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The Discoverer Reporting Tool

From ADVANTAGE to DAWN

Every weeknight, with the exception of holidays, data entered into the ADVANTAGE
Financial System processes in the nightly cycle. Once processed, the data loads into
the Data Warehouse of Nevada (DAWN). Therefore, the data in DAWN is current
through the previous day. The System Status column on the main DAWN web page
http://dawnl12.state.nv.us:7777/swmenu.htm relays the “current as-of date” for all
data on DAWN.

There are several reports and summary tables in DAWN designed to aid agencies in
getting the information they need from ADVANTAGE. Summary tables include Vendor
Voucher Check, Budget Status Report, Internal Budget Report, Job Report and the
Trial Balance.

If a report in DAWN does not fulfill your needs, you may be able to use Discoverer to
return financial information you need.

What is Discoverer?

Discoverer is an ad hoc query tool available to a limited number of users. It allows
users to customize reports using specific data extracted from DAWN. When working
with Discoverer, users must know how ADVANTAGE data is posted to the Data
Warehouse. This will insure each Discoverer report returns the desired information.

Terminology

Business Area: In Discoverer related folders are grouped into business areas.
(Think of the Business Area as a filing cabinet.)

Note: Do not use the Business Area called
General_Ledger_Inquiry_Codes. Use the Statewide General
Ledger Inquiry instead.

Folders: Stores details about groups of related information. (Think of the
folders as the folders inside the file cabinet.)

Items: Folders are composed of items. (Think of Items as the documents
inside of the folders.)

Data: Alpha Character — Uppercase, mixed, and lowercase letters,
numbers and symbols such as %.

NOTE: Discoverer queries are not case-sensitive, but queries are
easier when the “Match Case” box is unchecked.

Number — Numbers, decimals point, and signs such as + and —.
Page 2


http://dawn12.state.nv.us:7777/swmenu.htm

Date — Any valid date between January 1, 4712 BC and December
31,4712 AD. Dates in Discoverer are stored as DD-MON-CCYY.

Rows: A folder or item consists of any number of rows, each of which

represents all the information about one member of that folder.

Queries: A question Discoverer asks the database in order to return the

data you wish. Running a query will produce a report.

Worksheets A worksheet is generated when a query is run. It contains
(Reports): data retrieved from the database based on the items in the query.
Workbook: A collection of worksheets with related information, organized to

show different perspectives of that information.

Discoverer Workbooks

®,
*

7
*

7
L %4

7
*

Discoverer will allow only one workbook to be open at a time. A user must open
another web browser session to access multiple workbooks.

Discoverer workbooks are stored in the database only, not on your local PC.
Users share workbooks if they want other users to be able to access them.
You must print the entire workbook; you cannot print a page range. (Workaround:

Change your criteria to show only the report pages you want to print OR download
your workbook into EXCEL and print the range needed.)

Before you start:

e When designing a report, keep in mind the desired outcome. Customize report
conditions to fine-tune the results you need. Evaluate the information that is
returned before you make any decisions based on the Discoverer report.
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Wizard, Step 1. Create/Open Workbook

To Create a Report with the Workbook Wizard:

> Select Create a new workbook and select the format you want to use to display

information.

Workbook Wizard - Step 1 of 5: Create/Open Workbook

Connected to the Database: PRODDMW . STATE.NY. IS (EUL: STATEWIDE_EUL)

What dao you want ko do¥

() Open an exisking workbook.
Recently Used:
There are no recently used
workhooks.

(¥) Create a new workbook

Select the objecks to display in the worksheet

Title Erample: |
Page Items [ = +] - -]

() Crosstab () Table
Graph

Flacement: |Graph below Table w | m

Texk Area | |

[ Mext = | [ Finish ] [ Cancel ]

Title:

Table:

Crosstab:

Graph:

Text Area:

Including this option will include a title at the top of your query. (See
example displayed.)

A table report has columns of information with headings. Each column
is also called a column item.

A crosstab report looks like a bus timetable, with values running across
the top, down the left edge, and in the intersection. These values are
usually summarized to show a total or average. A crosstab report is
sometimes referred to as a matrix report or a pivot table.

Including this option will include a graph of your output information with
your query. (See example displayed.)

Including this option will include a text area listed at the bottom of your
guery page. (See example displayed.)
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Wizard, Step 2: Select Iltems

ltems Tab:

» Select the Business Area you want to use from the List box.

» Select the folder you want to use.

» To move an item from the Available window into the Selected window:

« Drag the item from the Available window into the Selected window, OR

» Select the item and then click the right arrow.

B Workbaok Wizard - Step 2 of 5: Select [tems

Available

Items ditions | Calculations

Lisk: | @ Statewide General Inguiry Vl
A

#-1) ABBA Custom Folderd
D Account Types

ﬂ Accounts Receivablel
D Agenciesl —
-1 Agency Fund ¥ & PY2 1

D Appropriations1

ﬂ Balance Shest Account Analysis

D Balance Sheet Accounts1

-1 Balance Shest GL Detaill

D CR_Docurments_Folder

{j Customers3

D Deposits in Transit 1

D Drocument Folder

#-CT ExP - PhylL v

IMain business area that users write queries from

Selected

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

Show .,

Celete

[ Properties, .. ] [ Shaove SQL. .. ] [

< Back

I

Mext =

J |

Finish

J

Cancel

J

» Continue selecting the items you wish to include in your report.
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- Step 2 of 5: Select Items

