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Discoverer Training Guide

Learning objectives

Understand what Discoverer is

Login and Log out procedures

Run a report

Select parameters for reports

Change report formats

Export a report and choose different file formats
Email the report

O0OO00D0O0D

How to Login to Discoverer

Click on the Discoverer link on the HR home page at www.hr.uwa.edu.au

Login to the screen as follows:

User name: your Alesco account (eg jdoe)
Password: your Alesco password
Database: hisprod

End User Layer: leave blank

Leave the other fields as they are with the default values.
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Connect to OracleBl Discoverer

‘Welcome to OracleBl Discoverer.

Connect Directly
Enter your connection details below to connect directly to CracleBl Discoverer

* |ndicates required fiehd

Connect To I OracleBl Discoverer LI

* Lizer Name I

#* Pasaword I

* Database I

Enct User Layer |

Locale | Locale retrieved from browser |

Go )

Click on the Go button to connect to the Alesco database in Discoverer.




ORACLE Discoverer Viewer

After logging in to Discoverer, a list of Workbooks is displayed. Each Workbook contains
Worksheets (similar to Excel).

Result List

Refresh |
Expand &)l | Collapse A

Focus Hame
¥ Discoverer Workbooks

LvE - @ Genetal - Employes Repaorts
- @ Genetal - Leave Reports
T - @ General - Management Reports

Cs @ General - Payroll Information Reports

Click Expand All to see a list of all reports available.

To open a report or Workbook, click on the name of the report

Result List

Refresh |
Expand &)l | Collapse &

Focus Hame Dy
¥ Dizcoverer Workbooks

" ? :':l:" General - Employves Feports Cq

Etnplovees Details
Etmployves Cocupancy Details

Etnployvees Gualifications

Etmploves Rosters
Change History L ogs

b @ General - Leave Reports Ry
|
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Selecting Parameter Values for Reports

Each Worksheet offers the ability to filter reports by changing the parameters.

I ———————

Connect = Wokbooks =
General - Employee Reports - Employee Details

Last run March 19, 2008 3:21:23 PM WST
Worksheets

Employes Detail=

Parameters Needed

Employes Sccupancy Detail .. Select values far the following parameters.
Employes Gualifications * [nddicates recuired field

(Evgoloreie Frosliveics eelRosters #* nchude Inactive I,N,

Change History Logs Employees (Y or M)

Erter " to iclude inactive employvess

#* Select 1 or more
schoolz from drop I'%' ,,;é
coven ’

Restricted to your Clevel access. Enter %' for all.

[(Go )

Note that the Alesco wildcard (the percentage sign) is automatically inserted into the field if
more than one choice is available. If the wild card is left, all options are selected.

Click the torch icon to display a list of search criteria.

Results
Available Selected
ARC Centre of Excellence for Plant Energy Biology - )
Administrative Services ;
Acly Min & Mat Processing
Advanced Studies, Institute of
Agric & Resource Economics =
Albany Centre Move A
Anatomy & Human Biology =
Animal Biology e Al d
Animal Care Linit v
Arnthropology < =
Arch, Landscape & Visual Arts Remave
Asthma, CRC .
Aust Res Cent for Medical Eng Remove &l
Australian Centre for Geomechanics ﬂ —

|m v[ Mest 25 (=

(Cancel ) ( Select )

Remove the wildcard by double-clicking on the % (or clicking the Remove button)
Double-click the desired parameter (or click Move). More than one may be selected.

When all the parameters have been specified click Select.
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The choice of parameters is confirmed.

Last run March 19, 2008 3:21:23 PMWST
Worksheets

Employes Detsils Parameters Needed

Employes Occupancy Detail ... Select values for the following parameters.
Employes Gualifications * |ndicates reguired field
T EE_RDSTHS #* [nclude Inactive I,N,
Change History Logs Employess (7 or M)
Erter ™" toiclude inactive employees
#* Zelect 1 or mare
schools from drop I'Alhan\f Centre' ,,;y
o .

Restricted to your Clevel access. Enter "%' for all.

[ Gao )

Click Go to submit the report. A progress icon is displayed while the report is compiled.

GQuery Progress
@ Executing query
Estimated Time Unknowwen
Elapsed Time 00:00:01

(Cancel ) ( Refresh )

Once the report data is retrieved it displays on the screen.

