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Fxercise 4: Group Sorts & Layout Edits

Lesson Description

Lesson 4 is an introduction to Sorts and editing the Layout of reports. This lesson begins with the
creation of a report listing Prop Number with the associated Voyager No.

Training Objectives

At the conclusion of this lesson, Agency Fleet Headquarters Coordinators and Local Fleet Program
Coordinators will be able to:

1. Use Group Sorts.

2. Order data in ascending or descending order.
3. Change/Edit Table Layout.

Methodology

This lesson will be delivered as an Instructor-led exercise.

References. None.

Enclosures. None.
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Exercise 4: Group Sorts & Layout Edits

Preparation. Using your Fleet Username, log on to Discoverer

x
— Connechion
Connect I
I zername: ||
Cancel |
Pazsword: I
Help |
Connect; Ipl:mspn:ud
About. .. |
— Statuz

Fleaze enter your uzername. pazsword and the databaze name.

Figure 4-1

Creating the Basic Query / Report

Step 1. At the initial Workbook Wizard page, select Create a New Workbook and Table, and click

Mext » |

"What do you want bo do?

E Create a new warkbool:
E;.ql Open an existing workboolk,

How do wou want o dizplay the resultz?

I3 Table B5| PageDetal Tabie
El Crozztab El Fage-Detal Crozzstab

& Table displayz data in rows and columng. Click Mest o continle.

Figure 4-2
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Step 2. Next, open the Fleet Card folder from the Available column on the left, by clicking on the .

#- 1 Flest Card

Figure 4-3

Select the following fields:

1. Region

2. Unit

3. Prop Number
4. Voyager No
5. City

6. State

When this action is completed, your Selected column on the right-hand side of the paged should appear
like Figure 4-4 below. If yes, click _ tew> | to proceed.

Eﬁ Reqgion

L g Uit

Eﬁ Vovager No
Eﬁ Prop Mumber
El}l Ciby

L g State

Figure 4-4

Step 3. If you’d like to change the order of the columns in this report, drag-and-drop them into the
desired position or order, and click __M=#>
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Step 4. Depending on the permissions granted to your Username, you may choose to set conditions for

Region and Unit, as done in Lesson 2, and then click M=

Step S. At this stage of the Workbook Wizard (See Figure 4-5), you have the opportunity to create
Sorts, and also to hide unnecessary, redundant columns of data from your report

’ Workbook Wizard: Step 5 I ;IEIEI

Define a sort to organize the results in your workshest by guidelines pou
specify. Click Add to add a new zort,

|COIumn| Directionl Sroup | Ling |Spaces| :I

Click Add to sort by anitem in your table,

=
I | »

[relete | Move g | W arve Down |

< Back Mest > | Firizh I Cancel | Help |

Figure 4-5
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Next, click M , which open a drop-down list (See Figure 4-6) displaying each of the columns
included in your report.

Pegen

(L3
Wirpager We:
Progs Muralser
iy

datn

Figure 4-6
Select City, and your display will show the item in Figure 4-7 below. Click on =l under Group, and

select Group Sort.
Cu:ulumn| Direckion | GEroup | Line |5paces |
1 ity ELD ko Hi ill None j --- -

Figure 4-7

Repeat this process for State. Then select Prop Number, and change Direction from Lo to Hi to Hi to Lo by
clicking ==l or =1 . When these actions are completed, your Sorts window should appear similar to Figure
4-8 below.

Column | Direckion | Group | Line |Spaces|
1 | lckr Lnthij croupsart ®|1—— 7] © j
2 | |state Lo to Hij Group Sart |1 —— =] © j

3 !IF'r':-p Mumber Hi ko Lnj Mone | -

Figure 4-8
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Your query/report is ready to run. Click on and your report will appear. Columns of the
initial results table will likely appear truncated. Re-size the columns so your results set table appears
similar to Figure 4-9 below.

Note that Prop Number is listed in descending order, and that Cify and State names are displayed only
when there is a change in those values from one record to the next. The Voyager No column has been
deliberately compressed for security.

