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Exercise 3: Sorts & Page Layout

Lesson Description

The exercise in Lesson 3 creates a simple report, which will display unreconciled transactions by account
number. Once created, this report will be edited to display account numbers only when there is a change
in the display of an account number. The report’s layout will then be modified to display the report by
each account number as a separate page.

Training Objectives

At the conclusion of this lesson, PCMS Area Program Coordinators and Local Area Program
Coordinators will be able to:

1. Edit a report.

2. Add asort.
3. Change the page layout.

Methodology

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

References. None.

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

Connect to Oracl Discoverer x
— Connechion
Connect I
I zermame: ||
Cancel |
Pazaword: I
Help |
Connect: Ipcmspmd
About, . |
— Statuz

Fleaze enter your uzermame. pazsword and the databaze name.

Figure 3-1

Creating the Basic Query / Report

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

Mewxt » |

YWhat da wou want to da?

ﬁ Create a new waorkbook,
E;.F’l Open an exigting workbook:

How do pou want o display the regultz?

B Table El Page-Detai Table
El Crozstab El Page-Dietail Crosstah

& Table displays data in rows and columng. Click Mest o continue.

Figure 3-2

PCMS / Oracle Discoverer Training Guide Page 2 of 13



USDA
SOLA

Exercise 3: Sorts & Page Layouts

Step 2. Next, open the Card Transaction folder from the Available column on the left, by clicking on
the i+.

#-C1 Card Transaction

Select the following fields:

Region

Unit

Sub Unit

Account Number
Transaction Amount
Merchant Name
Purchase Date
Action Code

e A

When this action is completed, your Selected column on the right-hand side of the paged should appear
like Figure 3-3 below. Ifyes, click N g proceed.

: G‘:,Regmn .................
L Unit

L g4 5ub Urit

+J:ﬁ Account Mumber
—[* Transaction Armounk
E% sUM

it Eﬁ Merchant Mame
+J:ﬁ Purchase Date

+ Eﬁ Ackion Code

Figure 3-3

Step 3. No customization of this report is required yet. First we want to ensure the query we’re

building returns the data necessary to complete the report, so click _ MNet> | and proceed to the next
Workbook Wizard page.
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Step 4. To set the conditions for your query/report, click the =l next to All Items. You should see a
window containing each of the fields selected in Workbook Wizard Step 2, shown below in Figure 3-4.

LY All Thems
(EEL e

v Auckies Orly

_phRegion

it

gty S Uit

g Account Nusber

&= Trarssction Amaunt SUM
ﬂi':r'i:r:ha't Name
_ryPurchase Dals

Figure 3-4

Depending on the permissions granted to your Username, you may want to set conditions for Region,
Unit and Sub Unit, as done in Lesson 2. For this query/report, you want to set a condition for Action
Code as well. See Figure 3-5.

|Lg Asction Code (T, P, U, &, Q, R} [ 5
Figure 3-5

Select Action Code from the drop-down menu, and click LI . Use the default condition ‘=’, insert
the value ‘U’ (Unapproved) in the Value(s) field, and click

® Edit Condition N [=]
M e |iction Cods ="'
¥ Gererate name automatically
Description; I
Location: @
— Faormula
Enter the name of an item or select from the drop lisk, %

Ttem Cu:unditiu:un| Yaluels) Advanced »x |
Action Code j = j I ;I
| [

1]
¥ Match case

0k, I Cancel | Help

Figure 3-6
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Your query/report is ready to run. Click on and your report will appear.

1 b Ljunt Mu|  Merchant Mame *Purchase Date
b1 0|000I0000324 JIFFY LUBE 05-Feb-2003
b2 O|0|00oI0000324 JIFFY LUBE 05-Feb-2003
k3 Q/0000I0000324 LOCHSA LODGE 05-Feb-2003
b 0|0/ 000I0a00324 PWIFPHOTOWYORKE110-F eb-2003
k5 Q0a0oIoa00324 LOLO HARNWEST FO11-Feb-2003
(&5 0|0/ O00I0a00050 BLACK, & wAIL OFFI114-Feb-2003
b7 Q|0/a00I0a0031 IWVWESTERM MOMNTAMNI13-Feb-2003
K8 Q|0 000I0a00324 KEARSTERM K EDWAN3-Feb-2003

Figure 3-7

Columns of the initial results table will likely appear truncated as in Figure 3-7 above. In order to re-size
the columns, click on the blank (gray) cell in the upper left-hand corner of the table. This will select the
entire table for an action, highlighting all items in the table blue. See Figure 3-8 below.

