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Exercise 1: Accessing Oracle Discoverer

Lesson Description

Lesson 1 is an introduction to Oracle Discoverer, and how to successfully log on as a user.

Training Objectives

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

1. Open Discoverer on their desktop computer workstation.

2. Log on to PCMS through Discoverer, using their individual Username and Password.

Methodology

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

References. None.

Enclosures. None.
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Logging On To Discoverer

To open your Oracle Discoverer, double-click the B8 Oracle Discoverer icon on your desktop, or click

the M button on your desktop, and select Oracle Discoverer 3.1 User Edition from your Programs
Menu.

If you’re Oracle Discoverer application is properly installed, you will briefly see the Oracle Discoverer
3.1 User Edition Start-Up Banner shown in Figure 1-1.

Oracle Discoverer"

Release 3.1

Copyright ©1956,1399, Oracle Corporation, All rights reserved .

Figure 1-1

Following the Oracle Discoverer Start-Up Banner, you’ll see Log In Window shown below in Figure 1-1.

Connect to Oracle Discoverer . EI
— Connechion
Connect I
Uzemame: ||
Cancel |
Pazzword: |
Help |
Connect; Ipl:mspn:ud
About,. |
— Statuz

Pleaze enter your uzernarie, password and the databaze name.

Figure 1-2

Enter your assigned Username, Password, the Connect string or database name you need to access, and
click on the h button.
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If you’ve correctly entered your connection information, the initial Workbook Wizard window shown
below will appear.

® Workbook Wizard 1 _ 10l x|

Thiz wizard will help vou open an exizting workbook or create a new one, =0
o can quickly retieve infarmation from the database.

“Wwhat do pou want to do’?

9 Create a new workbook

E;.F"l Open an existing workboak,

¢ Back [ et Firizt Cancel Help

Figure 1-3

Congratulations, you’ve successfully logged onto Discoverer, and are ready to begin Data Mining!!

Summary. During this short lesson/exercise, you learned to open Discoverer on your desktop computer
workstation, and log on to the PCMS database. In the next lesson/exercise, you will learn to create a
query using Discoverer’s Workbook Wizard, and create a simple report.
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Exercise 2: Creating a Report

Lesson Description

Lesson 2 is introduces the Workbook Wizard, and the six (6) -step workflow process used to create a
simple report.

Training Objectives

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

3. Using the Workbook Wizard, develop a simple query.

4. Create a simple report in table format.
5. Save a new report to either a computer or database.

Methodology

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

References. None.

Enclosures. None.
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Exercise 2: Creating a Report

The Workbook Wizard

The Workbook Wizard provides a simple six (6)-step workflow process for producing the data you need.

S e

Choose a Display Type.

Select the Items.

Arrange the Layout of the Data.
Define the Conditions of Your Query.
Sort by Items in Your Table.

Create a New Calculation.

The quickest way to build a new query is to use only the first four (4) steps. Using the Workbook
Wizard, following Steps 1through 4 listed above, we’ll create a simple report listing the account numbers
of PCMS Cardholders in the Region/Unit of your choice.

Once you’ve successfully logged on to Discoverer, the first Workbook Wizard window will appear.

“Wwhat do pou want to do’?

’ Workbook Wizard =

Thiz wizard will help vou open an exizting workbook or create a new one, =0
o can quickly retieve infarmation from the database.

(il

Create a new waorkboolk

E;.F"l Open an existing workboak,

=10l x|

¢ Back [ et

Firizt

Cancel

Help

Figure 2-1
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The first Workbook Wizard window has five (5) navigation buttons located across the bottom of the
window, as seen in Figure 2-1 above. The remaining Workbook Wizard pages each haves six (6)
navigation buttons, located at the bottom of the window. See Figure 2-2.

< Back | Mext » | Options... | Finizh | Cancel | Help

Figure 2-2

The table below provides a description of the functionality of each button at the bottom of the Workbook
Wizard screen.

S The ‘Back’ butt returns the Workbook Wizard to the previous screen. When you are on
the first Workbook Wizard screen, this button in inactive (gray).
‘Next’ moves Workbook Wizard to the next screen. On the first Workbook Wizard
Mest > screen, this button in inactive until you opt to create a new workbook or use an existing
one. This button is also inactive on the final Workbook Wizard screen, as there is no
‘Next’ screen.
it The ‘Options’ button sets defaults for query format and display settings. This button is
inactive (gray) on the initial Workbook Wizard screen.
Use the ‘Finish’ button when completed creating a query. This button is inactive (gray)
Finish on the first Workbook Wizard screen, unless you’re returning from the second
Workbook Wizard screen.
Lancel Use ‘Cancel’ to cancel the current task or step.
Help This button opens a help file on using the Discoverer Workbook Wizard.

