depending on the type data being totaled.

Which e woauld vou like to create a total on? Example
g ASFull_Narme - M| M2 | ot | n2
1| As aat | 10 10
=i = aaz 10 10
g JobdsJob_Title = BB b1 | A0 10
!-_é': Location E bbZ | 10 10
L Organization 5 a0

Where would yau like your total to be shown®?

5 g:'l Lot buttom The example above shows a Sum total calculated from
I Bubtotal at each change in: sample data.

Ly
Wihat label do you want to be shown?

|:| Don't display total for a single row

Cro you want to calculate totals within each page? |C|:|unt |

(@) Calculate totals within each page. Cenerate label automatically | Format Data... |

() Calculate totals across all pages.

Help | QK ” Cancel |

Select location for the total to be displayed.

A Edit Worksheet g

rWDrkSheetLaynut rﬁelectllltgms ]/Tahle Layout r.Sur‘L r Parameters |

To add items to your worksheet, select them from the Available list and move them to the Selected list.

Available Selected (8=~

L_g'g Organization
Location

L ABFUll_Mame
--Lgh Jahd$Jab_Title

fltems- | Conditions | Calculations

List: | L3 Al ems ~

’L:é Wy Calculations

5 ’532, by Percentages B Grand Count for Location
EHEE Wy Totals >
“.v' & Grand Count for Lacation l_
<

New~ || Edt. | Delete |

| Help | | Properties... || Show SQL... || 0]54 ” Cancel |
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Then select OK. To edit the total, select Tools/Totals from the menu. Select the
Edit button.

[
I/

A Edit Total

Withich ternwould you like to create g total on® Example

Lgh Location '| M M2 | ot | n2
1) AA | aat | 10 10

What kind of total do you want? 2] azz | 10 10
3| BB bb1 | 10 10

|fm Count '| 4 bb2 | 10 A

Counts the total number of values. ] 40

Witherea wwadld you like yaur total to he shown?
(3) Grand total at hottam

= The example above shows a Sum total calculated fram
I [ Subtotal ateach change in: sample data.

| “%

What label do you want to he shown?

D Don't display total for 2 single row

Do you want to calculate totals within each page? |Cnunt |

(3 Calculate totals within each page. Generate label automatically | Farmat Data.. |

{ Calculate totals across all pages.

| Help | | Ok _“ cancel |

The Edit Total dialog will appear. Make the required changes and select OK.
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8. Chapter 4— Graphs

8.1 Using Graphs in the Reports

By using a graph, there is a pictorial presentation of the data in the report. The
graph can also be used as an analysis tool to visually highlight trends. Discoverer
includes the following types of graphs: area, bar, line, pie, scatter graphs, and
several others. The Graph Wizard helps create and edit the graph used in the
report.

Any changes to the data in the worksheet, the graph will automatically update,
showing the new data. Graphs are also automatically saved with the worksheet.

Graphing Terminology

The following are the terms used by the Graph Wizard.

Selecting the Correct Graph Type

When using Discoverer to present the data in a graph, there are 12 graph types
from which to choose. Each of these will have several sub-type variations within
them. An example of this is in the Area Graph; the sub-types are Area, Percent

Area, and Stacked Area.

Most of the sub-types have a 3-D effect that can be turn on or off by using the
3D-Effect check box.

Discoverer utilizes a Graph Wizard to create a graph of the worksheet data.

Every time the Graph Wizard is used, Discoverer saves the settings for the next
graph.

8.1 Creating a Graph

1. Select Graph from the menu, choose New Graph and the Graph Wizard
appears.

File Edil ot ools
LY SHL M.0Mw § i = H.%.&£.%. 8 &R

B U = Tmpe 2.0 BB & %N e
Available terns:

. E R % EY L e W Current Employee Demographic Detail 03-FEB-10

[‘tems | Conditions | Calculations |
Paoe lterms

- | A= 'l |i‘ | ¥ Budget Center ‘ ¥ Full Name | b Date Of Hire: ‘ ¥ Ethnic Grml > Job Title: | » Date OF Last Hire | ¥ Gender

‘ =l Meo Gualifications 1 H 1 [10o0 |Pozwic k, Brian L |23-SEP-2002 |Wwhite (Not Hisg Supwr Of Inst & Pros Crirl Sys| 23-SEP-2002 [m
p— i I I I I I I I
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2. Select type of graph by selecting on the icon for the Graph type. Then select
the sub-type graph to use. In the description box on the bottom of the wizard
will be a description of the purpose of each type graph. If the check box for
the 3D Effect is active, select it to make the graph appear to have more
depth. Then select Next.