To add items ko vour worksheet, select them From the Awvailable list and move them to the Selected list,
Available Selected
Tkems | Conditions | Caleulations | | g Acceptance Date
I:E] Budget Account Cakegory
Lisk: | @ Skatewide General Inguiry v| EEI Burlget Actount Code
G-~ [ gh Function Cade ad [ gh Budaet Fiscal Coyy
G-~ [gh Fund Code EE, Diocurnent Murnber
-+ gy Job Mumber - % Dollar Amount SUM
- E;':, Line Action E;-'J Job Murnber
- E;':, Ling Description E]—E;-'g Object of Expenditure Code
-+ [gh Line Mumber <
oL g [E8) penditure Code
[#- E;':, Crder Type
G-~ [ g Organization 0
-+ [gh Pc Line Mumber
- [gh Record Date
- - [ gh Ref Document Number
G-~ [gh Ref Trans Cade
- - [gh Ref Trans Line hs
Edit... Shows. .. Delete
[ Properties. .. ] [ Showe SOL.., ] [ < Back ][ Mext = ] [ Finish ] [ Cancel ]

NOTE: If you choose items from more than one folder, you may be prompted to select
how you would like that item to join the other folders.
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Conditions Tab

A condition is a filter placed on an item to restrict the information returned from the

query.

A prompt is a condition that will appear before a report is run to ask the user if they

wish to change conditions.

To create a Condition:

» Select the New button in the Conditions tab.

Workbook Wizard - Step 2 of 5: Select ltems
To add items to your worksheet, select them from the Available list and mowe them to the Selected list.
Availabl Selected 8= v
Itgs Canitions | Cal)at\uns +~Lgh Acceptance Date
o — L?:, Budget Account Categary
L= ‘ Al Teems v| - [gh Budget Account Code
w E.}, Budget: Fiscal Coyy
Lgh Document Number
E'z Dollar Arnount SUM
E;':, Job Humber
> E.E Object of Expenditure Code
<
Edit. Shaw, Delete
Mo description available v{; Mew Condition. ..
@ Mew Calculation, .
7
3,
| ¥ ewrerceniage.. g J(weds ) [roeh ) [ Coneel ]

N T Mer Trkal
» Select New Condition from the drop down list.

The New Condition window will open.

New Condition

ehat would wou like to name wour condition?

| | Generate name automatically

wihat description would vou like to give vour condition?

Formula

Type the name of an item or select a name from the drop-down list,

Item | Condition |

Hizeneral Ledgers. Budget Fiscal Coyy RN |= V”

Create Calculation... ~
Select Item...

_EE-, Accepkance Date

EE.-E Budget Account Category

gy Budget Accounk Code
F.. Budget Fiscal Coyy
£y Document Mumber
% Dallar Amaunt SUM v

ok '

H

> Select the item to be filtered from the Item drop-down list.
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» Select a conditional operator from the Condition drop-down list. A conditional
operator allows users to choose how an item is filtered. For example:

Item Operator Value Retrieves
Fund Code = 101 Funds equal to 101
Fund Code > 101 Funds greater than 101

Fund Code

LIKE 2%

All funds that start with 2

Fund Code

IN 101,201

All funds equal to 101 or 201

Fund Code

NOT IN 101,201

All funds not equal to 101 or 201

Fund Code

BETWEEN 101 and 300

All funds between 101 and 300

Fund Code

or
<>

101

All funds not equal to 101

The condition will be listed in the Selected window.

New Condition

‘hat would you like to name your condition?

| Generate name automatically

‘What description would vou like ko give your condition?

Formula

Type text in single quotes or select a value from the drop-down list. Multiple values must be separated by commas,

Item | Condition |

Yalues

:|General Ledgers.Budget Fiscal Coyy  a || = hd ||2Dl38

Y

Case-sensitive

This condition is located in the workbook “Workbook 1,

Workbook Wizard - Step 2 of,5: Select ltems 3]
To add items to your werksheet, select them from the Available st and mave them ko the Selected lis.
available Selected =

Items | Conditions | Calculations

vist: | 1 Al Teems

=HE} My Conditions
W Budget Fiscal Coyy = '2008"
W Account Type Code ='22'
{nd W Dollar Amount SUM 1= 0

~Lgh Acceptance Date
L gh Budget Account Catsgary
L g Budget Account Cods

L gh Job Mumber
-Lgh Object of Expenditure Cods
-7 Budget Fiscal Coyy = '2008"

L4 Budget Fiscal Coyy
Lgh Document Mumber
L% Dollar Amount SUM

W Account Type Code = '22'
7 Dollar Amount SUM 1=0
7 Budget Account Code IN ('3228','3230','3233', 4862)

< | >
[Praperties... | [(showsgl.. ] [ <Back ][ Mext> Finish Cancel

» Select a value from the Values drop-down list or enter the value manually.
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To create a Prompt:

» Select the item to be filtered from the Item drop-down list.
» Select a conditional operator from the Condition drop-down list.

» Select New Parameter from the Values drop-down list.

New Condition

wWhat would yaou like o name your condition?

| | Generate name autormatically

‘what description would vou like to give vour condition?

Formula

Type a date in single quotes like 'DD-MOM-YYY" or select a date From the drop-down lisk, Multiple values must be separated by commas,

Item | Condition | values
:|General Ledgers. Acceptance Date v”BETWEEN v| w and| w
Create Calculation.
Cal {5 [
—
MNew Parameter... >
En

Case-sensitive

This condition is located in the workboaok “Workboak 1,

> Inthe New Parameter window, enter the parameter name, a prompt for the
parameter and a prompt description. This prompt will be displayed before you run
each query.

