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Purpose 
 
 
The purpose of this guide is to give you step-by-step instructions on how to run repetitive 
reports at a glance.  These are the standard shared reports listed in REE Manual 213.3M, 
REE Purchase Card Program.  These reports assist LAPC’s with management and 
oversight of the Purchase Card Program. 
 
Please note that these instructions are for existing reports generally shared by the APC, 
AAPC, or other LAPC’s.  If you are creating new reports, please contact your AAPC for 
assistance. 
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General Instructions 
 
Step GI-1 
 
From your desktop………… 
 
 

 
 
 
Select Discoverer 3.1 (some icons may read Auser edition@). 
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Step GI-2 - Connection 
 
 

 
 
 
 

1. In the “Username” block, type in your LAPC user ID (AR…..A). 
 

2. In the “password” block, type in your password. 
 

The “connection” block, should automatically be “pcmsprod”.  If not, enter 
“pcmsprod”. 

 
3. Click on “connect”. 
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Step GI-3 – Workbook Wizard 
 
 

 
 
 
 
 
Click on Aopen an existing workbook”. 
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Step GI-4 – Workbook Wizard con’t 
 
 
 

 
 
 
 
 
Click on Adatabase”. 
 
 
 
**** Please note that the general instructions are what you follow when you 
first log into discoverer. **** 
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1. Manager – REE Monthly Cardholder Reconciliation 
 
Step 1.1 – Open Workbook 
 
 

 
 
 

1. Highlight “Managers – REE Monthly Reconciliation Report”. 
 

2. Click on “open”. 
 
 
 
 
 
 
 
 
          May 2002



 9

 
 
Step 1.2 – Open Workbook in current Database 
 
 

 
 
 
 
 
Click on Aok”. 
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Step 1.3 - Query Confirmation 
 
 

 
 
 
 
 
Click on Ayes”. 
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Step 1.4 – Entering Date Parameters 
 
 

 
 
 
 
 

1. For the Aearliest date@ block, insert the date in a >DD-MTH-YEAR= format with 
single quotations at each end.  This should be the beginning date in which you 
want the report to start running from i.e., ‘01-APR-2002’. 

 
2. For the Alatest date@ block, insert the date in a >DD-MTH-YEAR= format with 

single quotations at each end.  This should be the last date in which you want the 
report to end on i.e., ‘30-APR-2002=. 

 
 

3. Click on Afinish”. 
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Step 1.5 – Running Query 
 

 
 
 
 
 
 
Wait while the information is being queried. 
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Step 1.6 - Report 
 
 

 
 
 
 
This is the finished report. 
 
Please keep in mind that the picture above is a print screen.  It does not reflect all the 
fields that you will see on your computer.  You may also arrange the report to meet the 
need in your Area/Location. 
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Step 1.7 – Saving the Report 
 
 

 
 
 
 
 

1. Click on “file”. 
 

2. Click on  “save as”.  
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Step 1.7a – Saving the Report - con’t 
 
 

 
 
 
 
 

1. Click on “database”. 
 

2. Click on “save”. 
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Step 1.7b - Saving the Report  - con’t 
 
 

 
 
 
 
 
To keep as the same name, click on “save”. 
 
To change the name, overwrite the highlighted name to what you want to change it to.  
Then click on “save”. 
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Step 1.8 – Closing the Report 
 
 

 
 
 
 
Click on “file”. 
 
If you are done, click on “exit” to get out of Discoverer. 
 
If you are continuing to the next report, click on “close”. 
 
Click on the “folder” to transition to the next report. 
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2. List of Unapproved Transactions By Date 
 
Step 2.1 - Selecting where to Open Workbook 

 
 

  
 
 
 

1. Click on “database”. 
 

2. Click on “open”.
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Step 2.2 – Open Workbook 
 

 
 
 
 

1. Highlight “List of Unapproved Trans by Date”. 
 

2. Click on “open”. 
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Step 2.3 – Open Workbook in current Database 
 
 

 
 
 
 
Click on “ok”. 
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Step 2.4 – Query Confirmation 
 

 
 
 
 
Click on “no”. 
 
 
Since we have discovered that the “Purchase Date” Field is not truly reflecting 30-day old 
transactions, we need to modify this report to pull the transactions when NFC has 
received the transactions. 
 
***** If you have already edited and saved this report, click on “yes” and skip down to 
step 2.7 ***** 
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Step 2.5 – Modifying the report 
 

 
 
 
 
 

1. Click on “Sheet”. 
 

2. Click on “Edit Sheet”. 
 

3. Wait a moment…….. 
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Step 2.6 – Edit Sheet 
 

 
 
 
 
 
Highlight “Card Transaction”. 
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Step 2.6a – Edit Sheet con’t 
 
 

 
 
 
 
Click on the “+” beside the yellow folder. 
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Step 2.6b – Edit Sheet con’t 
 
 

 
 
 
 
 

1. Use the down arrow in the same section and scroll down until you see “NFC 
Received Date”. 

 
2. Highlight “NFC Received Date”. 
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Step 2.6c – Edit Sheet con’t 
 
 

 
 
 