Region Lnit | Sub Unit) ount Mo r'| chant M| e (D,
F 1 05 o0 1JIFFY LUU
() 1 05 1JIFEEY LU
v 3 ' ' ' ' \05-Feb-21

A = 1

Figure 3-8

Now, move to the tool bar at the top of your screen, and click on Format, Columns and Auto Size. (See
Figure 3-9.) This action will adjust each column to display complete labels and data strings.

i1 Fle Edt ¥iews Shest | Format Tools  Graph  Window  Help

ﬂ 2 HE R Duaka.., - Eﬁ !
T Excephions. ..
[ o | Coare

Figure 3-9
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Your results set table should now appear similar to Figure 3-10 below. The Account Number column has
been deliberately compressed for security.

Region| Unit | Sub Unit | unt Nu Merchant Name Action Code (D, P, U, A, G, R) [»Furchase Date 3
k1 )] 05 0a0oo 000o0=2|JIFFY LUBE vl 05-Feb-2003
k2 i} 05 0aooo 000032\ JIFFY LUBE o] 05-Feb-2003
k3 uj] 05 0a0oo 000032| LOCHSA LODGE W] 05-Feb-2003
k4 i} 05 0aooo 000032 PWIFPHOTOWMYORKS o] 10-Feb-2003
k5 uj] 05 0a0oo 000032/ LoLD HARVEST FOODS EXR W] 11-Feb-2003
] i} 05 0aooo 000005 BLACK, & WAL OFFICE PR o] 14-Feb-2003
k7 uj] 05 0a0oo 000031 WESTERR MONTARMA CLINIC W] 13-Feb-2003
¥ i} 05 0aooo 000032 KEARSTENM K EDWARDS O o] 13-Feb-2003
¥ uj] 05 0a0oo 000032 CORVEMIENCE CHECK FEE W] 18-Feb-2003
¥ 10 i} 05 0aooo 000005 FERFECTION TIRE #12 o] 18-Feb-2003
r 1 uj] 05 0a0oo 000022 WCD, GOk W] 20-Feb-2003
k12 i} 05 0aooo 000032 WCD GOk o] 20-Feb-2003
r13 uj] 05 0a0oo 000022/ MISSOULA MOTOR PARTS #6554 W] 20-Feb-2003
w14 i} 05 0aooo 000005| GLERWCOOD CARMYASH 0 o] 14-Feb-2003
k15 ] 05 00000 000005 CORVEMIENCE CHECK. FEE o] 24-Feb-2003
¥ 16 i} 05 0aooo 000032 wIKIMG OFFICE PRODUCTS o] 20-Feb-2003
w17 ] 05 00000 000032 TREMPERS o] 21-Feb-2003
¥ 18 i} 05 0aooo 000032 SELEYS ESSCO o] 20-Feb-2003
» 19 ] 05 00000 000032 BOYCE TRUE %ALUE LUMBE o] 21-Feb-2003
¥ 20 i} 05 0aooo 000032 OWERHEAD DOOR OF MISSOUL U 21-Feb-2003
21 ] 05 00000 000032 PRUY K WETERIMARY HOSPITAL o] 20-Feb-2003
k22 i} 05 0aooo 000032 AUALITY SUPPLY o] 20-Feb-2003
¥ 23 ] 05 00000 000035/ DEBIT PURCHASE BALANMCE X o] 10-Feb-2003
w24 i} 05 0aooo 000036| CREDIT PURCHASE BALAMCE X o] 18-Feb-2003
¥ 25 ] 05 00000 000036 TRANSFER FRAUD PURCHASE & |U 10-Feb-2003
¥ 26 i} 05 0aooo 000005 BUREAL OF LAMD MGHMT o] 24-Feb-2003
¥ 27 ] 05 00000 000005|USDA GRADUATE SCHOOL WEE U 25-Feb-2003
¥ 28 i} 05 0aooo 000005 USDA GRADUATE SCHOOLWEE U 25-Feb-2003

1

n ot OOnnc onnnaolmen Foe A 10_Fah- 2003 d
4 ] sheet 1 4 »

Figure 3-10

PCMS / Oracle Discoverer Training Guide Page 6 of 13



USDA

e —
— Exercise 3: Sorts & Page Layouts

Adding a Sort

To edit this report, you’ll add a Sort to Account Number. The effect of this sort will change the display of
your data to show an Account Number only when a new Account Number is displayed within the Account
Number column.