New Parameter [‘S_<|
what do vou want to name this parameter? what properties do you want to give this parameter?
A
< . BEGIN DATE ) | Require Users ko enter & value
‘which item do you want to base this parameter on? [ Enable users to select multiple walues

|General Ledgers. Acceptance Dake |

Create condition with operator: | BETWEEM | What default value do ywou want ta give this parameter?

‘What prompk do vou want ko show For this parameter?

[ |meampae > |

What description do vou want ko show For this parameter?

A
q_ [eEsmoate D |

Do you wank to allow different parameter values For each worksheet?

A

Do wou want ta filker the list of values For this parameter?

(%) Allavs only ane set of parameter values for all warkshests,

() Allow different parameter values for each worksheet,
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In the Selected window, the prompt will have a colon (:) in front of the item name.

Workbook Wizard - Step 2 of 5: Select ltems

Available

Ttems | Conditions | Caleulations |

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

Selected

E.E Acceptance Date
E.E Budget Account Category

HEE | All tems v| [ gh Budaet Account Cods
E-@My Conditions E.E Budget Fiscal Coyy
W Budget Fiscal Coyy = '2008' EIE Document Number
W Account Type Code = '22' DE: Dallar Amount LM
W Dollar Amount SUM 1= 0 [ gt Job Mumber
W Budget Account Code TH (3226, '5230, 5235, 46627 > b g Obiect of Expenditure Code
PRV ;. et ance Date BETWEEN :BEGIN DATE AND :END DATE L 4 - Budget Fiscal Coyy = '2008'
- Account Type Code = '22'
.- Dollar Amounk SUM 1= 0
.- Budget Account Code IN (322832303233, 48627
V #Acceptance Date BETWEEN :BEGIN DATE AMD :EMD DATE
o
Mo description available
[ Properties.. | [ ShowsQL.. | [ <Back J[_ Mext> | [ Fnish | [ Cancel |

Calculations Tab

Discoverer has a full range of common functions and operators to calculate results on
your Worksheets. Discoverer can display the results of calculations as new columns on
a Worksheet, or the calculations can be part of other calculations. (Calculations are not
covered in the beginning class.)

To create a Calculation:

> Select the New button in the Calculations tab.

Workbook Wizard - Step 2 of 5: Select ltems

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

Bovailable

Selected 8=
Ttems | Conditions | Caloulations L gh Acceptance Date
P Budget Account Categary
List: | All Ttems v| o

E;';, Budget Account Code
E.E Budget Fiscal Coyy

Fg My Calculations
[—9?, My Percentages
LA My Totals

Eﬁ Document Murnber
% Dollar amounk SUM

L gh Job Number
> J-E;'n Chbiject of Expenditure Code
F3 .- Budget Fiscal Coyy = '2008'

V Acceptance Date BETWEEN :BEGIM DATE AMD :EMD DATE
- Account Type Code = '22'

W Dollar Amounk SUM =0

W Budget account Code IN (‘3228 '3230,'3233, 48627

Edit. . Shaw... Delete
Mo description availabls Y’)— New Condition. ..
@ New Calculation, .
o
iC S, New Percentage. . ] <Back [ _met> | [ Fmsh | [ Cencel |

Foo Blea Takal

» Select New Total from the drop down list. The New Total window will open.
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Creating a Subtotal:

» Select the Subtotal at each change in radio button and the item you wish to

subtotal from the drop-down list.

New Total E|
which Itern would you like to create a total on? Example
||_1~g Dollar Arnounk SUM “w | M M2 01| on2
1] AR aal 10 10
What kind of kotal do you wank? 12| aaz | 10 10
1= 20
(Fix) 5um v (4] BB bb1 | 0 1O
#dds all the walues, then applies the calculation to the resulk, 15 hhz 10 10
& 20

Where would wou like vour kotal to be shown?
(" arand total at botkarm
(#) Subtatal at each change in:

The example above shows a Sum total calculated
from sample data.

Lgh Acceptance Date W

I, Acceptance Date what label do you want to be shown?

E;'ﬂ Budget Account Category
Do E;'g Budget Account Code

[ Budget Fiscal Cowy Generate label automatically | Format Data...

|Sum | 57

Eﬁ Cocument Mumnber

Dg Collar &rnaunk SUM

E;'g Job Murnber

HEE;'E Object of Expenditure Code

[ ok | [ Caniel ]

Ll

Discoverer can automatically generate a label, or you can create a custom label for the
total:

For an automatic label, leave the defaults in the area marked “Generate label
automatically’.
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Creating a Grand Total:

> Select the Grand Total radio button.

Mew Total

which Ikem wiould wou like to create a total on?

| B Collar Amount SUM v |

what kind of tokal do wou want?

|f::r Surm w |

#dds all the values, then applies the calculation to the result,

wrhere would you like wour tokal to be showny
(%) Grand kotal at bottom
() Subtotal at each change in:

[ man't display tatal for a single raw

Do wou wank to calculate botals within each page?
(%) Calculate totals within each page.

() Calculate totals across all pages.

Example
M| w2 | n1 | nz
1] AA aafl 10 10
H asz | 40 | 1o
2] BB | bb1 10 10
Il bbz 10 10
5 40

The example above shows a Sum total calculated
from sample data.

What label do vou want ko be shown?

|Sum | =4

Generate label automatically | Format Data...

[ ok ] [ Cancel ]

x)

Creating a custom label:

» Un-check the Generate label automatically box.

Enter your label text in the blank field, OR

What labed do you want bo be shown?

Irsert Them Marme
Irsert Data Poink Mame
Iresart Vahes

iy

o) (o)

Use a combination of both label types.
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Examples:

Custom Label Text Report Label

What label doyou wantto be shown?

