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References:

This document: www.hawaii.edu/ohr/download/Discoverer Training.pdf

Discoverer Pre-Defined Query Training
www.hawaii.edu/ohr/download/Discoverer.pdf

Data Dictionary: OHR website/HR Info Systems/HR Info Systems
o http://www.hawaii.edu/ohr/download/datadipl.pdf

DataMart Listserv: contact syamada@hawaii.edu to join
0 uh-hr-datawarehouse-1@lists.hawaii.edu

Hawai‘i Revised Statutes:
e HRS 92F(12) — Confidential Data

e HRS 487J - SSN Protection
e HRS 487N - Breach Disclosure

e HRS 487R - Destruction of Pl Records
http://www.capitol.hawaii.gov/hrscurrent/

UH Administrative Procedure — Records Management
http://www.hawaii.edu/svpa/apm/a8450.php

University of Hawai‘i Executive Policy
E2.214 - Security and Protection of Sensitive Information
http://www.svpa.hawaii.edu/svpa/ep/e2/e2214.pdf

General Confidentiality Agreement: OHR website/HR Documents/HR
Forms/Checklists/Related Forms Memos/UH Form 92
Hardcopy: http://www.hawaii.edu/ohr/docs/forms/uh92.pdf
Online Certification: https://laulima.hawaii.edu/

Email is NOT secured; DO NOT send confidential information via email.
Utilize ITS application called FileDrop.
Documentation: http://www.hawaii.edu/ohr/download/filedrop.pdf
Web site: https://www.hawalii.edu/filedrop/

Discoverer Documentation

« Sign into Discoverer Navigate the Discoverer menu bar to Help | Help Topics.

o Selected Chapters at OHR web site/HR Info Systems/HR
DataWarehouse/Selected Discoverer Documentation
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Purpose: Develop simple queries to allow downloading of necessary data for later
refinement in Excel or Access.

1. Go to website: www.hawaii.edu/dw. Discoverer executes using Internet Explorer
or Firefox. Does not work with Chrome. Check Discoverer Setup Guide on website for
more details (eg., exception to pop-up blocker, java and web browsers at correct version
levels).

2. Sign into Data Mart Central using your HR Data Mart username and password.
This may be different from the username and/or password that you use to access email.

Uriversity of Heowai'

Data Mart CeniralF

Financial Data Mart Human Resources Data Mart
DCata Last Refreshed on November 13 [Data Last Refreshed on November 13
2011 2011
LOGIN LOGIN
UH Username: | | HR Usermame | | _*
UH Passward: | | HR Password | |
LOGIN
Need help logging in? Need help logging in?
= Instructions for Data Mart Access = Instructions for Data Mart Access
= Financial DM - Contact Help Desk = HR DM - Contact Lance Yonemoto
Related Links: Related Links:
= FMIS Data Dictionan, = HR Data Dictionary
= Discoverer Setup Guide = Discoverer Setup Guide
= Java 1.6.0 21 = Java 1.6.0 21

= Financial Data Mart FAQs = HR Data Mart FAQs
» Mon-confidential Information
= Listing of Pre-defined queries

TYPES OF QUESTIONS TO ASK PRIOR TO CREATING A QUERY

What is the effective date of the data?

For faculty queries — Instructional faculty only or ALL faculty?

For staff queries — What kind of staff? All? Execs, APT, Civil Service, etc.
Locus of data — Systemwide, Campus, Department only?

If data is confidential, ask what will the data be used for.

agkrownE
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CREATING A QUERY

4. After clicking the Login button, patiently wait until the screen below appears.
Two windows will open; ensure that you are on the correct window.

You have finally reached Discoverer when the following screen appears. The Workbook
Wizard will lead you through the process of creating an ad hoc query.

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

Create/Open Workbook

Connected to the Database: UHHRDW (EUL:ELLS)

What do you wwant to do¥

-::] Open an existing workbook
Recertly Used:
There are no recently used workbooks, | Browese. .. |

(3) Create a new workbook
Select the objects to display in the workshest

[ Title Example:
DP@B tems
() crogstab  (3) Table
[[] graph
|:|T§>d Area
| Help | | Mext = ‘ | Finizh | | Cancel |
3. Click on “Create a new workbook” button. To download data, unclick the rest of
the items.
Select either:

e Table: Detailed line items (as in a report)
e Crosstab: Summarized counts (no details; like Brio’s Pivot and Excel’s PivotTable)

Click “Next”.
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CREATE A TABLE (listing of data):

4. Choose the appropriate Data table by clicking on the pull-down list (eg., HR,
Budget or RCUH HR) and clicking on the appropriate table (eg., PSEMPL, PSACCT,
etc.). Double clicking on the table name will display the data fields in that table. Double
click on the table name to collapse the listing.