Click on the Edit Sheet icon == on the tool bar at the top of the screen. It looks like a table with a pencil
on top of it. Alternatively, you can access the Edit Sheet from the tool bar by selecting Sheet> Edit
Sheet... , or go directly to the Sort Table window by selecting Tools>Sort... The Edit Sheet page is
depicted in Figure 3-11 below.

g =[S

Select Items | Table Layout Conditions I Sork I Calculations

To add items to your workshest, select them from the Available list and mave
them ta the Selected list.

Available Selected

£8) PCMSFLEET LI & —‘i‘] Card Transaction

g I:_—I Account Message 1= l__g_'j Reqion

#- ] Agency L5 Unit
- Agency Alc L Sub Unit
-E3 Budget Object Class _’I + E;'j Account Mumber
-1 card Transaction +]_—§':| Merchant Mame
-] cardhalder j +L—'g:| Purchase Date
-] Card Profile Accaunting —[E'j Action Code

- cardhalder Profile &cckg ey
- check Design Code

- Credit Card

;7| Depatkrnent

- Dispute Code Description

-[E Fe Card Profils Acchg

-1 Fleet Card

- Fleet Detail

- tnvoice Sumnmary

-3 Ledger Transackions

Wit Payment Summary

| Payment Surmmary Detail

- Pems 1099 Tin

- Pems User

. Poms Rejected Header =
-[E Pems Rejected Detal

- Product Code

- Purchase Detail

[ Purchase Detail Det

-] SF281 Cade Description =

EI T A T T I TR I R I I -

IPurchase Card Management System

Optionz... | Ok, Cancel Help

Figure 3-11
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Select the Sort tab at the top of the window, and the page shown in Figure 3-12 will appear.

Seleck Tkems I Table Layout | Conditions Sork I Calculations I

Diefine a sort to organize the results in pour worksheet by guidelines you
specify. Click Add to add a new sort.

|COIumn| Directi0n| Group | Line |Spaces| :I

Click Add ko sort by an item in vour table,

-
4| | »

Add - Delets Mave Up | I ove Dowr I

Figure 3-12

Next, click bod ¥ , which open a drop-down list displaying each of the columns in your report.

Select Account Number, and your display will change as shown in Figure 3-13 below. Click on =l under
Group, and select Group Sort.

Table Lawvout I Zonditions Sorkt | Calculations I

Define a sort ko organize the rezultz in your workzheet by guidelines pou
gpecify. Click Add to add a new sart,

Column | Direu:tiu:un| Group | Line |Spaces|

1 Jﬁ.ccnunt Numnber Lo ta Hi iil Maone _ﬂ s ik

Figure 3-13
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Click ﬂ again, and select Region. Click on =l under Group, and select Hidden. This action

will cause the redundant data in the Region column to be hidden in the report. Repeat this process to hide
other redundant data, such as Unit, Sub Unit or Action Code, until your window looks similar to Figure 3-
14 below.

Colurn | Direckion | GHaUp | Line |S|:-a-:es|
1 | |Account Amber Lo ko Hi —I Group Sort jl —j 0 +|
2 | [Region Loto HiilI Hidden ¥ -
3 | |unit Lata Hijl Hidden | *] -
Qo oty wien B~ | -
s leommcose wond e o - -
Figure 3-14

When satisfied with the Sorts selected, click . Discoverer will present a modified report
Figure 3-15) reflecting the changes made at the Edit Sheet screen.