3 Edit Graph m

[Type | Style | Titles, Totals, and Series | sAxis | Y-mds | FlotArea | Legend |

What type of graph do you want?

Sraph Type: Graph Subtype:
EBar

E Horizontal Bar

™ ric

l@ Line

w Area

w Comhbination

¢ SeattenBubble
rH Stock . . I L . .
Circular

ﬂ Pareta Fercent Stacked Bar Dual-y Stacked

Ear
@ ThreeD

Description

[»

Dwual-w Bar Split Dual-%v Bar

q

Each bar shows a value. Use to show trends or to compare
values.

| Help | | Apply || [o]ly J| Cancel |

3. The Titles, Totals, and Layout Dialog box will appear. To add a title on the
graph, put a check in the Show Title box. Then type in the title. Select the
Insert button to insert a date, time, or other worksheet information, and then
select the item to add. Select the Font button to choose the font and color you
want the title.

3 Edit Graph

rT\,-';:rEz rSwIE rTltleS,Tnials,and Series rX-AxiS rY-A'xiS rF'IDtArEa rLEgEgnd

|Tit|es, Totals, e;nd Series kﬂ

ttotals, and select series

[ ] show Title [ mset ~ | [ TeFont. |
| |

WWhat would you like to display in your graph?

(@) Data only

Show null values as zero
Sraph series by
(3 Columns () Rows
H-Axis C COSTSBUDGET _CEMTER , AFFull_Mame , Date_Of_Hire , Ethnic_Group ,

JobdSJdob_Title |, Date_ Of_Last Hire | Gender , Location , Organization , Grade
Series | Age

| Help | Apply | | O | | Cancel |
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4. Then answer the question, “What would you like to display in your graph?” by
selecting one of the radio buttons.
e Data Only to graph all the data point values of the worksheet
excluding any totals.
e Totals Only to graph only the data in the totals row of the
worksheet.
o Both Data and Totals to graph everything in the worksheet.

5. If creating a Dual-Y graph, the Y2-Axis dialog will appear, repeat step 8.
Then select Next.

X Edit Graph g|

[ Type | Style | Titles, Totals, and Serles | XeAxis | v-#xis | PlotArea | Legend |

Select options for the ¥1-Axis on your graph.

[ Showe v1-Axis Title | Insert - | | T1-Axis Title Font.. |

Select options for line on the ¥1-Axis

Line Thickness: 7'| Line Color: |E|

Setthe scale you would like to use on this axis.

Minirmurm: Set Autormatically
Maxirmum: Set Autormatically
Increment: Set Autormatically

[ | Logarithmic Scale

| Reference Lines... | | Format auis Labels.. |

[ Hem | [ aeow |[ ok ][ canca |

3 Edit Graph z|

| Tvpe | Sivle rTIlIES,TUtEIS, and Series rX—Axls | VoAxis rPIUtA'rea rLe_gend |

Select options for the *-Axis on your graph.

[ ] Showe - Axis Title | Insert - | | H-Axis Title Font... |

Select options for line on the X-Axis.

Line Thickness: |— = Line Color; |E |

Select options for the labels displaved on the X-Axis.
t Show Labels for All Tick Marks on the Axis.
'.’:J) Show Labels for Some Tick Marks an the Axis.
"}'- Automatically Skip Labels to Fit.
) Start with Tick Mark:
Tick Marks to Skip Between Labels:

!