B Workbook Wizard)- Step 2 of 5: Select Items

Select Items

To add items to your worksheet, select them from the Awvailable list and maove them to the Selected list.

Available Selected B— ¥ |

rltems rCDnd'rtions rCaIcuIaﬁons |
List: | Sl HR: v| |§|

E{psaceT |~
P

SEMPL =4
[y aGE .
[gh AMNVERSARY DT |3|
[ APPT PERICD FROM <
[ g &PPT PERICD TO
[gh BU HIRE D TE
[gh CAMPUS KEY
[gh CITIZENSHIP CTR
[gh CITIZENSHIP STATUS tam& AL KEYI
I:I.":‘l DATE OF DEATH older: PSEMPL

[ g4 DEPT GP D IE‘

!D.
=@

P e e ]
(3 2 3 3 R R 3 S £ RS2 s

| New> |

Mo description available

| bep | Properties.. | | ShowsaL.. | | <Bsck || mext= | | Enish || cencel |

View data dictionary to decide which table to use. Remember that only the last approved
PeopleSoft action as of last night is saved in the HR datamart and therefore multiple
actions on the same effective date will be lost.

Notes on RCUH HR data:

1. Data only as of last night; no frozen files.

2. All RCUH employees assigned to UH projects are downloaded regardless
of employee status or appointment period.

3. UH data will not be matched with RCUH data if Principal Investigator
does not assign the appropriate EAC to the employee’s record.

4. For employees who are both UH and RCUH, 2 records will display for
each employee. RCUH employees are distinguished by the data field
called “UH RCUH flag”. UH numbers (aka Employee Alt ID) are also
different - RCUH records have 6 digits; UH records have 8 digits.
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5. Step 2 or 5 — Select Items:

Add fields to your table by clicking on a data item on the left side and hitting the
right arrow button located between the tables OR drag the data item from left to right.
The CTRL and SHIFT keys can respectively be used for multiple selections and
specifying a range of values.

Delete fields from your table by clicking on the data item on the right side and
hitting the left arrow button located between the tables OR drag the data item from right
to left.

Click NEXT after selecting all requested fields from the left table and moving
them to the right table.

B Workbook Wizard)- Step 2 of 5: Select Items

Select Items

To add items to your worksheet, select them from the Awvailable list and maove them to the Selected list.

Available Selected | B= T

r tems r Condtions r Calculations E;'j ISLAMD
. < o[y JoB TITLE
: by | |_‘ o gh MAME

-

[ JoB coDE

-+ g JOB FAMLY .
- - gy JOB FUNCTION |2|
H- - [ gy JOB FUNCTION DESC

[:]
A

E

E

£

£

B - L JOIN KEY

G - [gh MERITAL STATUS
B [gh MLITARY STATUS

G - [gh MILITARY STATUS DESC
E
5

Wi,.c

- - [g MEW SICK SYSTEM

[l

| New> |

| bep | | Properties.. || showsar. | | <Back | wext= || Ensh || cancel |

6. Step 3 of 5 — Table Layout

You may change the order of the columns by click on the brown column header (eg.,
NAME) and dragging the header to the new location. A black line will appear when the
column is ready to move. Move the black line to the position where you want the
column to move. Click NEXT to move to next panel.
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Workbook Wizard - Step 3 of 5: Table Layout

Table Layout

To change the layout of informatior tksheet, click and drag the column hesdings to the locsation you want. To change
format settings, click the ‘Propertie

|:| Showy Page tems |:| Hide Duplicate Rowes
g[EN JOB TITLE | NAME

Workbook Wizard - Step 3 of 5: Table Layout

Table Layout

he layout of information in your woarksheet, click and drag the column headings to the location you want. To change

g5, click the 'Properties... button,

age ftems |:| Hide Duplicate Rowes
. WA | JOE TITLE |

7. Step 4 of 5: Sort

Click “Add” button to add fields to sort; “Delete” to remove from the list. Choose
“Direction” of sort (ascending or descending). Click “Next”.

Workbook Wizard - Step 4 of 5: Sort

Sort

Click &dd and then select a column to sort. Select the Group sort type to hide repeated cell values in & column. Check Hidden to hide
sorted column in the worksheet.

Calumn Direction Sort Type | Hidden |

] Addd
Sart by I[Lg’g NAME ¥ || Low to High ¥ || Mormal v] ¥

Format...

You may also ADD other sort fields and change the order of the sort with my
highlighting the data item and using the MOVEUP or MOVE DOWN buttons.
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8. Step 5 of 5: Parameters. Feature is used to input variable data by the user running
the query to limit the number of records retrieved.

orkbook Wizard - Step 5 of 5: Parameters

Parameters

Create a parameter to prompt users to select or type a value. Click News to create & newy parameter. To change the current value of &
parameter, select 'Parameter Yalues ' from the Tools menu.