{Jab &value | [FormatHeading.. _ - Job 16007E3:
: =

[ Generate label autormatically TEEE Eiﬁ

Vhat lahel do you want to be shown?

Subtotal &Data v [Eormat Heading. Subtotal Dollar
[~ Generate label autormatically T ] ,n'l'u,r‘r||:|l_|r'|t: TEiEiEiEiﬁ

What label do you want to he shown?

Subtotal &ltem :] Eormat Heading... EUhtDta' |_||:||:|
[ Generate label autormatically T ] Nl_lmtler' TEiEiEi Eiﬁ

What label do you wantto be shown?

Subtotal &ltern &Value |+ [Eormat Heading.. Subtotal Job
[[] Generate |ahel autamatically _— N .
mat Data... urmber: TEEG.ES

The Format Data button allows you to select the font color, size and alignment as well
the style in which the total is displayed.

Format Data rz| Format Data rs__<|
Format || Mumber |
Fonk: ‘Dialog v| Size: |11 v| Cateqories:
: - TR | e’ formts s exacty o they are stred
Style:[ B ” Z ” u ” Py ] u|t intohn:daotran‘;:s:num ers exactly as they are store
Color Mumber
Currency
Text: @ Percent
Background: ii:::otli':c
Aligriment
(== [=])6] (=]l

Wrap words in cell

Example: Example:

Show Actual Font size
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Wizard, Step 3: Table Layout

Table Layout allows you to arrange the order of items on the report.
» Select “Show Page Items” to choose items for the Page-Detail layout.

» To change the column order of your report layout, drag items to the desired location.

B Workbook Wizard - Step 3 of 5: Table Layout fgl

To change the layout of information in your worksheet, click and drag the column headings to the location you want, To change Format settings, click the
‘Properties..." buttan.

Show Page [tems [] Hide Duplicate Rows

Acceptance Date | Budget Account Category | Budget Account Code [JE Document Number | Dollar Amount SUM | Job Number

|

>

Properties... | [ ShowsqL.. | [ <Back  J[__ Mext> | | Finish ] [ cancel |

Workbook Wizard - Step 3 of 5: able Layout

Ta change the fayout of information in your worksheet, click and drag the column headings to the location you want. To change Format settings, click the
‘Properties... Hutton,

Show Page] [kems [] Hide Cuplicate Rows
Page Items:
Budget Account Code | Acceptance Date | Budget Account Category | Document Mumber | Dollar Amount SUM | Job Mumber

1

2 |

El

.

El

5 |

7 |

Bl

Bl

10 |

11 |

1z |

13 |

14 |

15 |

Y 3

Properties... ] [ Show SQL... ] [ < Back. H Mext = ] [ Finish ] [ Cancel ]

Page 14



Wizard, Step 4: Sort

» Select the Add button.

» From the pop-up select the item by which you wish to sort. You may select more
than one. The query will be sorted in the order items appear in the Sort window.

Workbook Wizard - Step 4 of 5: Sort
Click Add and then select a column to sort., Select the Group sort type to hide repeated cell values in a column. Check Hidden to hide a sorked columniin the
worksheet,
v Column Direction Sart Type Hid... Add
sart by || Ly Job Mumber [Jowtat.. v|aows.. v O |
E.E Acceptance Date Mave Up
[ Document Nember Mowe Down
Properties... | [ ShowsSQL.. | [ <Back  |[ Mext> | [ Finish | [ Cancel |

Direction: Specifies whether the data is sorted from high to low or low to high.
Group: Specifies the type of break: None, Group Sort or Page Break.

B Workbook Wizard - Step 4 of 5: Sort E\
Click 4dd and then select a column to sort. Select the Group sort type ko hide repeated cell values in a column, Check Hidden to hide a sorted column in the
workshest,

.. Column Direction Sart Type Hid... Add
Sort by || Lgh Job Mumber “|lowtoHigh  + |GrawpSart v []
then by [ Document Wumber—  |Lowto High  w |Group sort | [
then by [ Acceptance Date “ |lowtoHigh % |Group Sort v | [] Move Down

Properties... | [ ShowsqL.. | [ <Bacdk [ _mext> | [ Fmsh | [ Cancel |
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Wizard, Step 5: Parameters

If you created prompts under the Conditions step, they will appear in the Parameters
window for editing.

You may create parameters from this page as well.

Workbook Wizard - Step 5 of 5: Parameters
Create a parameter o prompt users to select o type a value, Click New to create a new parameter, To change the current value of a parameter, select
'Parameter Yalues...' from the Tools menu.
Available parameters:
Order | Mame Mew, ..
1
END DATE
—
Description
BEGIN DATE
Properties... ] [ Show S0L... ] [ < Back. ] [ Finish ] [ Cancel ]
—_
—

» Select the Finish button.

After the report has run, edit its appearance and conditions by using Format: Item
Formats.

To refresh your report or change your parameters and run again, select the refresh

button Q on the toolbar.
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Formatting your Worksheet

Format allows you to customize the appearance of text, numbers, and dates of column
headings. After the report has run, edit its appearance and conditions by using
Format: Item Formats.

> Select an item and then select:

- Format Data to change the font size, color, alignment and background of the
data area.

- Format Heading to change the font size, color, alignment and background of the
heading area.

- Edit Heading to change the display name of an item.

» Select Edit Heading.

Format E|

Click. an item in the list to edit its heading, or to change the Format For its data or heading.