H-Axis Label Font...

| Help Apply | I (6] 14 | | Cancel

6. The Plot Area Dialog box will appear.
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Edit Graph |§

[ Type | Style | Titles, Totals, and Series | ¥-Awis | ¥-fds | Plotarea | Legend |

Select options for the plot area of your graph.

Background Calor: @|
Border Caolor: @|
Show Horizantal Grid Lines:| 'l Caolor: |E|
[ Show Vertical Grid Lines: - . | )

[ ] Bhow Data Labels for bars.
Show Data Tips when Mouse is over bars. | Options...

Select options for the series displayved in your graph.

Series |Co|0r| Fitline
All Series Auto Mone

o

Help | | Apply || Ok H Cancel |

7. Do any of the following: choose background colors, choose line width and
colors, select to show pop-ups, etc.

8. Select Next.

9. The Legend dialog box will appear. Make the necessary selections and select
Finish.

Edit Graph gl

| Tvpe r Style rTitIes;Tmals;and Serias r}C-Axis rY—Axis rF'IDtArea' r Legend |

Select options for the legend on vour graph.
Show Legend

Location: | Right -
Backaround Color: (B4 |

EBorder Calar: 'E|

| Legend Font..

Help spply | [ ok | [ cance
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10. After a short delay, the graph will appear. To reposition the graph if required
by selecting from the menu Graph/Display Graph. There select the position

for the graph.

8.2 Using the Graph Toolbar

2 BALSONR.NEO Current EEs Demographic detail - OracleBl Discoverer - Microsoft Internet Explorer provided by ITDepartment

File Edit View Format Tools Help
CVOSOH M.DMu 9 na= % %8 %3 &
Biu ===R» , o B &6 EEEo B
A\::Iab; “e;rf e e Current Employee Demographic Detail 03-FEB-10
WG i B
lterms | Conditions r Calculations ‘
- Page ltems
List: | @ HR_HUMAN_RESOUR... || % | =
e ———————— ¥ Budget Certer | ¥ Ful Name ¥ Dste Ot Hirs | b EthricGro] b |
# {7 neo Qualifications 1 [~ 1 1000 Pozwick, Brian L |23-SEP-2002  |White (Mot Hisg Sup
] | 2 [1000 Lowery, Ramona M [04-A1G-2008 | Black r Africe] A;ligz‘
=t ] 3 [1000 Pocle, Slephen € |28-SEP-2005|White (et Hisg Fra)-
=l 4 1000 Harshbarger, Alen | 14-MAR-2003 | White (Mot Hizg Hur
Y | 5 [1000 Mchesley, David  |18-MAY-1977  [White (Not Hisy| Dir
m 5 [1000 wiesden, Raymand | 25-MAY-1881 | Black or Atrice] Dey
o 7 [1000 Cox, Clayton T 02-SEP-1980 | Black or Africe{C
a g [1000 Kiosz, James ) |09-DEC-1985  |White (Mot Hisy] Mg
507 Neo Additional Person Info g [1o00 Eisnaugle, Lowell E[05-MAY-1975 [White (Not Hisy] Pl
o 10 (1000 "Winodrute, Kathryn §03-DEC-1390 Black or Africe Ext
= 11 [1100 Austin Giovann D [15-JUN-2008 | Black or Africe] St
1z [1100 Bictzer, Jimrny H  |15-JUN-2009  [vhite (Mot Hisg] St
= 13 [1100 Hawkins, Candice P[15-JUN-2008  |Black ar Africe] St
o 14 [1100 Lee, CarlH 16-JUN-2008 | Black or Africe{ St
a 15 [1100 Townsend, Tyvon [ 15-JUN-2009 | Black ar Africe| St
B Mo esod all 48 |1100 Watts, Gatelle T |10-MAY-2009 | Black or Afric cu
L] 17 [1100 Glover, Amer N [15-JUN-2008  [vhite (Not Hisg| St
L] 15 [1100 Ledbetter, hathanis| 15-JUN-2008  |Black or Africe] St
L] 19 [1100 Petty, Chenae D |16-JUN-2008 | Black or Africe] St
] 20 [1100 Schreiber, Ross S |30-JUN-2008  |White (ot Hisy] St
-] 21 [1100 wieaver, Brittany v [ 16-JUN-2008 | Black or Africe] St
= 22 [1100 Shaver, Matthew 4 [17-FEB-2009  [Vwhite (Nat Hisy| Cus
] I~ 23 [1100 Stack, Matthew W |08-JUN-2008  [Vhite (Not Hisg] St
4 [»] 24 1100 Crumm, James F 12-JUN-2006 | vWhite (Mot Hisg St
25 [1100 Oriani, Matthewr J | 23-JUN-2008  [White (Not Hisy] Mai 100%
Selected ltems 28 [1100 Tomplins, Zakiya M| 23-JUN-2008 | Black or Africe| St
s/ &l =~ 27 [1100 Wurph, Lamont L |06-JUN-2005 | Black ar Africe] Mai
28 [1100 Theil, Ryan £ 21-MAR-2005  [Vhite (ot His)
L age e 25 [1100 Olsieski, Thomas J [10-JUN-2002  [White (Not Hisy
i[gh COST$BUDGET_CENTER 3o [1100 Tanko, Eric C 0BFEB-2006  |vhite (Not His)