Available parameters:

Click Mew to creste & new parameter.

7

Description

Mo deszcription available

’ Properties... ” Show SQL... ] ’ = Back ] ’ Finish ” Cancel ]

Click “New”. Four sections need to be filled to create a parameter.

‘What do yvou want to name this parameter? What properties do you want to give this parameter?

|Island Code | Eequire users to enter a value

‘Which item do you want to base this parameter on? Lo R iR e

|Lgh IsLAND |

What default value do you want ta give this parameter?

(%]

Creste condition with operator; | = Bt |

What promigpt do you weant to showe for this parameter?

|Errter |sland Code |

What description do you want to showe for this parameter?

|Errter a numeric value. Check Data Dictionary for walid values.l |

Do you weant to allow different parameter values for each worksheet?

I Condition: |? (ISLAMND = :lsland Code) |

i.'E)' Allovey only one set of parameter values for all workshests,

f.:,' Allovy different parameter values for each woarksheet.

Help | Ok ] | Cancel
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a. What do you want to name this parameter? Enter the name that will
appear on the report heading.

b. What item do you want to base this parameter on? Select the appropriate
data name from pull-down box and select the condition that the query will
run.

C. What prompt do you want to show for this parameter? A promptis a

question that is asked the user when the query is run. When query
executes, the prompt will ask for a value to be entered.

d. What description do you want to show for this parameter? Input a
description that can optionally be displayed on the pop-window.

Set Parameters here:

B New Parameter @

What do you want o name this parameter? What properties do you want to give this parameter?

|LIH EAC | Require users to enter a value

Which tem do vou wart to base this parameter on’? s AR D e e

([ Eac -

‘What default value do you want to give this parameter?

IR

Creste condition with operator: | = - |

Condition: |V [EAC =:UHEAC ) |

What prompt do wou wart to show for this parameter?

|Errter the EAC suffixed with the percent sign |

What description da you want to showe for this parameter?

/| Enzure that the data entered is follosved by the percent sign |

To create pop-window for user when the query is executed:

Edit Parameter ¥alues

Select values for the following parameters:

M Erter the EAC suffixed with the percent sign®: |

Dezcription
Enzure that the data entered is follovwwed by the percent =ign
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9. Click “OK?” then “Finish”.

10. Discoverer will now run the query. Because of the “Parameter”, the following
pop-up window will be displayed for user data entry.

Edit Parameter Values

Select values for the following parameters:

Enter the EAC suffixed with the percent sign®

2210%| | *

Description
Enzure that the data entered is followed by the percent zign

* indicates required field.

| Help | Ok _” Cancel

NOTE: Percent sign “%” is a wildcard character

11.  The status of your Discoverer query as it is executing is located in the lower left
corner of the screen.

To limit the values returned in your query, select the “Conditions” tab.
To perform calculations or string manipulations, select the “Calculations” tab.

O O Yew fged Jos e
ewSsoa C.0Ma
Beu

Page 9



If there are more than 250 rows in the results, the text “Click here to retrieve next 250
rows” will appear at the bottom of the results.

FE[E[T[E

k00 TILE FRCE 8 DR LHMTT0_|F 2
¥ gy EMPLOYEE TYPE CO0E FROFESSOR, LM, 110 F ~
4L B STATUS FROF & ORECTOR, LA, | -
i PROFESS0 AND CHA
i PROFESSOR, LFAM, 3W0

o B s PROFESS0R, LFAM, 300
- EMPLOIVEE TYPE CODE M (F e

A {08 0008 w eby 0 g | | CIRA T o el B ot 200 rows
P iittbess L =y

12.  To edit the query, click on the icon below (pencil on spreadsheet). To rerun a
query, click on the orange circular arrow.

r"-:‘- test - Oracle Bl Discoverer

& | https hawaii, edu

Eile

ev@aoq N.Md

B £ U

Edit “iew Format Tools

HaE B XL . 8.%.38 HH
ooy BB B &

I
T
il
4]
b

13.  Click on appropriate tab (eg., Select Items, Table Layout, etc.) to make changes to
the query (eg., add new field called “Employee Type Code”, create more conditions, etc.)

=

Edit Worksheet

Select Items

YWorksheet Layvout To add tems to yvour worksheet, select them from the Available list and move them to the Selected list.