unt Mu Merchant Mame + Purchase Date

k1 D000S| BUREAL OF LAND MGHMT 27-Feb-2003
k2 BLACK & “AIL OFFICE PR 14-Feb-2003
k3 OT *DULLTH TRADING CO 013-Mar-2003
k4 USGEOT PRIMTING OFC 40 28-Feb-2003
k5 PERFECTION TIRE #12 18-Feb-2003
] 0000050 MEDIC FIRST AID INTL 25-Feb-2003
k7 FRAMCOTY P-POSTALIAMET 26-Feb-2003
¥ CILALITY HEATING & A% O 28-Feb-2003
»a COMNYEMIEMCE CHECK FEE 05-har-2003
¥ 10 JAMES R. TALBOTT i 21-Feb-2003
w11 COMNYEMIEMCE CHECK FEE 27-Feb-2003
k12 COMNYEMIEMCE CHECHK FEE 27-Feb-2003
»13 JAMES R TALBOTT a 24-Feh-2003
k14 CLEARWWATER RCAD i 27-Feb-2003
k15 COMNYENIEMCE CHECK FEE 04-har-2003
v 16 000005 THE HOME DEPOT 1808 26-Feb-2003
w17 QoooosAAY ADCBE. COMISTORE 26-Feb-2003
v 18 COMMERCIAL TIRE 27 26-Feb-2003
» 19 LAMYSON PRODUCTS 27-Feb-2003
¥ 20 BUREAL OF LAMD MGMT 24-Feb-2003
21 WEST GROLURP 26-Feb-2003
¥ 22 U BOOKSTORE MAIL-PHOME 27-Feb-2003
» 23 GRAPHIC PRODUCTS INC 013-Mar-2003
F 24 EMERALD PETROLEUM SERVICE  |28-Feb-2003
k25 CIUILL CORPORATION 28-Feb-2003
¥ 26 DaM BURNSIDE u] 27-Feb-2003
w27 COMNYENIEMCE CHECK FEE 04-har-2003
¥ 28 00000sl RVERSIDE CARWYWASH O 24-Feb-2003

Lkl AE EER DEISn 5. Fah. 2007
A [T sheet 1 Mal

n

Figure 3-15
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Changing the Layout

Click on the Edit Sheet icon on the tool bar at the top of the screen or, from the tool bar, select
Sheet>Edit Sheet ... to access the Edit Sheet. Click on the Table Layout tab. See Figure 3-16 below.

Select Ttems Table Layout Conditions | Sort I Calculations

To change the layout of items in your workisheet, click and drag them o the
desired location,

[ Show Page ltems I Hide Duplicate Rows

Account Nurnber | Merchant Name | Purchase Date | Transaction Amount SUM |

Options... | Ok Cancel | Help |

Figure 3-16
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Click on the Check Box labeled Show Page Items, which opens a field above the report display, as shown
in Figure 3-17 below.

Select tems Table Layout | Conditions | Sort I Calculations

To change the lapout of items in pour warksheet, click and drag them ta the
desired location.

¥ Show Page ltems [ Hide Duplicate Raows

Page Ikems: |

Account Mumber | Merchant Name | Purchase Date | Transackion Amount SUM |

.-..—.—!.-.|»—»—|\noox|a\u|-nwm»—
m-bwlm»—cnl
]

Figure 3-17

Drag-and-drop the Account Number label on the first column of the report into the white field labeled
Page Items: The Account Number displayed in the example below is distorted for security reasons.

Page Ttems: | Accoun Number 0000 - |

Figure 3-18
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Click , and your report should appear similar to Figure 3-19 below. Again, the Account
Number displayed in the example below is distorted for security reasons.

Page Bens: | Account Nurmber DOIODS] |

I Merchant Mame rPurchase Date | Transaction Amaount SUM |
#1 BLACK &AL OFFICE PR |14-Fab-2002 [ $1,168.00
3 BLIREAL OF LAND MGHMT 27-Fab 2003 9,79
r3 OT *DULUTH TRADING C0 _III-h'Iar-ZEIJZI | !!_l-"'Z.EE:
4 PERFECTION TIRE #12 [18-Feb2003 | §75.90
-1 USGE0NVT PRINTING OFL 40 28-F eb-2003 455,00

Figure 3-19

To view records within your report associated with a specific account number, click on the down-arrow

next to the current Account Number in the Page Items field, select another Account Number, and view the
new results set.

Finally, save your report by clicking on = , selecting a computer or the database for storing your report
(Figure 3-20), and saving this report as Unreconciled Transactions (Figure 3-21).

ﬂ

Wwhere do you want to zave thiz waorkbook?

tp Camputer
IE Databaze

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

Save. . I Cancel Help

Figure 3-20
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Save Workbook to Database i ﬂ

Ayailable warkbookg:

Check Tranzactions -
Erercize #2 _I
Regions

Unitz - Region 01

Unitz - Region 05

Units - Region 03

Unitz - Reqgion 1

Units - Region 10

Unitz - Region 19

Unread Meszages
Unrecanciled Tranzachons

M ame;

|L|nreu:u:-n-:ile-:| Tranzachons

Save I Cancel Help

Figure 3-21

Summary. In this lesson/exercise, you successfully created a report identifying unreconciled
transactions, then edited your report with additional sorts and changed the table layout. In the next
lesson/exercise, you’ll learn to add parameters to a report, which allows the user to enter values, such as
account numbers, to tailor your report results set.
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