Using Discoverer to Export to Excel Pre-Defined Queries
Date: August 23, 2011
o:\ssa\datawarehouse\documentation\discoverer.doc

Purpose: The following are instructions for using the ad hoc reporting tool called
Discoverer to retrieve Budget and Human Resources information from the Human
Resources Datamart. This instruction is for retrieving data using specific pre-defined
queries. This instruction does not describe the detailed use of Discoverer (ie., creating
and modifying ad hoc queries).

Preparation: Read the Discoverer setup instructions on the Discoverer home page at
www.hawaii.edu/dw. Follow the instructions on allowing a pop-up blocker exception for
<dw2.hawaii.edu>. | have included specific instructions for allowing pop-ups in Internet
Explorer on page 14 of this document.

Human Resources Data Mart
Data Last Refreshed on August 21,

2011
LOGIN

HR lsermame:

HR Fasswiord:

Need help logging in?

* Instructions for Data Mart Access
« HR DM - Contact Lance Yonemoto

Related Links:

« HRE Diata Dictionary
* Discoverer Sefup Guide
* HE Diata Mart FA QS

« Mon-confidential Information
« Listing of Pre-defined queries

1. Go to website: www.hawaii.edu/dw.

1) Works with all versions of Windows including Windows Vista and Windows 7

2) Works with Internet Explorer 7.x, Internet Explorer 8.x, Firefox 3.x, Safari 4.x and
Safari 5.x web browsers

3) No longer requires installation of Oracle Jinitiator 1.3.1.8. Discoverer now works with
any Sun Java JRE at or above version 1.6.0_10.
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2. Sign into Data Mart Central using your HR Datamart username and password.
This may be different from the username and/or password that you use to get into email.

" | \‘.
University of Howail

Data Mart CentralF

£ e ]

v

YFinancial Data Mart Human Resources Data Mart
LOGIN LOGIN
UH Username: I HR Usermname: | _.
UH FPassword: I HR Fassword: I
Meed help logging in? Meed help logging in?
= Financial DM - Contact Help Desk « Instructions for Diata Mart Access

*» HR DM - Contact Lance Yonemoto



3. After clicking the Login button, you have finally reached Discoverer when the
following page appears:

B Workbook Wizard|- Step 1 of 1: CreatefOpen Workbook

Create/Open Workbook

Connected to the Database: UHHROW (EUL:EULS)

What dooyou wwant to do?

@ Open an existing workbook

Recently Used:
There are no recently uzed waorkbooks. Browze. .

O Create a newy workbook
Select the objects to display in the worksheet
Title Example:
Page tems l | I ||
() Crogstab () Takle T = = =
Graph

Placement: [Graph belowy Table ']
1Tt ares 1M

4. Click “Open an existing workbook and then the “Browse” button.



5.

A list of pre-defined queries will appear.

Open Workbook from Database

Choose a target worksheet by browsing available workbooks and =electing a worksheet

Wiews: | All Wiorkbooks

@ HFE - Citizensip and Gender Crosstab (confl  SYwAMADA
@ HE - College of Ed Emp List (Read Only)
@ HF - College of Ed RCUH Emp List (Read On.. Sy ahaDs,
@ HFE - Crosstab APT Scattergram (T only)

S AMADAS

S A hADs

Apr 9, 2008 2:49 PM

Maw 14, 2007 227 PM
May 10, 2010 2:25 PM
Mo 14, 2007 225 PM

"l |% = | Mame contains: | | | Clear |

‘Workbooks:

Mame = |Own§r |Mcudified

+ @ HFE - Account Code Listing (Conf) S A D My 1, 2009 5258 Ahd -
Eﬂ---% HR - &Acct Code MTE Date Listing S AMADA, ot 26, 2010 2:06 P ]
Eﬂ---% HR - Blank Ethnicity Codes S AMADA, Maow 29, 2010 5:03 P

Eﬂ-"% HF - Blank BEthnicity Codes (civil service only) SY AMADA, Dec 1, 2010 2:40 P