! Select tems
Available Selected

[ tems | Condtions | Calculations | E{'ﬂ IELAND
[ gy JOB TITLE
Pr v| L gy MAME
=

T B[ gh EMPLOYEE TYPE CODE
- [gh EMPL STATUS

----- W ISLAND = :Island Code
- [gh EMPL STATUS DESC | |
# - [gh EMPLOYEE ALT ID L] ’3|
AR E14iPL OV EE T'PE CODE
i - g ETHNICITY
- - g ETHNICITY DESC

Tahle Layout
Sort

€—€—€—€—

Parameters

List:

- [ gh EXEMPTIONS FED
- - [gh EXEMPTIONS STATE
i - [gh EXTRACT DAy

- - g EXTRACT MONTH

it [ EXTRACT YEAR

OO oy OO e S O OO o OO e O OO e OO e IO B

Help Broperties... || Showy QL. J | < Back || et = || Finizh || Cancel |
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14. Export Results to Excel. Click “File” then “Export to Excel” and select location
of where to save file. Choosing “Export” will allow for other formats to be exported.

DR ew Fomet Toos Hep
tew o B
Zoen oo
e u
Zave o
Sqve s o 0
Erport
Exper] 1o HIML
aport 3o et
Saca
Finge St
Free e
2] e
Wrkbacnk rogumtos
b
i Ly GBS STATLS

15.  To save your query , choose “File” then “Save as” and enter a “New name”

£ test - Ovacle Bl Discoverer - Windows Inte|

) bingrs |10 hawaod.ocks
DR ew Fomet Toos Hep
tew o B
Zoen oo
e u
Zave o
Sqve s o 0
Erport
Exper] 1o HIML
Wt Hucel dIhd
Saca |
Finge St
Free e
2] e
Wrkbacnk rogumtos
b
i Ly GBS STATLS

Save Workbook to Database

X

ey |.='-\II Wiorkbooks '| |% "| Mathe contains: | | | Clear |
Workbooks:
Mame = |Owne_r |Mndified |
----- @ 12220 SHAMMAMNY Moy 16, 2010 2:03 PR |44
----- @ 12220 (full list) SHAMMAMNY Moy 16, 2010 2:04 P 2
----- @ 12834-3 SHAMMAMNY Moy 16, 2010 1:55 PR
----- @ 12834-3 (full lizt) SHAMMAMNY Moy 16, 2010 2:00 PR
----- @ assignment 1 SV AMADA, Aug 24, 2009 5:06 PM
----- @ assignment 2 SV AMADA, Aug 24, 2009 510 PM
----- @ bptest 02 ee count 10-07 SN AMADA Jun 2, 2008 5:07 PM

----- @ Bud - Budgeted Positions (Budposnh file) SV AMADA, Mo 7, 2001 11:23 AW
----- @ Bud - Budgeted Positions (Budposnb file) DL SY AMADA Aug 8, 2007 243 PW
----- @ Bud - Budgeted Posttions (Budposnb file) V... SY AMADA Jul 28, 2008 11:52 Ak
----- @ Bud - Budgeted Posttions (Budposnb file) V... SY AMADA Oct 2, 2008 1:45 Pk
----- '@ Bud - Budgeted Posttions (Budposnb file) V... SY AMADA Jul 25, 2008 3:37 PM
----- '@ Bud - Budgeted Posttions (Budposnb file) V... SY AMADA Jul 10, 2009 10003 Ak

dl

| 425 Budget Projection-Annette Chang JOMOTO Feb 19, 2005 11:30 AM
Mevy narme:
Help | Save _J | Cancel |
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16.  To share your query with other users, choose “Tools” / “Manage Workbooks” /

“Share”

&) Manage Workbooks

wiew: | Al Workhaoks

- | |% "| Hame contains: |

3

'@ assignment 2

-4 by test 02 e court 10-07
'@ Bud - Budgeted Postions (Budpoznkb file)

'@ Bud - Budgeted Postions (Budposnb file) D..
: '@ Bud - Budgeted Positions (Budposnk file) v ...
: '@ Bud - Budgeted Postions (Budposnk file) W .
'@ Bud - Budgeted Postions (Budposnk file) W .
'@ Bud - Budgeted Postions (Budposnk file) W .
- Budaet Projection-Annette Chang

SHAMMARY

SYAMADL,
S AMADL,
S AMADL,

LSV AMADA

S AL

CEYAMADA
CEYAMADA
CEYAMADA

JOMOTO

Wiorkhooks:

Mame |Own§r |M|:|dified

@ 12228 SHARMARY Mow 16, 2010 203 PM
; @ 12220 (full list) SHARMARNY Mow 16, 2010 2:04 PM
; @ 12934-3 SHARMMARNY Mow 16, 2010 1:55 PM
. @ 12938-3 (full list) Mow 16, 2010 2:00 Ph

Aug 24, 2009 510 PM
Jun 2, 2008 507 PM
Mow 7, 2011 11:23 &M
Sug 9, 2007 249 Ph
Jul 26, 2008 11:52 &b
et 2, 2008 1:45 P
Jul 26, 2008 337 P
Jul 10, 2009 10:03 &b
Fieb 19, 2008 11:30 A

Description

T

Mo descrigtion available

| Close i

Select the UH usernames from the left table then click the right arrow between the tables
to allow the query to be shared (right table).