Step 1. To begin creating your first report, click ﬁ to create a new workbook. Doing so opens
additional fields below on the same window. See Figure 2-3 below.

| Table El Page-Detail Table

ﬁl Crozstab El Page-Detal Crozstab

A Table displavs data in rows and columng. Click Mest o continue.

Figure 2-3
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Click on E to select a Table format, which will display data in a ‘rows and columns’ format. Then
click on ">t continue building your query, and proceed to the next Workbook Wizard screen.

® workbook Wizard: Step 2 _ O] =|

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

Awailable Selected
B FF s FLEET =%

#- ] Account Message Z

-2 Agency

-2 Agency Alo

-3 Budget Object Class

-1 card Transaction

- cardhalder

-1 card Profile Accounting

-1 cardholder Profile Acckg

-1 Check Design Code

- credit Card

-2 Cepartment

-3 Dispute Code Descripkion

- Fe Card Profile Acckg

-1 Fleet Card

#- ] Fleet Detail
+|=—| Trwnire S ars: ;I

|F‘urchase Card Management Swvstem

< Back | Mest » | Cptionz... | Finizh I Cancel Help

Figure 2-4

+ O O # =+
ILIL

+

+

+

+

+

+

+

+

Step 2. The next step in the Workbook Wizard workflow process is shown in Figure 2-4 above. At the
top of the left-hand column labeled Available, note the drop-down list of ‘Business Areas’, which
represents logical groupings of folders.

Select | €@ PemsiFLEET =l by clicking on j, and then
PCMS/FLEET, if it does not already appear in this window by default.

A list of folders, analogous to database tables or views associated with the PCMS/FLEET Business Area,
will appear in the left-hand column. This process may take a few seconds while the Discoverer performs
a query and retrieval of folders, associated with PCMS/FLEET.
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Next, click on the [ on the left-hand side of the Cardholder folder. See Figure 2-5 below.

+i_| Zardholder

Figure 2-§

A list of items, similar to the columns of database tables or views, will appear beneath the Cardholder

folder. (Figure 2-6)

—“._f'l Cardhaolder

+|__g-":| h Seqno

+1':g-=";-| Zard Tvpe

+E|.’:| Program Code

+E|’:| Dept Code

+|__g-":| &gency Code

+1':§‘:| Reqgion

Ly Uniit

[ gy Sub Unit

#-L g Account Mo

[Eh Cardholder Last Mame
G'j Cardholder First Mame
[y Cardhalder Middle Mame
[y Cardhalder Social Security Mumber
1':53 Address Lnl

G'j address Lnz

Ly Ciky

+|__g-":| Skate

#Lgh Zip

Eﬁ Zip Code Extension
+--G':| Foreign Address Indicatar
[ g Cardholder Wark Phane
[ty Cardhalder E-mail Address
+E|.’:| Sent To Bank. Orig

+E|’:| Single Purchase Limit

+ Lgy Credit Limit

+E§':| Mat Code

+-| g Date Created

+l—;‘-1 Sent To Bank

o

... gl

P08 == IR = W = O =1 W —— O =

. =1

oo JE]

Figure 2-6

Now you’re ready to select the data fields needed to run your first query. This can be accomplished in

two (2) ways:

1. The fastest way is to click on an item, and then drag-and-drop the item anywhere in the right-
hand column labeled Selected.

2. Alternatively, you can click on an item, highlighting it, and then click on the left-facing _'l

arrow located between the Available and Selected columns

PCMS / Oracle Discoverer Training Guide

Page 5 of 13



USDA

— Exercise 2: Creating a Report

Select the following items from the Available list, using one of the methods described above.

Region

Unit

Sub Unit

Account No
Cardholder Last Name
Cardholder First Name

A

When completed, your Selected column should appear like the window shown in Figure 2-7 below.

® workbook Wizard: Step 2 =8

To add items to vour worksheet, zelect them from the Available list and move
them to the Selected list.