When working with graphs, there is a Graph Toolbar that will be available to
make changes to the appearance of the graph without having to go back into the
graph wizard. With the toolbar, changes to the fonts, colors, text alignment, and
graph type can be made.

8.3 Saving the Graph

When the worksheet is saved, the graph is automatically saved. If any changes
are made to the data in the worksheet, the graph will be updated automatically.
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8.4 Deleting the Graph

To delete the graph go to the Graph menu and select Delete Graph. A warning

message will appear. Select Yes to delete.

File Edit Format Tools  Help

Awailable tems Pane

e 94

v Selected ltems Pane

., %, 2. %, 3

S 4

Toolbars »

B. B

. B el ([EE [

w
Available fte| ¥ StAtus Bar

Title
Page ltems —

Current Employee Demog

Tahle

Page ltems:
Graph

Graph Placement ® Graph right of Table
Graph left of Table
Graph above Table
Graph below Table

Separate Window

Text Area

T
H| 6 |1000

¥ Full Mame ¥ Date Of Hire | b Ethnic Grod F
Pozwick, Brian L [ 23-SEP-2002 White (Mot His
Lovwery, Ramona M [04-A0G-2008  |Black or Africs
Poole, Stephen E | 26-5EP-2005 Wyhite (Mot His
Harshbarger, Allen |14-MAR-2005  [VVyhite (Mot His
MeMeeley, David 18-MANADTT  [Vuhite (Mot Hisy Dir
Weeden, Raymond | 25-MAY-1981  |Black or Africs De
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9. Chapter 5 — Exporting and Printing

9.1 Exporting Results

Discoverer utilizes an Export Wizard to assist in sharing the workbooks with
others. To export a workbook into popular application formats such as Microsoft
Excel or HTML, Discoverer provides the Export Wizard. Discoverer also provides
a shortcut to either Excel or HTML on the toolbar and the file menu since both of
those formats are so popular in the business world.

Using the Export Wizard, the report as seen on the screen appears as close as
possible in the other applications.