/= share Workbooks

User-=wworkbook

Wwarkboolk: [HR - Demo 1

-]

Ulser:

Available

ADbIRARPP
A LA A L
ANMNETTEC
ALl

AN IERFA
A0S LA
BFOUMNTAI

—Description

Shared

= AFREMRCH

=

s

Mo description availahle
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17. Edit existing query. On the command line, Choose “File” then “Open”

Open Workbook from Database

Chooze atarget wworksheet by browesing available workbooks and selecting a worksheet

ey |AII Waorkbooks b | |% "'| Mame contains: | | Clear |
Wiorkbooks:

Marme = Cwyner Modified

2 12208 SHAMMAMY  Nov 15, 2010 2:03 PM |4
- 1222N (ful list) SHANNANY oy 16,2010 204 PM E
@ 1283A-3 SHAMMANY  Mow 16, 2010 1:53 P

'@ 12938-3 (full list) SHAMMARNY  Mow 16, 2010 2:00 P

@ aszignment 1 SN AMADA Aug 24, 2009 5:06 Pk

% assignment 2 S ARMADA, Aug 24 2009 510 P

'@ bp test 02 ee count 10-07 S AMADA, Jun 2, 2003 5:07 PM

'@ Bud - Budgeted Positions (Budposni file) SN AMADA Miase 7, 2011 11:235 Al
@ Bud - Budgeted Positions (Budposnk filke) D... SYAMADA Aug 3, 2007 249 PM
'@ Bud - Budgeted Positions (Budposnb file) ¥ ... S5 AMADA Jul 28, 2008 11:52 Al
'@ Bud - Budgeted Positions (Budposnk file] ¥ ... SY AMADL Ot 2, 20085 1:45 PM
@ Bud - Budigeted Pozitions (Budposnk file] ¥ .. Sy AMADL, Jul 28, 2008 3537 PM
'@ Bud - Budgeted Positions (Budposnb file) ¥ ... S5 AMADA Jul 10, 2009 10:03 Ak -
- Budiet Projection-Annette Chang JOROT O Fek 19, 2005 11:30 AW 4

Description

Mo description available

| Helg | | en _J| Cancel

12

Select appropriate query from pop-up box.

Exercise 1:  Create a table using the following fields:
Name (Descending order), EAC, Employee Type Code. Have the user input a
parameter value for a single Employee Type Code. Valid codes are (A, C, E, F,
N, G)
Run Query. Save Query as “TEST”

Exercise 2:  Edit query named “TEST” and export results to excel
Include new field called “Job Title”
Run Query. Save Query as “TEST”. Export table to excel in location c:\temp and

name Excel file as “TEST”.
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CONDITIONS

Define conditions to limit the number of records that you return from the Datamart.
Click the “Conditions” tab to set your criteria.

/- test - Oracle Bl Discover... |Z||§|E|
£ | https hiaw il edu ﬂ

File Edit “iew Format Tools Help

Cw@oq O.O

B £ U
Available e
1 = &¥ s |

rrtems |/Cnnditions rCaIculaﬁons |

List: [ &1l tems v]

=57 My Conditions
e W ISLAND = lstand Code

To add a condition, right mouse click and select “New Condition”

= test - Oracle Bl Discover... |:||§|E|
£ https hawai, &du 3 G

File Edit “iew Format Toolz Help

ewvl@oa [, O

B £ U

Available kems:

L e %L/

rrtems rCDnd'rtinns rCaIcuIations |

e

List; [ All tems v]

EHEF My Coneltions
L W ISLAND = :lsland Code

| ,Ef ey Conction...

NOTE: Remember to always include Extract Month and Extract Year when using
Quarterly files. If not, you will retrieve data as of 1994.
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Select your ITEM from the drop down box. Choose “Select Item’ to select a data item

that is not going to be listed on the report.

Mew Condition

‘What would you like to name your condition’®

| Generate name automatically

What description waould you like to give your condition’?

|I_IH Emploves Type

Advanced ==

Farmula
Type the f an itetm or select a name from the drop-dosen list.
term | Condition | Values
RE | B
Create Calculation...
Select tem...
L__[Select Condition...
P EMPLOYEE TYPE ¢
Thi= I:'}I FLAND ook ‘test'.
Ly JOB TITLE
gt MamE
| More tems...

(0.4 i | Cancel

Note: <> means not equal; NULL means spaces

New Condition

What weould you like to name your condition?