Available Selected
E8l PCMS/FLEET Eﬁ =" Cardholdsr
=1 Cardholder | ~Lgh Region

Lgq unit

[ Sub Unit

J:ﬁ Account Mo

G'j Cardholder Last Mame
‘[ g cardholder First Name

+E|":| Ch Seqno

+ g Card Tyvpe
+|:|1_-| Program Code » |
K

+ 1 Dept Code

+E|':| Agency Code

+ 1 Reqgion

+-Lgh Unit

+Lgh Sub Unit

+ g Account Mo

+E|":| Cardholder Last Mame

+ g Cardholder Firsk Mame

+E|":| Cardholder Middle Mame

+ g Cardholder Social Security Murmber
+E|':| Address Lnl

+ 1 Address Ln2

+Lgh City

Lot State hd

< Back Mext » | Ophions... | Finizh Cancel Help

Figure 2-7
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Click M to accept your item selections, and proceed to the next Workbook Wizard screen
(Figure 2-8).

. Workbook Wizard: Step 3 B P ] S|

Ta change the layout of items in pour waorksheet, click and drag them ta the
dezired location.

[~ Show Page ltems [~ Hide Duplic{:‘? Rows
Region | Unit | Sub Uit | dccount Mo | Cardholder Last Mame | Cardholder First Namne |

E|u:n|m | o Lrl|-h L M|»—~|

¢ Back M et | Finizh I Cancel | Help |

Figure 2-8

Step 3. Now, customize your data display, using the drag-and-drop method, to move 4ccount No to the

right of Cardholder First Name. When your display is modified, click _ N> | to proceed to the next
Workbook Wizard screen.
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Step 4. This next step in the Workbook Wizard provides the opportunity to create conditions for your
query. This is a critical step, which enables Discoverer users to minimize the size of their results set to a
manageable level. Failure to set limiting conditions on a query could easily return a data result set
numbering thousands of rows, or even more. Moreover, Oracle may timeout during a lengthy query,
resulting in no data at all. Limiting your queries, at a minimum to a specific Region and Unit will likely
preclude the return of a large, unwieldy results sets or failure due to timeout.

Click on ' ¥iew Conditions for: | 02l Ttems B for the drop-down list
as shown in Figure 2-9 below, and select Region.

lb'startl J &0 B ®@ D J & Microsaft Qu. .. | 1 Dracle Disc... [ 2 wicrosaft... v| [ Snaglt | J Deskkop (L) My Documents » |V‘I|“ A= BN razem

;i Oracle Discoverer == =]
Fil= Edt View Tools Help
. Workbook Wizard: Step 4 =] x|
Define conditions to limit worksheet results by criteria you specify. Click MNew
ta define a new condition.
‘Wigw Conditions for: All Ttems j
" Mew...
Active Only |
E;'g Region .
g5 Ui Exdit:.. |
[ 5ub Unit
L Cardholder Lask Mame Delete |
[ Cardholder First Mame
E;'j Account Mo

Click Mew to create a new condition,

— Desciiption:

< Back | Mext > | Finigh I Cancel Help

Figure 2-9
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Next, click LI , and the New Condition window in Figure 2-10, shown below, will
appear.

#® New Condition ) o =]

Mame: IFiegil:un

¥ Generate name automatically

Dezcription; I

Location; @

— Farmula

Enter the name of an item or select From the drop lisk,

Ikerm Cn:nnu:litin:nn| Yaluels) Advanced > |
Region j = j :I
1] | 3|

v Match case

0k, I Cancel | Help

Figure 2-10

The Condition field is always an equal sign (=) by default. If you need a different conditional operator
when creating a new condition, click =lin the Condition field.

Figure 2-11

Enter a Region number in the Value(s) field, enclosed in single quotes, like the example shown in Figure
2-11, and click

PCMS / Oracle Discoverer Training Guide Page 9 of 13
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Using the same process, enter a Unit number. If you support multiple Sub Units, you may choose to set a
Sub Unit condition as well. Note that as you create conditions for your query, they appear in the
Workbook Wizard window. When you’ve completed the conditions required for your query,

click .

Congratulations, you successfully created a simple table-format report using Oracle Discoverer. Your
results set should look similar to that shown in Figure 2-13 below. Note the column order, which you
altered in Step 3 of the Workbook Wizard workflow process. Also, the Account No column has been

truncated for security.