To export to other applications

1. Open the workbook to export.
2. From the menu choose File/Export

=N Edit View Format Tools  Help
Bew. cun Mokl @ B E R ¥%.L.V.F &,
Open... Cirl-0 =
Clase ===R» .0 RB B&[W
Save As.. @ Current Ei
Expaort... i
| Exports the workbook to a new file format | | Page ltems:
Export to Excel = |
— ¥ Budget Center |k Full Mame ¥ Date Of Hire |k Ethi
| <4 1 1000 Pozwick, Brian L 23-SEP-2002 White ([
Share... Bl 2 1000 Laowvery, Ramana B | 04-AUG-2008 | Black o
3 1000 Poale, Stephen E 2E8-SEP-2005 Wihite ([
Page Setup... -
. ] 4 1000 Harshbarger, Allen |1 4-rAR-2005 Wahite ([
Print Prewview - -
5 1000 McMeeley, David 18-MAN 1977 [White [
Brint... Cirl-P
G5 1000 Wizeden, Raymond | 25-MAN -1 3951 Black o
Wiorkbook Properties. . 7 1000 Cox, Clayton T 0Z-ZEP-15380 Black o
Exit 8 1000 Klosz, James J 09-DEC-1955 Wihite ([
|
_ q 1000 Eizhaugle, Lowwell E |05-MAY 1975 [White [
B T Med Additional Ferson Into
o |—_|.—| 10 1000 Wigodrutf, Kathryn § 03-DEC-1990 Black o
B |—_|.—| 11 1100 Austing Giovanni D | 15-JUM-2009 Black o
1100 Elot Ji H 15-JUr-2009 Wit
- 12 zer, Jimmy e

3. The Export wizard will open. Answer the questions on this page then

select Next.
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e | Export - Step 1 of 4: Select

Wihat do you want to export?

(@) Current worksheet
Table [v] Graph

: | Mest= || Eimish || cancer |

4. On page three of the wizard, if there is a graph, select the size of the
graph. Then select Next.

| Export - Step 2 of 4: Format and Name

What export format do yvou want to use?

Tahle: [Micrusuﬂ Excel Workhook * xls) ']

Graph: [F'nrtable Metwork Graphics (*.phnog) ']

Where dovou want to save the files?

Destination: | CADocuments and SettingslAdministraton H Browse... ]

What do you want to name the files?

Mame: |NEO Current EEs Demographic detail |

<gack | mext- || Einish || cancel |
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Export - Step 3 of 4: Graph g

Howe do you want to export the graph?

(31 |Use Current On Screen Size

() Specify
Height: Pixels
Width: Pixels

[ = Back " MNext = i[ Finizh H Cancel ]

5. If there are any parameters in the report, answer the questions in the
Choose Parameter page. Then select Next.

X

Export - Step 4 of 4: Supervise

Do you want to supervise the export process?

(@) SBupervized
You will be asked to resolve any issues
that occur during the export process.
) Unsupervised

Discoverar will automatically run all queries before
worksheets are exported and will ignore all alert messages.

Caen ) [ cance

6. The worksheets are saved in the format selected and in the directory
selected. An Export log will appear, showing the status of the export.
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3 Export Log

Export complete

Files exporied to: CDocuments and Settings\Administrator

Open the first exported sheet

| Heln |

Sheet Mame File Mame Status
Sheet MED Current EEs Demoa... | Sheet exported successfully
Sheet 1 MED Current EEs Demuo...  Graph expored successfully

Lok |

then select the location and file name for

On page two of the wizard, select the export format from the pull down list,

8. Select the File/Export to HTML menu option or select the Export to HTML
icon on the toolbar.
&N Edit Wiew Farmat Tools Help
_ === (=]
Mev... CrikM o o@l P 2L L= E_F,S,V., T 4N
Dpen... Ctrl-C
Close ===8» ». o2 BB B IE b I:
Save As.. = Current Emplo
Export.. —|
Export to HTML Fage ltems:
Export to Excel |
- b Budget Center |+ Full Mame ¥ Date Of Hire | F Ethnic Groy
Exports the Workbook into Excel farmat { Pozwick, Brian L |23-SEP-2002  |wWhite (Mot His
Share... || 2 1000 Lowery, Ramona M |04-AU5-2005  |Black or Africa
3 1000 Poole, Stephen E 26-SEP-2005 White (Mot His
Page Setup. .. - -
4 1000 Harshbarger, Allen | 14-MAR-2005  |White (Mot His
Print Prewiew - - -

. 5 1000 Mcheeley, David 18-MAN 1977 [VWhite (Mot His
Erint.. cir-P § 1000 Wieeden, Raymond | 25-Ma 1951 | Black or Africd
Workbook Properties. .. 7 1000 Cox, Clayton T 02-SEP-1950 Black or Africa
Exit g 1000 Klosz, James J 09-DEC-19585 White (Mot His