P acceptance Date

E;'j Budget Account Category

[ g4 Budget account Code < >
E;':, Budget Fiscal Cowy e

[ g4 Document Mumber

% allar Amount SUM

[ Job Humber

EE', Object of Expenditure Code

Example
Decmpznce D (5 MGR- 2010

The Edit Heading window will appear.
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Edit Heading

Marne! Acceptance Date

Type: Drate

Heading: |
Descripkion

Mo description available

» Enter any changes you wish to make to the heading.
» Select OK.

Your edits will appear in the Example field at the bottom of the Format window.

Example

OATE (L3 MR- 2010
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Editing Reports

e Go To Edit: Worksheet, OR

e Tools: Conditions, Sorts, Totals, Percentages, Calculations, and Parameters.

>

e The

icon edits the Worksheet; the Selected Items tab is shown.

il

e The icon edits the table layout; the Table layout tab is shown.

.
e The ¥ licon edits the total option; the Total tab is shown.

%~

e The icon edits the percentage option; the Percentage tab is shown.

-

e The icon edits the calculations option; the Calculations tab is shown.

A

e The icon edits the conditions option; the Conditions tab is shown.
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Discoverer Setup Options allow users to edit the appearance of the report.

» Go To Tools: Options on the Menu Bar.

= General Options:
o Workbooks

* Run query automatically
* Don’t run query (leave sheet empty)

* Ask for confirmation

o Scheduled Workbooks

* Don’t show the new results window after initial connection
* Don’t show expired results on exit, delete results automatically
o Wizards
Show wizard graphics (make sure this is marked)

* Query Governor Options:

o Summary Data

Always, when available (make sure this is marked)
* Only when summary data is not out of date (stale)
* Never
* Warn me if predicted query time exceeds: (leave this at 1:00 min)

* Prevent queries from running longer than: (leave this at 30:00 min). YOu may
need to bump this time limit up if you have a large query, but do this with
CAUTION, your query may crash the system.

* Limit retrieved query data to: (bump this up to 999999 and uncheck the box)
* Retrieve data incrementally in groups of: (bump this up to 999999)

* Cancel list-of-values retrieval after: (leave this at 0:15)
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= Sheet Options:

o Table Headers

Show column headings

Show row numbers

o Crosstab headers

Show item labels

Show heading gridlines

o Table and crosstab data area

Show vertical gridlines

Show horizontal gridlines

o Table and crosstab data area

Show title

Show text area

= Formats Options:

o Default Formats (uUsers can change the formats for NEW workbooks)

* Data Format
* Heading Format
* Total Format
* Conditional Format
" Title
* Text Area
o Advanced Options: (Leave all of these boxes unchecked)
* Automatic Querying
* Joins
o EUL Options:
* End User Layer Access

Select a Default EUL: STATEWIDE_EUL
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To Export a Worksheet to Excel:

» Select File: Export (Do not select “Export to Excel.” It will open Excel in a default
location, rather than on your desktop or in a file you have chosen.)

p—
Edt View Format Tools Help
Newr... Sl Wi 23
Open.. CerlO
Close £ U
Save Cirks
ave As... Double-click here to editthe title
Export. .
e v o228 v caT o v
Export to Excel
' ¥ DATE  GL b AMOLNT 1
31-0CT-2007 5700 211670 A
share... 31-0CT-2007 5750 29585
Pags Setup... 31-0CT-2007 5800 12.70
Prink Preview 31-0CT-2007 5340 101.68
Print... Curiap 31-0CT-2007 5350 15273
Job 93558: 803,106.16
Workbook Properties. . 31-0CT-2007 5100 35504930
31-0CT-2007 5200 3,30001
Bk e 31-0CT-2007 5300 60,609.68
JY407IVRCADE1 004 31-0CT-2007 5500 33,039.35
JY407.VRCADS1005 31-0CT-2007 5810 16,849.49
IV AOTIVRC ADET 008 31-0CT-2007 5620 31,738 65
Y407 IVRCADE007 31-0CT-2007 5630 52169
JY407IVRCADST008 31-0CT-2007 5640 1,159.36
JY407VRCADE1003 31-0CT-2007 5650 99.93
JY407VRCADST010 31-0CT-2007 5750 16,538 63
IV AOTIVRCATET011 31-0CT-2007 5500 70675
JH4OTIVRCADE012 31-0CT-2007 5310 671.22
JY4OTIVRCADET013 31-0CT-2007 5840 5,084.53
JY407IVRCADET014 31-0CT-2007 5301 401.08
JY407VRCADST0NS 31-0CT-2007 £330 6,161.26
VAT IVRCADET01E 31-0CT-2007 5100 307577
JH4OTIVRCADE01T 31-0CT-2007 5200 2471
JY4OTIVRCADST018 31-0CT-2007 5300 677.18
JY407IVRCADET01S 31-0CT-2007 5400 5,228.22
JY407VRCADS1020 31-0CT-2007 5500 397.34
IANT 1R ANRAN 24OCT AMNT £ ERYET )
[ sheet 1

» Select Current worksheet and Table/Crosstab only.

Export - Step 1 of 4: Select

‘hat do you want to export?

Table

> Select Next.
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» Select the export format, Microsoft Excel Workbook (*.xIs).
» Use the browse button to select the destination of the exported file.

B Export - Step 2 of 4: Format and Name

What export format do vou want o use?

Table:

Where do vou wank to save the file?

Destination; |C:'|,D0cuments and Settingsicspencer!, | [Browse. ]

What do wou want to name the filer

Nare: |DISCOVERER MANLIAL INFO |

» Select appropriate parameters.

> Select Next.