Region | Unit |%oy. #| Prop Mumber City State =
1 94 19 |179330|A272887 SIOUE CITY [
2 94 19 |179330|A272880
3 94 19 179330 A7 2876
4 94 19 |[179330|AZ72875
5 a4 19 179330 AZ72574
2] a4 19 |179330[AZ72873
7 a4 19 |179330|AZ7 2054
g 94 19 179328 A267229
9 94 19 179328 AZ64246
10 94 19 179327 AZ53163
11 94 19 179326 A244597
12 94 19 |179326]A244569
13 30 27 |1793521A302654 TAMPA FL
14 30 27 1793521A302653
15 30 27 |[1793391A287639
16 g2 00 179354 AZ6EE03 0602580113 CA
17 5] 12 1793441 2289516 2421 WHITHERBEE RD'  |SC
18 0s 12 179344 A285507
19 0s 12 179344 AZ85506
20 0g 12 179344128193 2421 WITHERBEE RDr  |SC -
Al [\ shestr f [+ | _>|_I
Figure 4-9

Searching this report by City can be made even easier, by changing the Table Layout. Click on ,
which is the Edit Sheet icon, to open the Edit Sheet page. See Figure 4-10. Alternatively, you can go to
the tool bar at the top of the screen, and select Sheet > Edit Sheet...
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Select Itemsl Table Layout | Conditions | Sort | Calculations |

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

Available Selected

=lolx]|

[]
- sccount Message

- agency

i | Agency Alc

[ Budget Object Class
- Card Transaction

[ cardholder

-3 card profile Accounting
- cardhalder Profile Acckg
[ Check Design Code

- Credit Card

| Department

| Dispute Code Description
- Fe Card Profile Acckg
-1 Fleet Card

[ Flest Detail

- Irvaice Surmmary

=1 Fleet Card

Eﬁ Reqgion

Ly Uit

Eﬁ “Yoyager Mo
Eﬁ Prop MNumber

EE

i

o | Ledger Transactions
3 payment Summary

- Payment Summaty Detail
-2 Pems 1099 Tin

|Purchase Card Management System

Options... | Ok I

Cancel Help

Figure 4-10

Next, click on tab labeled Table Layout. See Figure 4-11.

Select Items Table Layout | Conditions I Sort I Calculations I

To change the layout of items in your worksheet, click and drag them to the
desired lozation.

I~ Show Page ltems I~ Hide Duplicate Rows

=lolx]

Region | Unit | Yovager Mo | Prop Number | City | State |

T e o e e e B - = e = T R P
Slo|lm oo GRS

r

&5
5

]

Cancel | Help |

Figure 4-11
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Click/Select the Show Page Items checkbox (Figure 4-12), which will open a new Page Items window

(Figure 4-13).

[T Show Page ltems

Figure 4-12

v Show Page ltems [~ Hide Duplicate Rows

FPage Ikems:

I Region | nik | Yoyager Mo | Prop Mumber | ity | Stake |

Figure 4-13

Drag-and-drop the column-heading label Ci#y from the table display into the Page ltems window. Your

display should appear similar to the window in Figure 4-14 below.

Select Ikems Table Layout | Conditions | Sark | Calculations I
To change the layout of items in wour work sheet, click and drag them to the
desired location.
¥ | Show Fage ltems [~ Hide Duplicate Raows

Page Items:‘ ; City |
Region | Unit | Yovager Mo | Prop Mumber | State |
1
(2 |
I
4 |
(s |
(& |
i
& |
5 |
10 |
11 |
(12 |
13 |
14 |
15 |
16 |
17 |
18 |
19 |
A

Figure 4-14

PCMS / Oracle Discoverer Training Guide
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Click on , and your report will be altered to appear similar to Figure 4-15 below, with a drop-

down menu for City located in the Page Items field.