El g 1000 Eiznaugle, Lovwell E | 05-MAY-1975  |White (Mot His
FCIRed Additional Ferson [nfo
H |j 10 (1000 Wioodruff, Kathryn B 03-DEC-1990 Black or Africs
B |j 11 1100 Austing Giovanni D | 15-JUM-2009 Black or Africa
- 12 |1100 Blotzer, Jimmy H - |15-JUR-2009  [White (Mot His
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9.2 Printing Workbooks and Graphs

Discoverer provides a Print Wizard to assist printing worksheets and graphs.
Utilizing this wizard what is seen on the screen will be printed out the same way
on paper.

If the worksheet is a paged table or crosstab, then each page of data will have to
be printed individually, since Discoverer prints exactly what is seen on the
screen.

To print worksheets and their graphs

1. Open the worksheet to print.

2. Select the menu option File/Print. The Print wizard will appear. This is a 3-
page wizard.

3. Answer the questions. If printing a sheet that contains a graph or if printing
a graph only, the wizard will go to page two. Select Next.

Edit “iew Format Tools Help
Mew... Ctrl-M E il Q Sel E == b - ??(’ - @‘ - ‘L? - ‘?l Eﬁ] Eﬁ
Qpen... Cirl-0 I
Cloze === ». o9 BB B E = I:l
Save As.. ™ Current Emplo
Expont.. L
Export to HTML |_ Page lterms:
Exportio Excel ‘i| ¥ Budget Certer | ¥ Full Mame ¥ Date Of Hire | ¥ Ethnic Gro
=1 1 1000 Pozwvick, Brian L | 23-SEP-2002 Wyhite: (Mot His
Share... _ 2 1000 Loweery, Ramona M| 04-410G-2005 | Black or Africe
3 1000 Poole, Stephen E 26-SEP-2005 Wyhite (Mot His
F'gge Sem"' 4 1000 Harshbarger, Allen 114-MAR-2005  |'vWhite (Mot His
F'rnt Freiew 5 1000 MeMeeley, David 18-M&Y 1977 [wWhite (Mot His
= § 1000 \Wizeden, Reymond |25-MaY-1081 | Black or Africd
ﬂ Prints the open WDrkaDkl 7 1000 Co, Clayton T 02-SEP-1980 Black or Africa
. 8 1000 Klozz, James J 03-DEC-189585 Wyhite (Mot His
LJEIEIIt Wen Additional Persan IR g 1000 Eiznaugle, Lowwell E |05-hAY-1975  |vWhite (Mot Hig
I:I-Ij 10 1000 Wiaodruff, Kathryn | 03-DEC-1930 Black or Africs
|j 11 1100 Austing Giovanni D [ 15-JUM-2009 Elack or Africd
¥ 12 1100 Blotzer, Jirmmy H 15-JUN-2003 Wyhite: (Mot His
[}Ij 13 1100 Hawvking, Candice P|15-JUM-2009 Elack or Africd
D'Ij 14 1100 Lee, CarlH 16-JUN-2005 Black or Africs
D'Ij 15 1100 Townsend, Tywon O 15-JUM-2009 Elack or Africd
FL rlon cead ol

4. Select the options for the graphs being printing. Select Next.
5. If the worksheet contained Parameters, a Print Parameter Page dialog box
appears, answer the questions. Select Next.
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6. On page four of the wizard, choose either to have the print run supervised
or unsupervised. Discoverer occasionally will give alert messages on run
time or database returns more information then the maximum. Choosing

the supervised print, these messages will

be seen.

Utilizing the

unsupervised print, all alert messages are ignored. Select finish to print

the worksheet.

Frint:

(3) Current Worksheet

Table [v] Graph
Fage ltems:
J Erint Current Selections
() Print All Comhbinations
D Automatically Resalve [ssues that Gecur During Printing

| Page Setup... |

| Help || Preview || Ok J| Cancel |

Note: If exporting or printing a paged-worksheet then repeat the above steps

until every combination is either exported or printed.
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