Export - Step 3 of 4: Edit Parameter Yalues

Flease select values for the following parameters Far 'Sheet 1%

Select values for the following parameters:

BEGIN DATE®: |'01-UL-2007' |
END DATE®:  |'31-0CT-2007 |

Description

(Example: 04-MAR-2010)
BEGIN DATE

*indicates required Field.

P

» Select Supervised to resolve any issues during the export.

» Select the Finish button.
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Export - Step 4 of 4: Supervise

Do you want ko supervise the export process?

ed ko resolve any issues
that occur during the export process,

(O Unsupervised

Discoverer will automatically run all queries before

worksheets are exported and will ignore all alert messages,

If you want Excel to open the first worksheet when you exit Discoverer, leave the “Open
the first exported sheet” box checked on the Export Log screen

B Export Log

Export complete

Files exported to: CriDocurments and SettingsicspenceriDeskiop

Sheet Mame | File: Mame | Skatus

Cpen the first exported sheet

Sheet 1 DISCOVERER MAMNUAL INF... | Sheet exported successFully

3

The Excel spreadsheet may contain macros. Choose “Yes the document is from a
trusted source” or “Enable Macros” so you do not lose functionality.

The macro security in Excel needs to be set at medium or low. To do this, choose

Tools: Macro/Security and set the level to medium.
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M3 @ E % & T A
Fund Code | Balance Shest Account Cods | Budget Fiscal Coyy | Dallar Amount N
1 20 1603 2002 4685.00
2 |20 1603 2002 365212.09
3 |em 1603 2002 16,33
4 |a57 1603 2002 -1520.00
5 |a57 1603 2002 £2.00
EE I : Microsoft Excel xI
I 1€ The document you are opening contains macros, Some macros may contain harmful viruses, TF you
8 [525 16 are sure this document is From a brusted source, dick Ves. IF you are not sure and wan to prever:
ny macras From ru
9 |55 1€
10 530 1E es o Caneel
11 |520 1E N
12 |614 1603 1.00
132|623 1603 2002 29981.00
14 |70 1603 2002 3258.00
15 |71 1603 2002 3,00
16 |7nz2 1603 2002 367.00
4] [ 4] Pagecti| b (b} 25 Flows per Page |
Dottt —

Note: If you have created any totals in your report, these will be exported as text and
not calculated fields in Excel.
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Printing Worksheets

» Select File: Print

Print

Prink:
Entire Workbook

Table @raph

Page Ikems:
(%) Print Current Selections

(3 Print All Combinations
[] Autamatically Resabve Issues that Occur During Prinking

Skip Sheets with Long Running Queries

Page Setup, ..

[ Help | [ Preview | [ ok ][ cancel |

Choose whether you want to print the current worksheet or all worksheets.

Edit Parameter, Values

Please select values For the Following paraneters For 'Sheet 1

Select values for the Follmwing parameters;

BEGIN DATE®; |'01-IUL-2007 |
END DATE®: |'31-0CT-2007 |

1y } Description
) L (Example: 04-MAR-2010)

BEGGIM DATE

* indicates reguired Field,

[ ok ][ cancel |

If your query contains parameters, it will prompt you to enter them again. This will
cause the query to run again.

> Select OK.
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Saving and Sharing Workbooks
To share workbooks:

» Select File: Share.

OracleBl Discoverer - Mozilla Firefox

e http: jfwashoe. state. nv.us: 7777 jdiscovererfapp/plusfevent=getPlusPlugin&remote SessionID=1
F=8 Edit View Format Tools Help
Mew... Chrl+h Eq} 0 il Q 8] 2y = | B @/v ék.v \7v el :fﬂ cﬁ
Open... Chrl+O
Close g U L T | @. ‘E?. E}} E{{?
Save Chrl+s
Save fs... Double-click here to editthe title
Expork...
Export o HTHL . 3298 v CAT: 01 ¥
Export ko Excel
¥ DATE ¥ GL ¥ AMOUNT J
F1-0CT-2007 5100 368,031 .43 M
Share... 31-0CT-2007 5200 362485
Page Setup. .. 31-0CT-2007 5300 BE,795.95
Prink Praview 31-0CT-2007 5500 42858236
Brint... Chrlep 31-0CT-2007 5610 18617 .95
31-0CT-2007 620 34,662.99
‘Workbook Properties, .. 31-0CT-2007 5630 573.05
i 31-0CT-2007 5640 1,273.48
Eut I 31-0CT-2007 5550 103 84
JY407 VRCADST010 F1-0CT-2007 5750 18,166.73
JY407 VYRCADST011 31-0CT-2007 5500 77633
JY407 VRCADST012 31-0CT-2007 5510 936 .97
JYA07 VRCADST013 31-0CT-2007 5540 5,596.02
JY407 VRCADST014 31-0CT-2007 5901 440 56
JYA07 VRCADST01S 31-0CT-2007 5930 676777
JYA07 VRCADST0M6 31-0CT-2007 5100 436714
J407 YRCADST0TY 31-0CT-2007 5200 2714
JY407 VRCADST01S 31-0CT-2007 5300 74352
JY407 MRCADS1019 31-0CT-2007 5400 574289
JY407 VYRCADST020 31-0CT-2007 5500 436.45
JY407 VRCADST021 F1-0CT-2007 5610 224 .40
JY407 VRCADST022 31-0CT-2007 5620 41952
JY407 VRCADST023 31-0CT-2007 5700 1,537 60
JY407 VRCADST024 31-0CT-2007 5750 21485
JY407 VRCADST025 31-0CT-2007 5500 9.23
JY407 VRCADST026 31-0CT-2007 5540 7354
P ANT PR A0S 00T 24T 0nT 020 440 05 v
[ sheet 1
Done