7

Page Items: |- City. ANCHORAGE |
Region | Unit [Moy. # Prop Number | State

1 10 04 (1793531004005 Ak

2 10 04 [1793241P1004005

2 10 04 [1793241P1004004

4 10 04 |[179306|P1004003

i3 10 04 |[179306|P1004002

5 10 04 (179324 P1004001

i 10 04 |[179359|A3006E6

a 10 04 [179359|A309665

9 10 04 [179359[A300654

10 10 04 [179359|A3006E3

11 10 04 |[179359|A309662

12 10 04 [179359|A3059651

13 10 04 (1793521 A2075938

14 10 04 [179341{AZ85335

15 10 04 [179323{A2859514

16 10 04 (1793134 AZE3503

17 10 04 [1793224 AZ53561

18 10 04 (1793201 A267816
1!;!§EShee‘t1 ' |4| |

o]

Figure 4-15

Now, your report is configured to sort and display data by Cizy. Click on the City icon in the Page Items

window, and the Page menu shown in Figure 4-16 below will appear.

Chooze a walue for City:

ak. I

ALAMO

ALBANY

&l E=ANDER CITY
ALTURAS

ALTURAS [MOR-CAL MEVA]

A TURAS [ORE-CAL

ANCHORAGE
ANDALUS]A
ANDERSON

AL T A AL TN

Figure 4-16

DE0SE0113 i’
ABBEVILLE Cancel |

AMMISTOM LI

X

PCMS / Oracle Discoverer Training Guide
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Just select a City, and click to view City-specific data.

Finally, save your report by clicking on

, selecting a computer or the database for storing your report

(Figure 4-17), and saving this report as Prop-Voyager Numbers Report (Figure 4-18).

Save Workbook 1

where do you want to zave thiz workbook?

x|

tdp Computer
IQ Database

To zave a workbook to pour database account, click Save,

Save.. I Cancel Help

Figure 4-17

Save Workbook to Dat

Axailable warkboalk s

2500 and Ower
Account Humbers
Check Tranzactions
Dizpute Report
Exercize #2

Fleet Test Query
Mezzaqs Repart
Prop-ovager Mumberz
Regions

Unitz - Region 01
Unitz - Region 05

M ame:

Frop*Yopager Humbers

Save Cancel

Help |

Figure 4-18

PCMS / Oracle Discoverer Training Guide
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Summary. In this lesson/exercise, you successfully created a Prop-Voyager Numbers Report from
data elements contained in Fleet Card folder. Group Sorts were used to group data by City and State,
and to order Prop Number data in descending order. Finally, the Table Layout was altered to facilitate
the display of data by Cizy.

In the next lesson/exercise, you’ll learn to use the Crosstab format, and present your resulting report as a
Graph.

PCMS / Oracle Discoverer Training Guide Page 11 of 11
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Exercise 5: Crosstab Layouts & Graphs

Lesson Description

Lesson 5 introduces the use of Crosstab Layouts and Graphs for presentation of data. This lesson begins
with the creation of a report displaying Total Fuel Sales Amount by Product Code.

Training Objectives

At the conclusion of this lesson, Agency Fleet Headquarters Coordinators and Local Fleet Program
Coordinators will be able to:

1. Create a Crosstab-format report.
2. Create a Bar Graph-format report from a Crosstab report.

Methodology

This lesson will be delivered as an Instructor-led exercise.

References. None.

Enclosures. None.
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Preparation. Using your Fleet Username, log on to Discoverer

Connect to Orack Discoverer x
— Connechion
Connect I
I zername: ||
Cancel |
Pazsword: I
Help |
Connect; Ipl:mspn:ud
About. .. |
— Statuz

Fleaze enter your uzername. pazsword and the databaze name.

Figure 5-1

Creating the Basic Query / Report

Step 1. At the initial Workbook Wizard page, select Create a New Workbook and Crosstab, and click

Mext » |

YWhat do you want ko do’?

ﬁ Create a new workbook

E;.F’l Open an exizting workbook

Haoww do pou want bo digplay the results?

El T able El Page-Detail Table

I E] Crosstab El Page-Dietail Crozstah

& Crozstab displavs multidimenszional data and allows you to pivat along
top and zide dimensionz. Click Mest to continue.

