
 

 

Exercise 4: Parameters 
 
 
Lesson Description 
 
The exercise in Lesson 4 creates a simple report designed to monitor the use of Convenience Checks.  
This report will incorporate the use of Parameters, which allows the user to enter values such as Account 
Number to obtain specific, mission-essential data. 
 
 
Training Objectives 
 
At the conclusion of this lesson, PCMS Area Program Coordinators and Local Area Program 
Coordinators will be able to:  
 

1. Correctly use a Wildcard (%) as part of a condition. 
2. Use a conditional operator other than the equal sign (=). 
3. Incorporate use of a Parameter into a report design. 

 
 
Methodology 
 
This lesson will be delivered as an Instructor-led exercise.  
 
 
References.  None.  
 

 
Enclosures.  None.   

___________________________________________________________________________________  
PCMS / Oracle Discoverer Training Guide                             Page 1 of 10 
 



                                                                                                      Exercise 4: Parameters 
____________________________________________________________________________________ 
 
Preparation.  Using your PCMS Username, log on to Discoverer 
 
 

 
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 
 . 

 
 

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

 
                                                     Figure 4-3 

 
 

Select the following fields: 
 

1. Region 
2. Unit 
3. Sub Unit 
4. Account Number 
5. Transaction Amount 
6. Merchant Name 
7. Reference Number 
8. Purchase Date 
 
 

 
                                                 Figure 4-4 

 
Next, open the Cardholder folder from the Available column on the left, by clicking on the , select 
Program Code.  When this action is completed, your Selected column on the right-hand side of the page 
should appear like Figure 4-5 below.  If yes, click  to proceed.  
 
 
 

 
Figure 4-5 
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Step 3.  No customization of the layout of the report is required yet, so click  and proceed to 
the next Workbook Wizard page. 
 
Step 4.  The objective of this report is to monitor the use of Convenience Checks, whose Reference 
Number begins with the number ‘7’.  A Purchase Card Reference Number begins with the number ‘2’, so 
you must create a condition that eliminates all Purchase Card Reference Numbers from your report’s 
results set. 
 
To set the conditions for your query/report, click the  next to All Items.  Depending on the permissions 
granted to your Username, you may want to set conditions for Region, Unit and Sub Unit, as done in 
Lessons 2 and 3.  Then select Reference Number, and click  .  In the Condition field of the New 
Condition window, click  to open the drop-down list of conditional operators.  Select NOT LIKE, 
which is found near the bottom.  Next, enter ‘2%’ in the Value(s) field and click .  See Figure 4-6 
below. 
 
 

 
Figure 4-6 

 
Explanation:  The conditional operator NOT LIKE causes Discoverer to select records which DO NOT 
contain the value specified in the Value(s) field.  The value percent sign (%) in the Value(s) field is a 
wildcard, which represents any value or character string.  The value ‘2%’ means any value or character 
string beginning with the number ‘2’, so the New Condition for Reference causes Discoverer to select any 
value or character string in Reference which DOES NOT begin with the number ‘2’. 
 
Your query/report is ready to run.  Click on  and your report will appear.   
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Your results set table should now appear similar to Figure 4-7 below.  As in previous lessons, the 
Account Number column has been truncated for security. 
 

 
Figure 4-7 

 
Before proceeding with the rest of this exercise, annotate at least three (3) Account Numbers from your 
results set, for use later in this lesson.  You can write them down, or alternatively, cut and paste them to 
Notepad or WordPad for easy access later. 
 

___________________________________________________________________________________  

PCMS / Oracle Discoverer Training Guide                            Page 5 of 10 

 



                                                                                                      Exercise 4: Parameters 
____________________________________________________________________________________ 
 
 

Edit Your Report 
  
Click  to go to the Edit Sheet, and select the Conditions tab.  Your screen should appear similar to 
Figure 4-8 below. 
 
 

 
Figure 4-8 

 
 
Click on  next to All Items, and select Account Number.  Click  to open the New Condition 
window.  Click  on the Value(s) field, and select New Parameter.  See Figure 4-9 below. 
 
 

 
Figure 4-9 
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In the New Parameter window, enter the following data as shown in Figure 4-10 below: 
 
 Name:   Account Number 
 Prompt:  Acct Num 
 Description: 10 Character Account Number 

 
 

 
Figure 4-10 

 
 

Ensure you select the check box labeled Let user enter multiple values, and click  .   
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The New Condition window should appear similar to Figure 4-11 below.  If yes, click  .   
 