What dezcription would you like to give your condition?

| | Generate name automatically

|UH Employes Type |

Farmula

Type text in zingle guotes of select a value from the drop-doven list. Multiple values must be separated by commas.

lterm \ Condiion |

Yalues

:|F‘SEMF‘L.EMF‘LOYEE TYPE CODE | ||= ~|Fe

)

Advanced ==

Case-sensitive

Thiz condition is located in the workbook test'.

Help

i | Cancel
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Note:

e Multiple values separated by commas listed in the VALUE field creates an OR
condition among the data entered for that Item (eg., Emp Type Code = ‘F,G’)
selects “Faculty” OR “Graduate assistants”.

e Multiple items listed in the table create an AND condition between the listed
items (eg., Emp Type Code = ‘F’ or ‘G’ and Emp Status Code not = “T”)

e If you don’t want a case sensitive search, unclick the Case-sensitive checkbox.

e Use the Single quote (‘) when specifying text values.

e To temporarily remove a condition from execution, right click on the field name
and select “Remove from Worksheet”. To temporarily re-instate the condition,
right click on the field name and select “Add to Worksheet”. “Delete” will
permanently delete the condition from the query.

Available kems: b AME
‘E‘;, =l By @ﬂ . # CREDO
DALMY £

r tems r Conditions r Calculations | DE COUE
GAIDOS

List: | 3 4 kems ~| | | Gerure
E-ﬁ' by Conclitions FREGOR
S ISLAND = :Island Code :?Riﬁc

Y EMPLOYEE TYPE COCE | HE: =

- Remove from Wiorkshest

& Edt...

Ml oetete 7SUO0
ot AOEL
MCC AR
MOCLAT!
______ MILISEM,

4 | S | | 4
MOCDY,
NG, KON
Selected tems: MIEDERH.
= 7 & 1 |§5 - MING, T
——— | o, M
g MAKE PALIKER,
gk IBLAND RIVERS,
Ly JOB TITLE SAITO, M
B+ g EMPLOYEE TYPE CODE =ATO, H
- gh EMPL STATUS EELELE
- SCHWAR
- ISLAND = :lzland Code SEIDEL F
- EMPLOYEE TYPE CODE M (P3| | ZRaNNG
- EMPL STATUS = L' SOMPOR
SLILL WL
q T [»] || T shes
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Types of Conditions:

Pull Down Table Definition

= Exact match

<> Not equal

> Greater than

< Less than

<= Less than or equal to

>= Greater than or equal to

LIKE Used for pattern matching of data.
2 examples using the percent sign and the underscore. The LIKE condition
allows for only 1 value. If more than 1 value is required, the ADVANCED
option will allow for the LIKE condition with an OR statement (see example
below)
1. Equivalent to “Begins with”. Uses a single “%” percent sign as a place
holder.
For example: NAME LIKE “YA%” will yield results such as Yamada,
Yamamoto, Yashiro, Yakitori.
2. Uses the underscore character as a placeholder as long as the data field is
of a defined length and the search text is in a specific location.
For example: JOB CODE is 5 characters long and the type of faculty
appointment (“09”or “11”) is in columns 4 and 5.
JOB CODE LIKE“_ 09"

IN Search for data in a provided list
For example, CAMPUS KEY IN ‘HO, KA’ will results in records with
campus key equal to HO or KA.

IS NULL Search for blanks

IS NOT NULL Search for filled data

NOT IN Search for data not in a provided list

BETWEEN Search for data between 2 data points inclusive

NOT BETWEEN | Search for data outside of 2 data points exclusive

NOT LIKE Search for data that does not fit the like criteria

I= Same as Not equal
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Example: Multiple conditions — Click “Advanced” key

~Formula

Select a conditional operator fram the drop list.

[tem Condition

Yalues

1| *';|LIKE v|[

)

v Case-sensitive

Advanced == *

This condition is lacated in the warkbook 'bp test 02 ee count 10-07".

| Help |

( ok ) cancel |

Key : Values set within an Item (eg., Employee Type code = “F,A”) represent the OR
condition (eg., Employee Type code = “F” or “A”). As a default, values set between

Items represent the AND condition (see below).