¥ Table
p=Tools Layout Format Stoplight Sort Rowes and Columns
ISD Rowes VI Diowvn W Fowes 1-30 of 38
BSchool ®Employee# ®Title ®Name PGender ®Date ®Job ®™Position *Award ®FTE ®Emp *LEVEL
of No Title Status C
Birth
Albany Female 27- 01 Casual ACAD 100 CAST CAST 3
1 Centre FEB- Teaching 2
1972
Albany Female 19- 01 Casual ACAD 100 CAST CAST 2
2 Centre JUN- Teaching 2
1965
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Changing the Report Format

Discoverer allows the user to format worksheet items and cells to change their appearance, for
example; font, color, and background color.

The following formatting options appear at the top of an open Worksheet.

¥ Table
peTools Layout Format Stoplight ot Rows and Columns

Layout
The Layout format option controls the order of the columns within the report. The position of the
columns can be changed by clicking on the drop down button.

Lett of Mame

Move % Employvee Mo w =g v | | Go ",l hare...

Mowe W Employes Mo % Left of Mame Report
| | Employee Mo |

1Title Left of Job Mo

"[Mame Feport Left of Paycode

[Jok Mo Left of Oncost
Paycode Left of &Account Mo
Oncost Left of &maouri

|| Account Mo Fight of Amaount
Amount To Page tems

Page Items

Adding Page Items allows the data to be filtered. Click on the More link. This opens a page
which displays the column titles only and gives buttons for each movement.

Table Layout

Specify where you want items to appear in your table by using the Layout tool, or by clicking arrowes in the sample layout.

Layout |Swap | |Columns % | |With Page tems | [ Go )

Showe Page tems

Page ltems (Mo tems in Page.)

Columnns  epuniavee Ho ¥l [= Title (][ +=I[= Hame Report ¥/ *=I[=| Job Ho [¥ ]+ =| paycode (¥ +=I[=| oncost[F] +=|[=| Account o ][ =/ =] Anvt sum [F| +

|M0ve Employes Mo to Page Items|

Connect = = General - Reports - Details =
Table Layout
Specity where you wart items to sppear in your table by using the Layout tool, or by clicking arroves I the sample layout Se I eCtI n g a fl e | d ad d S |t to
Layout [Swap =] [Coumns =] [with Page tems ] (5o ) .
........................................................ o Page items.

¥/ Show Page tems
:2;:::5 Gender Desc |+

Columns g 001 (= Employee Ho [+ = Titie [¥] +=/[=| tame ReportF[==|pate of Birth [¥][+=][=] Jo|
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¥ Table
vTooIs Layout Format Stoplight Sort Rows and Columns

............................................................. Page |temS a”ow the data tO

|Move x| |schoa x| |Lettor Thie | (5o vore.. : .
be filtered by field.
Page ltems Gender |Female 'I

*School »Employee# *Title »Name PDate *Jobh *™Position &

of No Title
Birth
Format
The Format link controls cell highlights and font changes.
¥ Table

?TOOIS Lavout Format Stoplight Sort Bows and Columns

(B (i) U] | Backaround l:l | Go "Jl Forit l__l | Ga "Jl More... | Creste Conditionsl Formet | Conditioral Formets

More...
This formatting link gives the option to select a column or section of the report and highlight the

background or font.

Format Cells

Specity font, border, and number format options for selected columns in the table.

Font
Specity fort sttributes.
Style Bold | &pply W
ftalic: b
Undetline b

(¥ TIP Click in the palette to select a color or enter color informstion as [#FFFFFF)

Backoround | #FFCCFF [] Font
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Stoplight
Stoplight is a way of colour coding data. Values can be specified as Unacceptable, Acceptable,
and Desirable.

¥ Table
vToolﬁ Layout Format Stoplight Sot Rows and Columns

Format | &mount * | | Unacceptable E? - Aoceptable E? - Desirable E? | Go ",I | Condtional Formats
& TIP Acceptable range falls between unacceptable and desirable values .