EE}---% HR - Blank PSP field SWAMADAL, Dec 3, 2010 519 Ak

EE}---@ HF - Blank PSP field (Crosstakb) SN AMADA, Feb 17, 2009 5:09 A

Eﬂ---@ HF - Blank PSP field (Faculty Cnly) SN AMADA, Jul 21, 2011 5:34 P

Eﬂ---@ HF - Blank PSP field (Grad Asst Only) SN AMADA, Jul 21, 2011 4:39 P

Eﬂ---@ HR - Blank PSP field omoto SN AMADA, Ozt 30, 2008 10:05 Ak

[

[+

[+

[+

[+

'@ HE - Crosstakb APT Scattergram (non-1T only) Sy ahaDo,

oct 5, 2007 9013 P

Drescription

Mo description svailable

Help

QpeEn J | Cancel




6. Double-click on the appropriate workbook, select the appropriate sheet (usually
“Sheet1”) then hit the “OPEN” key.

5] Open Workbook from Database [5_(|

Choose atarget worksheet by browsing available workbooks and selecting s worksheet

Wiy |.-'1'~II Wiorkbiooks b | |% v| Mame contains: | | | Clear |
Wiorkbooks:

Mame = |Own§r |M|:udified |

"F' L ==E R ™ =T ® = . T r

@ HF: - Invalid Grad Asst Position Mumber Sy ARMADA, Jul 29, 2011 215 PM T
@ HR: - Invalid Tenure Cocle Sy AMADS Dec 17, 2003 10:57 Ak

@ HR: - Invalid Tenure Code (Crosstable) S ARSI, Feb 6, 2009 5:33 PM

'@ HR - Invalid Tenure Code for APT employess SYAMADAS, Feb 24, 2011 917 A
@ HF - Invalid Tenure Code for APT employee... S5 AMADA Feh 9, 2009 10:24 &M
@ HR - Invalid Tenure Code for Faculty Jul 20, 2011 257 PM
=% HR - Invalid Tenure Year

P E Sheet 1

@ HR - Invalic UH Mumber SYAMADA, Dec 2, 2005 1:42 P

'@ HR - List Employees (Confidential) S AMAD L, Jan 4, 2044 309 P

'@ HF - List Employees (Mon-Confidential) SYAMADL Jan 9, 2005 10054 A

@ HR - List Facufty (Confidertial) SYAMADA, Qct 9, 2005 2:46 P

'@ HR - List Facutty (Mon-Conf) Sy amMaDA, Jan 15, 2005 706 PM -
== = W cocnsiaron i A4 ACOO A4 Cas '
Description

Ternure codes indicated as ML

Help | Qpen _” Cancel




7. Pop-up window will display. Answer “yes”.

Oracle Bl Discoverer ['5_(|
? Do you weant to run the guery for the sheet "Sheet 1"7 If
* vou click Mo the sheet will be empty.

Tig: You can uze the Refrezh Sheet command in the
Toalz menu to run the guery later.

(e ] (0 ]

8. While Discoverer is retrieving the data, you will see the following pop-up
window.

Sheet 1 : Progress

Running Guery ...

1 zecond remaining




9.

You will see your data displayed 200 rows at a time

bottom left corner to scroll through your rows.

£ HR - Employee Listing - Oracle Bl Discoverer - Windows Internet Explorer

. Use the arrow keys at the

£ | https hawaii, edu

File Edit “iew Formst Tools  Help

eV . DHMd 9 A= B % &,.¥%,. 7 &
|Dia|og '|1D |Z| B < U = = EEIE‘%?J y _ %% @‘, 'EB, ET\{:_; QV*