Figure 5-2

PCMS / Oracle Discoverer Training Guide
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Step 2. Next, open the Fleet Detail folder from the Available column on the left, by clicking on the .

I +- | Fleset Detail

Figure 5-3

Select the Product Code and Fuel Sale Amount fields. When this action is completed, your Selected
column on the right-hand side of the paged should appear like Figure 5-4 below.

= 3 Flect Detail
Eﬁ Product Code
—D Fuel Sale Armount

E}_‘ suUM

Figure 5-4

If yes, click _ MNew> | to proceed. You should now see the Oracle Discoverer message shown in Figure
5-5 below. Click i , which will take you to Step 3 of the Workbook Wizard.

Oracle Discoverer x|

Mo data can be displayed in the crosstab because there are no rows, To add a row, drag an ikem From the column
e Yy area

(o] 4 |

Figure 5-5

PCMS / Oracle Discoverer Training Guide Page 3 of 9
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Step 3. Your Workbook Wizard Step 3 page should appear similar to Figure 5-6.

ook Wizard: Step 3 _ 0] x|

To change the layout of itemns in wour workzheet, click and drag them to the
dezired lozation.

[~ Show Page Items

.| Data Poinks: Fuel Sale Amount SUM
/| Product Code

Fuel Sale Amounk SUM

< Back et » | Finigh Cancel | Help |

Figure 5-6

PCMS / Oracle Discoverer Training Guide Page 4 of 9
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At this juncture, you must select which data will be displayed on the X-axis (vertical) and Y-axis
(horizontal). Customize your data display by selecting and dragging Product Code onto the X- axis (left-
hand column). See Figure 5-7.

| pata Paints: Fugl Sale Amount SUM

Praduct Code| [Fuel Sale Amount SUM

Figure 5-7

Note that Product Code now appears over the X- axis. If yes, click M to run your query/report.
Depending on the complexity and scope of your query, you may see a Progress window similar to Figure
5-8 below.

Aurweng oy
.|

Elzpaad Time: 000013

Figure 5-8

PCMS / Oracle Discoverer Training Guide Page 5 of 9
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Your initial report results should appear similar to Figure 5-9, as shown below. Note your data display is
in a Crosstab format, with Product Code in the left-hand column.

:| Fuel Sale Armount SUM =

i 4205, 56

on 494501 55

01 FRE12642 25

0z 21528663

03 7305917 .95

04 9515.20

0s 542822040

05 J6 42

o7 27455.39

03 16.25

10 1153.07

M 3284 63

i 8204511 79

13 7O54.65

14 48055, 42

15 5651917

1B 1037904.89

17 13641 73

18 1318 60

19 25077.30

20 10.00

2 121497 .82

23 188 &0

24 35610

25 194.01

25 1050305.02

g 1561461.13

2 77E42.25 ILI
A3 B st X J»

Figure 5-9

PCMS / Oracle Discoverer Training Guide Page 6 of 9
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Next, to display your report as a Graph, go to the tool bar and click 4 , or alternatively, select
Graph > New Graph. The New Graph: Step 1 window, Figure 5-10, will appear.

New Graph: Step 1 x|
YW'hat type of graph do you want ba create?
Lo -
| |
=
Area Cube
oo B
Fit ko curve Hi-Low Close  Horizontal Bar
M
2 ¢
Line Pareta Pie
=l
|Shnws values across categories, separated by cateq. ..

+ Biack Mest » | Finizh I Cancel | Help |

Figure 5-10

Figure 5-10 depicts selection of a Bar Graph format only. Note there are eight additional graph format
options visible, and other selections available by moving the vertical scroll bar down.

By clicking _ New> | , subsequent New Graph windows will be displayed providing the opportunity to
add additional detail or customization to your graph. These features are intuitive, easy to use, and you
are encouraged to explore these capabilities further following the conclusion of this training course.

PCMS / Oracle Discoverer Training Guide Page 7 of 9
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To continue with this exercise, click 7| = and view your first graph/report. Your report should
appear similar to Figure 5-11 below.