£ Region & City Profit S
1 |Central Chicage E Unacceptable
2 Cincinnati B2
] Dallas
4 Louiswille $31283 — Desirable
] Minneapalis
[ Hashville
7 5t. Louis F19.310
g |East Washington gozana €| Acceptable Level
g Fittsburgh $16,965

View Printable page

To preview a worksheet, select the Printable Page link. SEUHE

Rerun guery
Revert to saved

Printakle pacge
Export
=end as email

Worksheet options

Printable Page Options
Set the options to generate a printakle Portable Document Format (PDF) document of your worksheet.

Content Pane Setupn

General Options
Show title (%) 0n the first page

O Mewer

Data (%) Prirt all rowes and columns

O Print only the rows and columns that are displayed inthe crosstak or tahle.

Prirt Header
Prirt Footer

Use the options in the Content Tab to change the print settings, if required.
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The Page Setup tab offers the ability to define paper orientation and setup your column widths
appropriate to the report.

Click Preview Sample to generate a sample PDF version of the worksheet and display the "PDF
Sample Ready page".

( Cancel ) | Preview sample | | Printable PDF |

Click on the PDF document to view or save, or click on the Back button in your browser to
adjust the settings.

PDF Ready

The complete PDF document has heen generated. Please click the link beloywy 1o view or save |,

@ Click to wiew or_save

Return to sworkshest

Exporting Reports

Worksheet data can be exported to enable the use of the data in a different application. report.

Actions Choose export type
Use the drop-dowen list to specify the export file form
RErun guery " peCy P
Revert to saved CSY (Comma delimited) (* cav) v
—
Erintable page C= (Comma delimited) (* oo
Export _ DIF (Data Interchange Format) (*.if)
Send a= email Formatted Text (Space delimited) (* prm
ywiorksheet aptions Hyper-Text Markup Language (archived) (* zip)

iy ift Excel [*
Cracle Reports XL (* xml)

Portable Document Format (PDF) (% padT)
SYLH (Symbolic Link) (*.=lk)

Text (Tab delimied) (=)

Wieh Cluery for Microsoft Excel 2000+ (* gy
WE (Lotus 1-2-3) 0* wks)

Click on the top right corner button to Export or Cancel.

Preferences Exit Help
]

Connected to Horace Reports

(_Cancel ) [ Export
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Click on the link below to view the file.

Export Ready

The export you requested is ready.

[ Click to view or save )

Feturn 1o worksheet

Exporting to Web Query

Exporting worksheets to this format allows the user to update Excel reports without logging in to
Discoverer. Follow the procedure to export the report. Specify Web Query for Microsoft Excel

2000+(*.iqy).

Connect = Wokbooks = General- Leave Reports - Leawe Balances Details =

Choose export type

Use the drop-dowwn list to specify the expart file format. ) . . )
Tick Yes to require log in details

IWeb Guery for Microsoft Excel 2000+ £*.igy) j before updating the I’eport.

Do you wwant to Prompt Excel users for connection informstion?
[l “fes, require Excel users to enter connection information

[ Mo, save connection information in YWeb Query file

Web Query Prompts for Leave Balances Details

Select the parameters for which users wil be prompted to enter values.
(9 TIP Each parameter selected wil be promgted for separately. f you do not select a parameter, the query wil abways run fram Evcel with thet perameter's current values (s shown helow).

Parameters

Select 4 | Selectone
Type Current Value(s)

Select Parameter Description
[ oot Uz drop down to select 1 or more Schools valle % Albany Centre
[ Leave Desc Select the tyne of leaves from the drop down valie %

| Cancel | | Export

Specify parameters if desired, then click Export.

Connect = Wiokbooks = General- Leave Reports- Leave Balances Detailz =

Export Ready

The expoart you requested iz ready . Pleaze click the button below to open the expar

[ Click to view or save )
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Click Save, then specify a location.

Savein @Desklup j €] ¥

5 [~

2%

h J3my Documents
Do you want ko open or save this file? - 4 My Computer
{ ik ~:gl‘f'hu' Mebwork Places
D
Mame: Leave Balances Details.iqy o
L
Tppe: Microsoft Office Excel Web Query File m
Fram:  bistandby.br.admin. uwa.edu.au o
Open Save | Cancel I .
by Documents
[V Always ask before opening this type of file
File: name:

Save as type: IMicrosofl Office Excel Web Query File

=l
=

Save I
Cancel
g

Double-click on the report icon to open Excel.