Edit Condition

What would wou like to name your condition?

|((.JOEI CODE = '15M09" AND (JOB CODE = 'I5M1117)

What description swould you like to give your condition?

| Generate name automatically

|UH Employee Status

Formula

Click one of the Inzert buttons to create new items or conditions. Shift-click to =elect multiple items, or drag items to

rearder.
Group Itern | Caondition | Values Inzert
— :|PSEMPL.JOB copE |v||= - || 15m0g |v|J | Mew tem |
slanp v |T|
I—IPSEMPL.JOB CODE |v = ~ | 151 |'|| —
Lo |
Case-senstive 0B CODE = 'ISM0Z% AND (JOB CODE = '15M1179) | Delete |

The above yields no results because the query is asking for 2 different values for job code
at the same time when there can only be 1 value. In other words, the Job Code will
NEVER be both “I5M09” and “I5M11” at the same time.
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Change the condition to OR

Edit Condition

‘What would you like to name your condition?

|(JOEI CODE = [5M09 15k117 | Generate name automatically

What description would you like to give your condition™

|LIH Employee Status |

Farmula

Click one of the Inzert buttons to creste newe items or conditions . Shift-click to select multiple tems, or drag items to

reatrder.
Itern | Condition | Yalues Iri=ert
IF‘SEMF‘L.JOBCODE |v|= ~ [ smoa s |+ | Mew trem |
| |
Lo |
| Delete |

Caze-sensitive r:.JI:IEI CODE = I5h09, 151117

The above is the same query as “PSEMPL.JOB.CODE = “I5M09 OR I5M11”

Exercise 3:  Create Condition

Edit previously saved query called TEST

Delete “Parameter” condition

Add field “Fica Class”

Include condition to select “Fica Class” = “H” only

Run query

Change query and select “Fica Class” NOT EQUAL to “H”

Temporarily remove the “Fica Class” condition

Add a new condition on “Job Title” starting with “PROF” (case sensitive)
Run query

—mS@ e oooTe
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CALCULATIONS

Perform numeric calculations or text manipulations. Click the “Calculations” tab and
right click “New Calculation”

ﬂ" test - Oracle Bl Discoverer - Winda

£ https hawail, edu

File Edit Miew Format Tools Help

CwOao@ .
B £ U

Available tems:

rﬂems |/Cond'rti0ns rCaIcuIations |

List | L3 & tems -|

PPN
i @' Meswae Calculation. .

String Manipulation Functions:

a. SUBSTR(String, Start [,count]) = clips out a portion of a string
SUBSTR(‘15M09”,4,2) =09

b. LENGTH(String) = length of string including spaces

c INSTR(String, set [,start [,occurrence]]) = finds position of string within a

INSTR(*Discoverer”,”r”,1,2) = 10
d. Lower(String) / Upper (String) = all lower or upper case a string

e. Concatenate 2 fields: “Discoverer” || “is great” = “Discoverer is great”
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Numeric Calculation

Edit Calculation

What do you want to name thiz calculation’?

| Calculation] |

Select tems and functions from the list on the left and paste them into the calculstion.

Shiowy: ’ Selected tems "] Calculation:

P EMPLOYVEE TYPE CODE PSEMPL SALARY MOMNTHLY* 1
Lgh EMPL STATUS
Lgh FICA CLASS
Ly ISLARD
L JOB CODE Easte
Ly JOB TITLE

i SALARY MONTHLY

De=scription

[ Inzert Farmula from Template ™ ]

Mo dezcription available
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String Manipulations

1. Create text string

B L dit Calculation

What do you wwant to name this calculation’?

| PROFS ONLY |

Select tems and functions fram the list an the left and paste them into the calculstion.

Showy: [ Selected tems "'] Calculation:

P EMPLOYEE TYPE SUBSTRIPSEMPL JOB TITLE.1,3)
Leh EMPL STATUS
[y FIca cLass
[y 1sLaND
[gh JoB CODE Easte
Lgh JOB TITLE

L2 salamy MONTHLY

Description

l Insert Farmula from Template = ]

Mo description available

2. Select calculation as an Item in Conditions

New Condition

What wwould you like to name your condition’?

| | Generate name automatically

Whiat description wwould you like to give your condition?

Forrmila

Type the name of an tem or zelect & name from the drop-dowen list.

ltem | Condition | Yalues

e
Create Calculation... |~ SOYANCEd ==

Select hem...
L__|Select Condition...
L EMPLOYEE TYPE CODE
ook ‘test’.
[ EMPL STATUS
[ FICA CLASS

[ 15LAND I~ Lo ” Carcel ]
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Exercise 4:

oo

Calculations

Edit query called “TEST”

Add field called “Job Code”.

Create condition to select only 9-month faculty (eg., Job Code =
I5M09). Hint — use SUBSTRING function with the LIKE
condition.

Add fields “Job Code”, “Employee record number” and “Grade”.
Create calculation field to multiple the annual salary (Salary
Annual) by 1.20
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JOIN Tables

Allows data from two different tables to act as if it is located in a single table. Discoverer
automatically joins pertinent tables. Tables that do not have a common key are not joined
and will not be highlighted for selection.

B Workbook Wizard)- Step 2 of 5: Select Items

Select Items

To add items to your worksheet, select them from the Awvailable list and maove them to the Selected list.