Finally, save your report by clicking on =

05| d| B e

7aE20000
E2895000
47172000
31443000
15724000

o

]
ad

EX [T

Figure 5-11

s

, selecting a computer or the database for storing your report

(Figure 5-12), and saving this report as Crosstab & Graph Report (Figure 5-13).

Save Workbook

where do you want to zave thiz waorkbook?

x|

tAp Camputer
IE Databaze

To zave a workbook to pour database account, click Save,

Save. . I Cancel Help

Figure 5-12

PCMS / Oracle Discoverer Training Guide
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Available workbook s

Save Workbook to Database | 5[

2800 and Owver -
Account Mumbers

Check Tranzactions

Dizpute Report

Enercize g2

Fleet Test Query

Mezsage Report

Prop-vopager Mumbers

Regions

rits - Region 01

Unitz - Region 05 j

M arne:

IErDsstab & Graph|

Save I Cancel Help |

Figure 5-13

Summary. In this lesson/exercise, you successfully created a Crosstab-format report from data

elements contained in Fleet Detail folder. Additionally, you created a graph-format report, permitting the

user to analyze Fuel Sale Amount by Product Code.

In the next lesson/exercise, you’ll learn to create a New Condition using a date range, and to edit column

headers.

PCMS / Oracle Discoverer Training Guide
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Exercise 6: Using Date Ranges

Lesson Description

Lesson 6 introduces the use of Date Ranges as a condition for a query/report. Also, as part of this lesson,
you’ll edit the format of your report to change the headings and other table properties. This lesson begins
with the creation of a report displaying fields from the Card Transaction folder.

Training Objectives

At the conclusion of this lesson, Agency Fleet Headquarters Coordinators and Local Fleet Program
Coordinators will be able to:

1. Create a condition using a date range.

2. Reformat report headings.
3. Use the Wrap Text function.

Methodology

This lesson will be delivered as an Instructor-led exercise.

References. None.

Enclosures. None.
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Preparation. Using your Fleet Username, log on to Discoverer

x
— Connechion
Connect I
I zername: ||
Cancel |
Pazsword: I
Help |
Connect; Ipl:mspn:ud
About. .. |
— Statuz

Fleaze enter your uzername. pazsword and the databaze name.

Figure 6-1

Creating the Basic Query / Report

Step 1. At the initial Workbook Wizard page, select Create a New Workbook and Table, and click

Mext » |

"What do you want bo do?

E Create a new warkbool:
E;.ql Open an existing workboolk,

How do wou want o dizplay the resultz?

I3 Table B5| PageDetal Tabie
El Crozztab El Fage-Detal Crozzstab

& Table displayz data in rows and columng. Click Mest o continle.

Figure 6-2

PCMS / Oracle Discoverer Training Guide Page 2 of 12
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Step 2. Next, open the Card Transaction folder from the Available column on the left, by clicking on
the #.

I #-1 Card Transaction

Figure 6-3

Select the following fields:

Card Type

Region

Unit

Sub Unit
Transaction Amount
Merchant Name
Merchant City
Merchant State
Purchase Date

RN R W=

When this action is completed, your Selected column on the right-hand side of the paged should appear
like Figure 6-4 below. Ifyes, click —_M#** | to proceed.

—‘:';'j Card Transaction
Eﬁ Card Tvpe
Eﬁ Region

~Lgh Unit

~L g Sub Uniit

—E" Transaction Amount
E’t SuUM
+E|}| Merchant Mame
+E|":| Merchant Ciky
+E|7:| Merchant State
+E|}| Purchase Date

Figure 6-4

Step 3. Leave the column order as is it appears, and click Mt g proceed to Step 4.

PCMS / Oracle Discoverer Training Guide Page 3 of 12



USDA
=

Exercise 6: Using Date Ranges

Step 4. Open the All Items drop-down list shown in Figure 6-5 below by clicking on E .

Yigw Conditicrns for: I all Thems

Figure 6-5

The View Conditions for: selection list will appear. See Figure 6-6.