Region | Unit | Sub Unit | Cardholder Last Mame | Cardholder First Name | Acct Mo
1 uj| a1 00000 THAYER DOMALD
2 o 01 00000 PEMNSABENE JOHN
3 uj| 01 00000 FIDDLER WALTER
4 o 01 00000 RAJKOWYEKI KATHLEEN
3 uj| 01 00000 JUNEJA, WIJAY
B o 01 00000 SCHNEIDER MARILY T
7 uj| 01 00000 BOSWELL TOM 00001434
g o 01 00000 MANGOS THOMAS 00001413
] uj| 01 00000 EBLEN SHAWN 00001413
10 o 01 00000 DUDLEY ROBERT 00001414
] uj| 01 00000 HAMPSON JAMES 00001423
12 o 01 00000 RICHARDSON ELIZABETH 00001413
13 uj| 01 00000 FIDDLER WALTER 00001414
14 o 01 00000 [VANY SHY M WENDY 00002318
15 uj| 02  |00ood CASSIDY HELEN
16 o 02 |00oo0 BROUILLETTE JANINE
17 uj| 02  |00ood IRWYIN PETER
18 o 02 |00oo0 SNYDER MARLISE
19 uj| 02  |00ood SOROKA, DOUGLAS
20 o 02 |00oo0 HOLSINGER WIRGIMIA, 0000055
21 uj| 02  |00ood MILLER ROBERT 00000553
22 o 02 |00oo0 MORFPHEW JOHNMY 00001423
23 uj| 02  |00ood BUTTERFIELD JAMES 00000554
24 o 02 |00oo0 CRAWFORD CLAUDE 00000544
25 uj| 02  |00ood STOLER RICHARD 00000544
26 o 02 |00oo0 CASSIDY HELEN 00000547
27 uj| 02  |00ood SNYDER MARLISE 00000549
28 o 02 |00oo0 PACE DEREK 00002324
md ] (ulmlnlnlnl LI TIhIC ST A AOmnT A A0
A [53 shest 1 Ll |

Figure 2-13

If your query produced more than 100 rows of data, only the first 100 rows will be displayed.
Immediately below row 100, you will see the following:

100

01 11 |00000  |HANOVER

|JEANNETTE

a0001 271 56

Click o retrieve next T00 rows,

Figure 2-14
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Click on |# to view additional data in increments of 100 rows. If you need the total number of
rows returned, from the Tool Bar (Figure 2-15) at the top of the screen., click on Sheet > Count All Rows.

2 File Edit Yiew Sheet Format Tools Graph  Window  Help _|ﬁ'|i(j

Figure 2-15

Discoverer will provide a count of the number of rows and present the result as shown in Figure 2-16

below. Click to close this window.

Figure 2-16

If you want all your rows of data to be displayed, from the Tool Bar, click on Sheet > Retrieve All Rows,
and all data for your query will be displayed.

Finally, it’s time to save your work. Click on = . Discoverer provides two (2) alternatives for saving
your Workbooks; (1) to a computer accessible via your workstation, or (2) the database itself. See
Figures 2-17.

x

Ywhere do pou want to zave thiz workbook?

ty Computer

I Database

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

Save... I Cancel Help

Figure 2-17
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Click on or , and you will see one of the following windows (Figure 2-18 or 2-19) appear:

savens N 2l %]
Cave i IlE}DlSE"JHB'I j dm ﬁ ED-

DEMO
Do
sqL
2WIDSODEC
PIVIDSTRI1

File name:; I.&u:u:u:uunt Murnbers Save |
Save az type: IEIrau:Ie Digoverer wiorkbooks [*.diz) j Cancel |

Figure 2-18

Save Workbook to Database x|

Ayailable waorkbooks:

2800 and Ower -
Account Humbers
Check Tranzactons
Erercize #2
Fegions

Unitz - Region 01
Unitz - Region 05
Units - Region 03

Unitz - Reqgion 1 -
Unitz - Region 10

!_!nits - F!e_giu:un 19 ;I
I ame:

Accaunt Murmbers

Cancel Help

Figure 2-19

Enter Account Numbers in the File Name field and click on Ll .
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Summary. Creating a query and a report using the Workbook Wizard is simple, easy and quick.
Knowing your data and how to define your query to get the data you need is the challenge. In this
lesson/exercise, you created a simple report listing PCMS Cardholders and Account Numbers in a
Specific Region and Unit. In the next lesson/exercise, you will create another basic report, edit that
report after creation with additional sorts, and change the page layout of your report.
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