» Select the person with whom you wish to share the workbook. If you choose
PUBLIC, all Discoverer users will be able to see the Workbook and use it. If another
user saves your Workbook, Discoverer will make another copy of the Workbook with
that user’s name in front of the Workbook name.
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Share Workbook [‘X|

Workbook: | ) DISCOVERER MANLIAL INFO |

Lsers

Search: |Roles and Users v | |Contains - | | | [

Available:

& AAZCARATE
& AcCLNGER
& AcoNLIN
& acoumea
& aDALE
& AECHO

& AGARLAND
& AGENCYSVCS
& aHAsRTZ

& aHanson

[+ ]

4 1-100 (]
Description

Mo description available

Be sure you have selected the workbook you wish to share in the “Workbook”
field.

» Scroll to the User ID of the person with whom to share. Highlight that name and
then select the arrow to place their name in the Shared column.

> Select OK.

Need Help with Discoverer?

Contact the State Controller’'s Office Help Desk at (775) 684-5654 or
finhelpdesk@controller.state.nv.us
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	The Discoverer Reporting Tool  From ADVANTAGE to DAWN  Every weeknight, with the exception of holidays, data entered into the ADVANTAGE Financial System processes in the nightly cycle.  Once processed, the data loads into the Data Warehouse of Nevada (DAWN).  Therefore, the data in DAWN is current through the previous day.  The System Status column on the main DAWN web page http://dawn12.state.nv.us:7777/swmenu.htm  relays the “current as-of date” for all data on DAWN. There are several reports and summary 
	P
	Link
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	Date – Any valid date between January 1, 4712 BC and December 31, 4712 AD.   Dates in Discoverer are stored as DD-MON-CCYY.  Rows:    A folder or item consists of any number of rows, each of which represents all the information about one member of that folder.  Queries:    A question Discoverer asks the database in order to return the data you wish.  Running a query will produce a report.    Worksheets   A worksheet is generated when a query is run.  It contains (Reports):  data retrieved from the database 
	Page 3 
	Wizard, Step 1:  Create/Open Workbook   To Create a Report with the Workbook Wizard:  ➢ Select Create a new workbook and select the format you want to use to display information.   
	P
	Figure

	Title:  Including this option will include a title at the top of your query. (See example displayed.) Table:   A table report has columns of information with headings.  Each column is also called a column item.   Crosstab: A crosstab report looks like a bus timetable, with values running across the top, down the left edge, and in the intersection.  These values are usually summarized to show a total or average.  A crosstab report is sometimes referred to as a matrix report or a pivot table.  Graph: Includin
	Wizard, Step 2: Select Items  Items Tab: ➢ Select the Business Area you want to use from the List box. ➢ Select the folder you want to use.   ➢ To move an item from the Available window into the Selected window: ▪ Drag the item from the Available window into the Selected window, OR  ▪ Select the item and then click the right arrow. 
	 
	Page 5 
	Figure
	NOTE:  If you choose items from more than one folder, you may be prompted to select how you would like that item to join the other folders.   
	Page 6 
	Conditions Tab  A condition is a filter placed on an item to restrict the information returned from the query.  A prompt is a condition that will appear before a report is run to ask the user if they wish to change conditions.    To create a Condition:  ➢ Select the New button in the Conditions tab.   
	Figure
	➢ Select New Condition from the drop down list.  The New Condition window will open. 
	Figure
	Page 7 
	➢ Select a conditional operator from the Condition drop-down list.  A conditional operator allows users to choose how an item is filtered.   For example: 
	Item 
	Item 
	Item 
	Item 
	Item 
	Item 
	Item 
	Item 
	Item 
	Operator 
	Value 
	Retrieves 

	Fund Code 
	Fund Code 
	= 
	101 
	Funds equal to 101 

	Fund Code 
	Fund Code 
	> 
	101 
	Funds greater than 101 

	Fund Code 
	Fund Code 
	LIKE 
	2% 
	All funds that start with 2 

	Fund Code 
	Fund Code 
	IN 
	101,201 
	All funds equal to 101 or 201 

	Fund Code 
	Fund Code 
	NOT IN 
	101,201 
	All funds not equal to 101 or 201 

	Fund Code 
	Fund Code 
	BETWEEN 
	101 and 300 
	All funds between 101 and 300 

	TR
	!=  

	Fund Code 
	Fund Code 
	or 
	101 
	All funds not equal to 101 

	TR
	<> 






	The condition will be listed in the Selected window. 


	  
	➢ Select a value from the Values drop-down list or enter the value manually. Page 8  
	To create a Prompt:  ➢ Select the item to be filtered from the Item drop-down list. ➢ Select a conditional operator from the Condition drop-down list. ➢ Select New Parameter from the Values drop-down list. 
	Figure
	Figure
	Page 9 
	In the Selected window, the prompt will have a colon (:) in front of the item name. 
	 
	Calculations Tab Discoverer has a full range of common functions and operators to calculate results on your Worksheets.  Discoverer can display the results of calculations as new columns on a Worksheet, or the calculations can be part of other calculations.  (Calculations are not covered in the beginning class.)  To create a Calculation:  ➢ Select the New button in the Calculations tab.   
	    
	Page 10 
	Creating a Subtotal:   ➢ Select the Subtotal at each change in radio button and the item you wish to subtotal from the drop-down list. 
	  
	Discoverer can automatically generate a label, or you can create a custom label for the total: 
	For an automatic label, leave the defaults in the area marked “Generate label automatically’. 
	Page 11 
	Creating a Grand Total:   ➢ Select the Grand Total radio button.   
	 