®workhook Wizard: Step 4 - |2 =f

Delre condions bo binel verksheel ey by ciivses wou speciy, Cick New

b defire a nee conditon.

iow Corcitions for 13 &l fems =
P e =
¥ Aictine Oinky Jf._J
£ Card Type
¢ Region Q
[ g Unit —
|y Sub Link kil
& Transaction Amourt SUM =
| Merchant hlams
| g Merchant City =

Click; Moy b oreate: & rees condition.
1 D escaphior
Mt | Frsh | Cowsl | Hew |

Figure 6-6

Scroll to the bottom of this list, select Purchase Date, and click Ll .

Page 4 of 12

PCMS / Oracle Discoverer Training Guide



USDA

=]
Exercise 6: Using Date Ranges

The New Condition window, as shown in Figure 6-7 below, will appear.

_lnix

M arme: IF'un:hase [rate

¥ Generate name automatically

Description: I

Location: B

— Formnula
Enter the name of an item or select from the drop lisk,

Ttem Cu:unditiu:un| Yalluels) Advanced 3> |
Purchase Date j = j :I
1] | 3|

¥ Match case

] 4 I Cancel | Help

Figure 6-7

Click on =l under Condition to display a menu of available conditional operators. See Figure 6-8. Select
Between.

| ®rewCondition =loixf

Bame i'rl-" b Dl
¥ Gererate name subomalically
Decsiptionr |
Locaticr: |
—Fomuda

Sabict a corcitional opssator from the drop st

|
Ttem | Vakoss) | Advanced 5 | |

Purchass Date ﬂ = _d :j

4 - 2] ]|

¥ Haich case :‘b

L x :

- [ ok ] coest | Ha |
S

T LIKE
E3 WL
ESMOTHLLL |
NOT IN

H I HOT BETWEEN = Frish ]

Figure 6-9

PCMS / Oracle Discoverer Training Guide Page 5 of 12
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Under the Value(s) data entry field, enter a date of ‘0/-Mar-2002" in the left field, and a date of "3/-May-
2002’ in the right field. Ensure that you enclose your dates in single quotes, and that your text format
follows that shown in Figure 6-10 below.

o

M ame: IF'ur-:hase Diate BETWEEM '07-Mar-2002" AMD 37 - qu-2002"

¥ Generate name automatically

Dezcription: I

Location: B

— Faormula

Enter a single-quoted date of the Form 'DD-Mon-y¥y" or select From the drop list, Multiple walues must
be separated with cammas,

Tkem | Condition | Yalue(s) Advanced >>|

Purchase Date || BETWEEM || '01-Mar-2002

a |

v Match caze

0k, I Cancel | Help

Figure 6-10

When this action is completed, click , which will return you to the Workbook Wizard Step 4

window. Click 2> |to proceed to the next Workbook Wizard window, where you’ll add Sorts to
your query/report.

PCMS / Oracle Discoverer Training Guide Page 6 of 12
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Step 5. The Workbook Wizard Step 5 page is shown in Figure 6-11 below. Here you have the
opportunity to add Group Sorts to your report.

® workbook Wizard: Step 5 o =] 4

Diefine a sort to arganize the rezults in your worksheet by guidelines you
zpecify. Click Add to add & new sort.

|COIumn| Directionl Eroup | Lire: |Spaces| LI

Click Add to sort by an item in wour table,

I ;l;l
Add - Lielete | Move p | owve Lo |
< Back Mest > | Finizh I Cancel | Help |

Figure 6-11

Click on &1 =] , to access a menu of fields available for Sort operations. See Figure 6-12.

Cord Typar
Regon

Uit

Sub Link

Transsckion Amounk SUM
Herchark Mame
Merchark Chy

erchark State
Purchass Date

|
Figure 6-12

PCMS / Oracle Discoverer Training Guide Page 7 of 12
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Select Merchant State, then click _ ad v again and select Unit. Now you’ve selected two fields for an

action. For Row 1 (Merchant State), click on the =l under Group, and select Group Sort from the menu.
Repeat this process for Row 2 (Unif). Your selections should appear similar to Figure 6-13.