Avgilable Selected

r tems r Condtions r Calculations E;'j LEVELZ

List: [@HR vl

il
H{1 PRoaccT

[

[

i

B
w MG
|:.

EHE) BUDLYLS | 4
G- [gh ACCOUNT CODE
[gh CAMPUS GRP
[gh EXP FUNC

VELS
G- [gh LEVELS -]

Mame: CAMPLS GRF]
[W\ older: BUDLYLS

[ Properties .. ” Show S@L.. ] [ = Back ][ Mext = H Finizh H Cancel ]

Outer Join between Tablel and Table2
All records from Tablel appears in the results regardless if there is a match on
Table2. Null values will be inserted for Table2 values

Equi Join between Tablel and Table2
All records that are matched between the 2 tables appears in the results.
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TO CREATE CrossTabs / Pivot Tables (for counting):

1. Select Crosstab and click on “Next”

Workbook Wizard - Step 1 of 4: Worksheet Layout

Worksheet Layout

Select the objects to display in the worksheet
[ Title Exampla:
|:| Page tems

(3) Crogstal () Table

[ &raph

|:| Text Ares

2. Select fields. Crosstabs are usually used with the Data item “Headcount”

Workbook Wizard - Step 2 of 4: Select [tems

Select Items

To add items to your worksheet, select them from the Awailahle list and mowve them to the Selected list.

Avgilable Selected

r tems |/ Conditions |/ Calculations E[E EMPLOYEE TPE CODE

[ HEAD COUNT
= @ =] |

[y GRADE

[ghH 2DDRESS 1
[gh H ADDRESS 2
[fyHOTY =
Lg H COUNTRY L€
[ghHSTATE
[g H TEL MO

R R E T,

- Eﬁﬂ HIGHEST DEGREE
H- - Lgh ISLAND
i [ IniB roinE

£
£
b
b
£
£
b
b
£
£
b
E

4]
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3. Crosstabs should have rows and columns for counting categories.

Left click on the data item bar (brown line), a black line will appear and drag the black
line to the appropriate location.

Workbook Wizard - Step 3 of 4: Crosstab Layout

Table Layout

To change the layout of information in your worksheet, click and drag the row and column headings to the location you want. Ta
change formst settings, click the Options button.

|:| Showy Page tems
¥  Data PointHEAD COUNT
{ EMPLOYEE TYPE CODE

HEAD COUNT

Workbook Wizand - Step 3 of 4: Crosstab Layout

Table Layout

To change the layout of information in your worksheet, click and drag the row and column headings to the location you want. Ta
change format settings, click the Options button.

|:| Show Page tems

4 Data PaintHEAD COUNT

A0S |
EMPLOYEE TYFE CO.. | HEAD COUNT

Results:

= Workbook 4 - Oracle Bl Discoverer - Windows Internet Explorer

& | https hawaii,edu

File  Edit “iew Format Tools  Help

VOO T.DEHa 9 2 2=

BU ==/ » ¥
Avagilable tems: {HEAD COUNT
............ =
Lt em%at s YA 2 aa7
rﬂems rCDnditionS rCaIcuIa‘cinnS | re 1470
b E 225
Llﬂ:[@HR .,] FF 3514
e 1752
B PsaccT - L 1509
=420 PSEMPL NN 2,317
P [ AGE

. N RILIG JEDNE 0 D TT
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COMMON HINTS:
1. For only active employees, use condition EMP_STATUS_CODE <> “T”
2. To skip non-compensated employees, use condition EMP_TYPE_CODE <> “N”

3. Records that are stored in the HR datamart are the last approved transaction of the
previous day. Therefore, if an employee had multiple transactions on the same day, only
the last one will be stored in the datamart. Datamart is NOT updated on the weekends.

4. When using quarterly files (eg., PSQEMPL), ensure that you use the
EXTRACT_MONTH (eg., 03, 06, 10, 12) and the EXTRACT_YEAR (eg., 2004). If not,
all records will be retrieved from 1994. Effective May 30, 2010, historical data is frozen
on the last day of the month and will be frozen on a monthly basis rather than a quarterly
basis.

5. If downloading confidential data pursuant to HRS 92F to your workstations,
ensure that there is sufficient physical security in place to avoid your workstation being
stolen. Notification must be made to the employee and the legislature within 90 days of
theft when confidential information is stolen.

WARNING:

If you get an error message like “Item XxXxX.XXXX.XXxXX is missing. Do you want
to continue?” where XXXX.XXXX.XXXX is a data name that you have selected in your query,
you do not have security access to that table.

Submit a PeopleSoft Security Worksheet with proper authorized signatures and
check off the appropriate DataMart access.
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