 

 
Figure 4-11 

 
To test the functionality of your report parameter, enter an Account Number in the Acct Num field of the 
Parameter Wizard window (Figure 4-12) on your screen, and click  . 
 
 

 
Figure 4-12 
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Your report should look like that shown below in Figure 4-13.  Note that the fourth column, which is 
Acct No, is truncated for security.  
 

 
Figure 4-13 

 

To create reports for other Account Numbers, click  , which is the Refresh button, on the tool bar at 
the top of the screen.  This will call the Parameter Wizard window forward, permitting you to enter a 
new Account Number. 
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Finally, save your report by clicking on  , selecting a computer or the database for storing your report 
(Figure 4-14), and saving this report as Check Transactions (Figure 4-15). 
 
 

 
Figure 4-14 

 
 

 
Figure 4-15 

 
 
Summary.  In this lesson/exercise, you successfully created a report identifying Convenience Check 
transactions, then edited your report adding a parameter.  In the next lesson/exercise, you’ll create a 
report to display transactions exceeding the $2500.00 Micro-Purchase limit. 
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Exercise 5: Another Conditional Operator 
 
 
Lesson Description 
 
The exercise in Lesson 5 creates a simple report designed to display all transactions over $2500.00.  This 
report will use a new condition, Greater Than (>), to identify transactions exceeding the Micro-Purchase 
threshold. 
 
 
Training Objectives 
 
At the conclusion of this lesson, PCMS Area Program Coordinators and Local Area Program 
Coordinators will be able to:  
 

1. Create a report identifying individual Purchase Card transactions exceeding a specific amount. 
2. Correctly use a Greater Than (>) conditional operator as part of a New Condition. 

 
 
 
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 
 
 

 
Figure 5-1 

 
 
 

Creating the Basic Query / Report 
 
 

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

 
 

 
Figure 5-2 
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Step 2.  Next, open the Card Transaction folder from the Available column on the left, by clicking on 
the . 
 

 
                                                     Figure 5-3 

 
 

Select the following fields: 
 

1. Region 
2. Unit 
3. Sub Unit 
4. Account Number 
5. Transaction Amount 
6. Merchant Name 
7. Purchase Date 
 
 

 
                                                 Figure 5-4 

 
Next, open the Cardholder folder from the Available column on the left, by clicking on the , and select 
Cardholder Last Name and Cardholder First Name.  When this action is completed, the Selected column 
on the right-hand side of the page should appear like Figure 5-5 below.  If yes, click  to proceed.  
 
 
 

 
Figure 5-5 
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Step 3.  No customization of the layout of the report is required, so click  and proceed to the 
next Workbook Wizard page. 
 
 
Step 4.  To set the conditions for your query/report, click the  next to All Items.  Once again, 
depending on the permissions granted to your Username, you may want to set conditions for Region, Unit 
and Sub Unit, as done in previous lessons.  Then select Transaction Amount, and click  .  In the 
Condition field of the New Condition window, click  to open the drop-down list of conditional 
operators.  Select the Greater Than (>) conditional operator, enter 2500 in the Value(s) field, and click 

 .  See Figure 5-6 below. 
 
 

 
Figure 5-6 

 
Explanation:  Single quotes for the Transaction Amount entered in the Value(s) field are not required 
because the data type of this field in the PCMS database is numeric.  Also, although a decimal point 
followed by two (2) zeroes can be used, it is unnecessary to run your query/report. 

___________________________________________________________________________________  

PCMS / Oracle Discoverer Training Guide                            Page 4 of 6 

 



                                                                                      Exercise 5: Another Conditional Operator 
____________________________________________________________________________________ 
 
Your query/report is ready to run.  Click on  and your report will appear.   
 
 
Your results set table should now appear similar to Figure 5-7 below.  Once again, the Account Number 
column has been deliberately compressed for security. 
 

 
Figure 5-7 
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Finally, save your report by clicking on  , selecting a computer or the database for storing your report 
(Figure 5-14), and saving this report as 2500 or Over (Figure 5-15). 
 
 

 
Figure 5-14 

 
 

 
Figure 5-15 

 
 
Summary.  In this lesson/exercise, you successfully created a report identifying transactions in excess 
of $2500.00.  In the next lesson/exercise, you’ll create a report to display unreconciled transactions by 
account number. 
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