Opening Query
Ci\Documents and SettingsimyanputtiDeskkopiLeave Balances Details igy

Click Open to continue.

This file contains queries ko external data.

Gueries are used ko import external data into Excel, but queries can be designed ko access

confidential information and possibly make that information available to other users, or to perform
other harmful actions.

IF you trust the source of this File, dick Open.

Qpen

When prompted, enter the user name, password and database (HISPROD).

Enter Parameter ¥alue x|

User Mame :

| X

™ Use this valuefreference for future refreshes

[T Refresh automatizally when cell value changes

K I Cancel I

Enter Parameter ¥alue X|

Password :

I 3

I Use this value/reference for future refreshes

Enter Parameter ¥alue 5'

Database :

I =%

[~ Use this value/reference For fubure refreshes
I™ Refresh automatically when cell value changes

ok I Cancel

™ Refresh automatically when cell value changes

(]34 I Cancel

10



ORACLE Discoverer Viewer
THE UNIVERSITY OF

74 WESTERN AUSTRALIA
]

Data is refreshed and the updated report is displayed.

A B [ D

1 |Leave Baldnces Details: Getting Data ...
| 2 |
| 3|
4|
3
=
Lt - Jx Sussell, John Uesmond
S[=IE3]
A B C D E [ F T G 3
| 1| General - Leave Reports =
| 2 | Leave Balances Details
| 3 |Parameters:
| 4 |School 1: %, Albany Centre’, Leave Desc : "%’
15 | Run on: 04/APR/08
|6 | 11:31:29 AM
7
8 School (CLEVELS) Employee# | Name Job No Leave Code D pti Status Pasition Title
9 |ARC Centre of Excellence for Plant Energy Biology 123456 |B\nggs‘ Joe 01 |ACADEMIC Annual Rec Leave [until 31 Dec 2008) | FXT2 |Research Associate
10 |ARC Centre of Excellence for Plant Energy Biology 123456 |Blogys, Joe 01 |Annual Leave Loading FXT2 |Research Associate
11 |ARC Centre of Excellence for Plant Energy Biology 123456 [Bloggs, Joe 01 |Annual Recreation Leave FRT2 |Research Associate
12 |ARC Centre of Excellence for Plant Energy Biology 123456 [Bloggs, Joe 01 |Long Service Leave FXT2 |Research Associate
A3 AP Poeters o Cormlloone foe Pt Eovroscess Diclorees ATABACE (Blmn tom L G T oy iy ooy gy [ L R oominie

Email the Report

A copy of the worksheet can be sent to one or more email recipients in a range of formats. To
send a Discoverer worksheet in an email, select the Send as email link in the Actions area to
display the "Choose attachment type".

Connect = Workbooks = Cost- Cost Centre by Account Mo - Cost Details =

Choose attachment type
Uze the drop-dowen list to specify the export file format.

CEV (Comma delimited) (*.cav) b

omma delimited) 1
DIF (Data Interchange Format) (*.dif)
Formatted Text (Space delimited) (* prm)
Hyper-Text Markup Language (archived) (*.zip)
Microzoft Excel Workkhook (% x1z) B reserved.
Cracle Reports XML (*aml) 118
Partable Document Format (PDF) (* pdf)
SYLK (=ymbaolic Link) (*.=k)

Text (Takb delimited) ( txt)

Wb Ciuery for Microsoft Excel 20004+ (*.igy)
WS (Lotus 1-2-30 (% ks

Select an export type from the drop down list and click Next to display the "Send Email page".
Use the "Send Email page" to enter the email addresses of the intended email recipients, and
create the email message.

11
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Send Email

The worksheet was exported successfully. The email will contain the document sz an attachment.
* Indicates recuired field.

* Sendet  |jane.dosf@curtin edu.au
john doe@company com
*Recipient  |J.Doe@ourin.edu.au
john dosEdcompany .Com, jane . doed@companyy .com
co
john doef@company com, jane doe@company cam
Bec
john dosEdcompany .Com, jane . doed@companyy .com
Subject  |Report
Enter any text
Body  |please comment an the attached report.

Enter any text

Wigw Attachrment |

If you want to display the attached worksheet file, click the View Attachment button.
Click Finish to send the email.

Log Out Screen

Exit the Discoverer by clicking on the Exit Link from the bottom or top right corner of the page.

12