	Creating a custom label:  ➢ Un-check the Generate label automatically box.    ▪ Enter your label text in the blank field, OR ▪ Use the parameter values from the drop-down list, OR 
	 
	Page 12 
	Examples: 
	Custom Label Text  Report Label 
	=      =      =      =   
	 The Format Data button allows you to select the font color, size and alignment as well the style in which the total is displayed.   
	            
	Page 13 
	Wizard, Step 3: Table Layout  Table Layout allows you to arrange the order of items on the report.  ➢ Select “Show Page Items” to choose items for the Page-Detail layout.    ➢ To change the column order of your report layout, drag items to the desired location. 
	   
	Page 14 
	Wizard, Step 4: Sort    ➢ Select the Add button.    ➢ From the pop-up select the item by which you wish to sort.  You may select more than one.  The query will be sorted in the order items appear in the Sort window.   
	 
	Direction:  Specifies whether the data is sorted from high to low or low to high. Group:  Specifies the type of break:  None, Group Sort or Page Break. 
	  
	Page 15 
	 Wizard, Step 5: Parameters  If you created prompts under the Conditions step, they will appear in the Parameters window for editing.  You may create parameters from this page as well.  
	  
	➢ Select the Finish button.  After the report has run, edit its appearance and conditions by using Format: Item Formats.    To refresh your report or change your parameters and run again, select the refresh button    on the toolbar.  
	Page 16 
	Formatting your Worksheet  Format allows you to customize the appearance of text, numbers, and dates of column headings.    After the report has run, edit its appearance and conditions by using Format: Item Formats.      ➢ Select an item and then select:  ▪ Format Data to change the font size, color, alignment and background of the data area.   ▪ Format Heading to change the font size, color, alignment and background of the heading area.  ▪ Edit Heading to change the display name of an item. ➢ Select Edit H
	 
	The Edit Heading window will appear.   
	Page 17 
	 
	➢ Enter any changes you wish to make to the heading. ➢ Select OK.             Your edits will appear in the Example field at the bottom of the Format window.   
	Figure
	Page 18 
	Editing Reports   • Go To Edit: Worksheet, OR  • Tools: Conditions, Sorts, Totals, Percentages, Calculations, and Parameters.   • The  icon edits the Worksheet; the Selected Items tab is shown.  • The  icon edits the table layout; the Table layout tab is shown.  • The  icon edits the total option; the Total tab is shown.  • The  icon edits the percentage option; the Percentage tab is shown.  • The  icon edits the calculations option; the Calculations tab is shown.  • The  icon edits the conditions option; t
	Page 19 
	Discoverer Setup Options allow users to edit the appearance of the report.   ➢ Go To Tools: Options on the Menu Bar.  ▪ General Options:  o Workbooks · Run query automatically  · Don’t run query (leave sheet empty) · Ask for confirmation  o Scheduled Workbooks ·  Don’t show the new results window after initial connection · Don’t show expired results on exit, delete results automatically  o Wizards ·  Show wizard graphics (make sure this is marked)  ▪ Query Governor Options:  o Summary Data · Always, when av
	L
	LI
	LBody
	L
	Page 20 
	Page 20 
	▪ Sheet Options:   o Table Headers · Show column headings · Show row numbers  o Crosstab headers · Show item labels · Show heading gridlines o Table and crosstab data area · Show vertical gridlines · Show horizontal gridlines  o Table and crosstab data area · Show title · Show text area  ▪ Formats Options:   o Default Formats  (Users can change the formats for NEW workbooks) · Data Format  · Heading Format · Total Format · Conditional Format · Title · Text Area o Advanced Options: (Leave all of these boxes 





	Page 21 
	To Export a Worksheet to Excel:  ➢ Select File:  Export   (Do not select “Export to Excel.”  It will open Excel in a default location, rather than on your desktop or in a file you have chosen.)   
	  
	 
	Page 22 
	➢ Select the export format, Microsoft Excel Workbook (*.xls).  ➢ Use the browse button to select the destination of the exported file. 
	 
	➢ Select appropriate parameters.  ➢ Select Next. 
	  
	➢ Select Supervised to resolve any issues during the export.  ➢ Select the Finish button. 
	Page 23 
	 
	If you want Excel to open the first worksheet when you exit Discoverer, leave the “Open the first exported sheet” box checked on the Export Log screen   
	 
	The Excel spreadsheet may contain macros.  Choose “Yes the document is from a trusted source” or “Enable Macros” so you do not lose functionality. 
	The macro security in Excel needs to be set at medium or low.  To do this, choose Tools: Macro/Security and set the level to medium. 
	Page 24 
	 
	 

	Note:  If you have created any totals in your report, these will be exported as text and not calculated fields in Excel. 
	Page 25 
	Printing Worksheets   ➢ Select File:  Print 
	    
	Choose whether you want to print the current worksheet or all worksheets. 
	 
	If your query contains parameters, it will prompt you to enter them again.  This will cause the query to run again. 
	Page 26 
	Saving and Sharing Workbooks  To share workbooks:  ➢ Select File: Share. 
	    
	Page 27 
	P
	Figure
	Be sure you have selected the workbook you wish to share in the “Workbook” field.    ➢ Scroll to the User ID of the person with whom to share.  Highlight that name and then select the arrow to place their name in the Shared column.  ➢ Select OK.  Need Help with Discoverer?  Contact the State Controller’s Office Help Desk at (775) 684-5654 or finhelpdesk@controller.state.nv.us  
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