1. Click on the arrow in the center column to switch it from the “available” column 
to the “selected” column. 

 
2. Click on “conditions” button located on top task bar. 
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Step 2.6d – Edit Sheet con’t 
 
 

 
 
 

1. Click on the down arrow beside the “All Items” block. 
 

2. Select “NFC Rec’d Date”. 
 

3. Click on “ok”. 
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Step 2.6e – Edit Sheet con’t 
 
 

 
 
 
Click on “New” to create a new condition. 
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Step 2.6f – Edit Sheet con’t 
 
 

 
 
 
 
Using the down arrow under the “conditions” block, scroll down and select by clicking 
“between”. 
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Step 2.6g – Edit Sheet con’t 
 
 

 
 
 
 
 

1. In the next block under “values”, type “:Earliest Date”. 
 

2. In the next block under “values”, type “:Latest Date”. 
 

3. Click on “ok”. 
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Step 2.6h – Edit Sheet con’t 
 
 
 

 
 
 
 
 
Click on “ok”. 
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Step 2.7 – Entering Date Parameters 
 
 

 
 
 
 

1. For the Aearliest date@ block, insert the date in a >DD-MTH-YEAR= format with 
single quotations at each end.  This should be the beginning date in which you 
want the report to start running from i.e., ‘01-APR-2002’. 

 
2. For the Alatest date@ block, insert the date in a >DD-MTH-YEAR= format with 

single quotations at each end.  This should be the last date in which you want the 
report to end on i.e., ‘30-APR-2002’. 

 
 

3.  Click on Afinish”. 
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Step 2.8 – Running Query 
 
 

 
 
 
 
 
Wait while the information is being queried. 
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Step 2.9 - Report 
 
 

 
 
 
 
 
This is the finished report. 
 
Please keep in mind that the picture above is a print screen.  It does not reflect all the 
fields that you will see on your computer.  You may also arrange the report to meet the 
need in your Area/Location. 
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Step 2.10 – Saving the Report 
 
 

 
 
 
 
 

1. Click on “file”. 
 

2. Click on “save as”. 
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Step 2.10a  - Saving the Report con’t 
 

 
 
 
 
 

1. Click on “database”. 
 

2. Click on “save”. 
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Step 2.10b  - Saving the Report con’t 
 

 
 
 
 
 
To keep as the same name, click on “save”. 
 
To change the name, overwrite the highlighted name to what you want to change it to.  
Then click on “save”. 
 

***** Please note that once this report is saved, you will not have 
to perform an edit in the future. ***** 
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Step 2.11 – Closing the Report 
 
 

 
 
 
 
Click on “file”. 
 
If you are done, click on “exit” to get out of Discoverer. 
 
If you are continuing to the next report, click on “close”. 
 
Click on the “folder” to transition to the next report. 
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3. Cardholder Monthly Reconciliation 
 
Step 3.1 - Selecting where to Open Workbook 

 
 

  
 
 
 

1. Click on “database”. 
 

2. Click on “open”. 
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Step 3.2 – Open Workbook 
 
 
 
 

 
 
 

1. Highlight “Cardholder Monthly Reconciliation Report”. 
 

2. Click on “open”. 
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Step 3.3 – Open Workbook in Other Database Account 
 
 

 
 
 
 
 
Open the workbook in the current database account should already be selected. 
 
Click on “ok”. 
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Step 3.4 – Query Confirmation 
 

 
 
 
 
Click on “yes”. 
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Step 3.5 – Entering Date Parameters 
 
 

 
 
 
 

1. For the Aearliest date@ block, insert the date in a >DD-MTH-YEAR= format with 
single quotations at each end.  This should be the beginning date in which you 
want the report to start running from i.e., ‘01-APR-2002’. 

 
2. For the Alatest date@ block, insert the date in a >DD-MTH-YEAR= format with 

single quotations at each end.  This should be the last date in which you want the 
report to end on i.e., ‘30-APR-2002=. 

 
 

3. Click on Afinish”. 
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Step 3.6 – Running Query 
 
 

 
 
 
 
 
Wait while the information is being queried. 
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Step 3.7 - Report 
 
 

 
 
 
 
 
This is the finished report. 
 
Please keep in mind that the picture above is a print screen.  It does not reflect all the 
fields that you will see on your computer.  You may also arrange the report to meet the 
need in your Area/Location. 
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Step 3.8 – Saving the Report 
 
 

 
 
 
 
 
Click on “file”. 
 
Click on “save as”. 
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Step 3.8a  - Where to save this report 
 

 
 
 
Select “database”. 
 
Click on “save”. 
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Step 3.8b – Saving the Report 
 
 

 
 
 
 
To keep as the same name, click on “save”. 
 
To change the name, overwrite the highlighted name to what you want to change it to.  
Then click on “save”. 
 

***** Please note that once this report is saved, you will not have 
to perform an edit in the future. ***** 
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Step 2.10 – Closing the Report 
 
 

 
 
 
 
Click on “file”. 
 
If you are done, click on “exit” to get out of Discoverer. 
 
If you are continuing to the next report, click on “close”. 
 
Click on the “folder” to transition to the next report. 
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