Column Direckion Group Spaces

| Merchant State Loto Hiill Group Sart |1 —— =] 0 j

1
BE -

Figure 6-13

Your query is now ready to run. Click to see your report. When the initial results appear,
resize them using the Format>Column>Auto Size function at the tool bar. Your report should appear
similar to Figure 6-14 below.

Card Type | Region | Unit | Sub Unit | Transaction Amount SUM Merchant Narme Merchant City | Merchant State | » Purchase Date ﬂ
k1 F ] 02 |0oooa $891.74|JOSE CRESFO 0 ARUBA AR 13-tar-2002
K2 F 20 00000 $264.11|JOSE CRESFD 0 ARLBA 20-Mar-2002
b3 B 20 00000 $465.94|T.C. S5 TOP CARGD O ARUBA 28-Mar-2002
v 4 P 20 00000 $361.97 |JOSE CRESFO 0 ARLBA 18-Apr-2002
] B 20 00000 $812.86|JOSE CRESFO 0 ARLUBA 22-May-2002
L5} = 03 0o |ooooa $2,199.00 | AMERICAN CONFEREMNCE INST  |888-224-2480 AB 22-Apr-2002
[T F 17 00000 $1,286.28 |MARGO SUPPLIES LTD HIGH RIVER 29-May-2002
L] P 03 1 00000 $332.20|BIOLOGICAL SCIENCES EDMOMTON 30-Apr2002
»a B 01 02 |0oo0ad $284.90|SAF - T - PAKING 7804360211 26-Mar-2002
w10 P 01 00000 §284.90|SAF - T - PAK NG 7804860211 04-Apr-2002
¥ 11 B 20 00ooa $24.48 ESE0 IMP OIL /EDMON TR AILAETH CALG 30-May-2002
v 12 P 05 00ooa $153.580 WORK ENVIRONMENTAL PROD CALGARY 02-May-2002
¥ 13 F 30 05 (00000 §110.33 | PRAXIOM RESEARCH GROURP LT |EDMONTON 25-Mar-2002
b 14 P 52 00000 $524.44 |BIOLOGICAL SCIENCES EDMOMTON 08-Apr-2002
¥ 15 B 03 05  |00000 $387.78 WWHAT OM EARTH EDMOMTON 19-Mar-2002
v 16 P 05 0% |0oooa F29.88 |[TROUT UNLIMITED CANADA, CALGARY 08-May-2002
r 17 B 70 10 |00000 $1.64 |MARGD SUPPLIES HIGH RIVER 05-Apr-2002
¥ 18 P 70 00000 $131.60 MARGD SUPPLIES LTD HIGH RIVER 05-Apr-2002
¥ 14 F 70 11 00000 $912.81 |MARGD SUPPLIES LTD HIGH RIVER 25-Apr2002
w20 P 70 00000 $161.41 | MARGD SUPPLIES LTD HIGH RIVER 07-May-2002
¥ 21 F 70 00ooa $206.59 MARGOD SUPPLIES LTD HIGH RIVER 02-May-2002
¥ 22 P 70 00ooa §111.35|MARGD SUPPLIES LTD HIGH RIVER 22-May-2002
¥ 23 F 05 00000 §222.62 | COMPUTER CONNECTIONS RED DEER 12-Apr-2002
¥ 24 P 4] 12 |00000 $205.30|SAF - T - PAK NG 7E04560211 07-Mar-2002
b 25 F &1 00000 $362.56 | SAF - T - PAKIING 7804360211 15-Mar-2002
v 26 P 70 00000 §245 37 |MARGO SUPPLIES LTD HIGH RIVER 13-tar-2002
¥ 27 B 70 00ooa $a059.69 MARGOD SUPPLIES LTD HIGH RIVER 16-tay-2002
v 28 P 04 13 |00000 $295.00 AMBUS REGISTRY INC. CALGARY 18-tar-2002

m 04 inlninimin] 24 AQ T T IR IR AITED Akl mon AT AT M kA~ NN LI
ZI:EI\: Sheet 1 M+l | 2
Figure 6-14
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Exercise 6: Using Date Ranges

Your report has some lengthy header names, such as Transaction Amount SUM, over columns of data
that are relatively short. You can alter your header names, and/or format your columns to wrap text.
Click on the uppermost left-hand cell (blank & gray) on your report to select the entire table for action.

At the toolbar, select Format>Headings, and the Format Heading window shown in Figure 6-15 will
appear.

i

Font | Alignment I Background Color I

Fant: Style: Size: Calor:
! .
L NS v B o BV I it
Al Balic I itaic 12 EREENETE
T Aisl Black Bold Italic 14 EECTEE BT
T Arial CE 16 EEEEEEEE
Hr &rial CTR 14

T Arial Greek 20 EEEEEEEE

i 22 ANEEEEER

o aralNarow [ iz Z e
—Effects———— —~ Sample

I Stikeout I AaBbCcYyZz

[T Underline

Ok I Cancel Apply Help

Figure 6-15

PCMS / Oracle Discoverer Training Guide Page 9 of 12



USDA
=

Exercise 6: Using Date Ranges

Select the Alignment tab, followed by Center and Wrap Text (Figure 6-16), and click , to return

you to your report.

Faonk Alignment | Background Color
— Huorizontal —Wertical
" Leht {* Top
{f* Center = Center
™ Right = Bottom
V¥ \Wiap Test
Sample
“ AaBbCoYyiz

Figure 6-16

Your report is now set to wrap text in any cell. Move your cursor to the right-hand margin of a column
header you have chosen to compress. Note that your cursor changes appearance, resembling a cross, with
arrowheads on the horizontal axis. Press and hold the left-hand mouse button, and manually move the
column-header border to the left. Because you’ve set the Wrap Text option in the previous step, the
column header will change from a single, horizontal line of text to a ‘stacked’ appearance, similar to

Merchant State in Figure 6-17.

Merchant Mame

City Merchant
State

Figure 6-17

Reducing several columns in width permits a user to display more columns on a single-width page. This

produces a report that is easier to both read and print.
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Exercise 6: Using Date Ranges

To change a column heading, such as Account Number to Acct #, click on the cell containing the column
header to be modified. This action will select, or highlight, the entire column for editing. Next, right-
mouse click the selected column, and the menu shown in Figure 6-18 will appear.

Ttasim Properties, ..

Format Dats. .
Cobumm Whdthe .,
Cobumn &uto Soe

G Sort
Sort Low ba High
Sort High to Loss

Sheoe Wakies, .,

Figure 6-18

Click on Item Properties... , which opens the ltem Properties window. The Heading field contains the
column header. See Figure 6-19.

Item Properties x|

I ame: Merchank Ciky
Type: Text

Description: ity in which the merchant is located

Heading: IMerchant City

ak. | Canicel Help

Figure 6-19

Change the column header to an abbreviated but meaningful name, and click . Using this
method, you can customize the format and label of your report display to facilitate ease of printing or
display.
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Exercise 6: Using Date Ranges

Finally, save your report by clicking on

, selecting a computer or the database for storing your report

(Figure 6-20), and saving this report as Date Ranges and Column Headers (Figure 6-21).

]
where do you want to zave this waorkbook?
tp Computer
IE Databaze
Tao zave a workbook to your database account, click Save.
Save.. I Cancel Help
Figure 6-20
Save Workbook to Database x|
Axallable warkboaolk s
2600 and Owver -
Account Humbers
Check Tranzactions
Crozztab & Graph
Dizpute Repart
Exercize #2
Fleet Test Query
kMezzane Repart
Prop-*owager Mumberzs
Regions
IIniits - Fregion 01 |
M ame:
IDate Fiange: and Column Headers
Save I Cancel Help |

Figure 6-21

Summary. In this lesson/exercise, you successfully created a condition using a date range, and edited
the format and column headers of your report. In the next lesson/exercise, you’ll create a New Condition
using a Greater Than (>) conditional operator.
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