Available fems:
Lt e n%&t /el

L
rltems rConditi-:-ns rCaIcuIations |

-

F JOB TITLE

¢ EMFPLOYEE TWFPE CODE

¢ EMFPL RECORD NO

ASSISTANT CLINICAL PROFESSOR

NON-COMP

e A 1

List | PR 4 | |i| A{INFO, EVENTS & PUBLICATIONS  |AFT 1

= B A{LECTURER, CC, C LECTURER 1

A{LECTURER C, UHM & HE0 LECTURER 2

i AlASST FROF, MED, 11-MO FACULTY 1

=il Al AFFILIATE GRADUATE FACULTY | NON-COMP 1

il A[INSTR & STUD SUPP APT 1

sl AlASST SPECIALIST, UHM, 11-MO_ [FACULTY 1

cHEl AlASST PROF, CC, 11-MO FACULTY 1

- Al LIBRARIAN 111, UHHEND, 11-M00 FACULTY 1

® — Al GRADUATE ASSISTANT, S0 GRAD ASST 1

sl Al GRADUATE ASSISTANT, 11-M0 [ GRAD ASST 1

el Al GRADUATE ASSISTANT, 8-MQ GRAD ASST 1

| A| PROFESSOR, CC, 9-MO FACULTY 1

21453 PSEMPL NONCOMFIDENTIAL Al ADJUNCT PROFESSOR - GERIATRIC NON-COMP 1

Lo AlINFO, EVENTS & PUBLICATIONS _ [&PT 1

VL EAC

- A[INT AS50C DEAN, OUTREACH COLY EXECUTIVE 1

Ly BAC BRANCH AlINSTITUTIONAL SUFFORT APT 1

+/Lgh EAC BRANCH DESC A|RESEARCH SUPFORT APT 1

Lgh EAC DEPT A[AS5T PROF, MED, 14-M0 FACULTY 1

_E'Ij EAC DIVISION AlJANITOR 1 CIWIL SERVICE 1

/g EAC DIVISION DESC || A|MEDIA DESIGN & PRODUCTION  [aPT 1

E N - Al GRADUATE ASSISTANT, 11-M0_ [ GRAD ASST 1

4] [ 1] A GEMERAL LABORER | CIWIL SERVICE 1

Al GRADUATE ASSISTANT, 11-M0 [ GRAD ASST 1

i AlINFO, EVENTS & PUBLICATIONS _ [&PT 1

selected ftems: A PROFESSOR, UHM, 9-MO FACULTY 1

= 7 o i |§: v| Al GRADUATE ASSISTANT, S0 BRAD ASST 1

AlJaNIToR CIVIL SERVICE 1

rrLghy MAME A| RESEARCH SUPPORT APT 1
Lgh JOBTITLE [4]

£ EMPL RECORD MO
¥ FTE PERSOM SUN
. g FTE TOTAL SUM

4]

| Msheet1 |

Double-click here to edit the text area

Done




10.  To export your data to Excel for the first time, click “File / Export” on the
Discoverer command line.

ﬂ; HR - Invalid Grad Asst Position Number - Oracle Bl Discoverer, - Windows Internet Explorer,

& | https hawaii, edu
Edit “iew Format  Tools  Help
. o P 9 nEE R K. E V. T S
en.. Cirl-o
u & &
WE Cirl-5
|
Eport o HIML PosMoN Mo | NamE | Eac | Eac DviSion DESC | Ead
Expott to Excel E] 1_
2
- =
= |3
Share... 1 4
Page Setup... &)
Print Prewiews [
Print... Cirl-P 7
‘Workbook Properties .. 8
9
Exit —
10
B - Lgh CITIZENSHIP STATUS 11
B~ gh DATE OF DEATH =1 | |72 ]
[ » —
| | |
14
Selected tems: ?
Y o
- g EAC 17
- gh EAC DIVISION DESC 18
-] gh EAC ERANCH DESG 19
- g MAME 20
L g POSITION NG ET
-3 HEAD COUNT —i
I:I-G':, EMPL STATUS ®  Thiz sheet currently containg no cista.
=N [ POSITION MO = '00GA11' OR POSITION MO 1
- EMPL STATUS <= 'T'
Double-click here to edit the text area
< [+ [\ Einvaiic o4 Posn humber [[E ] Shest2 || 1 shesta |

[% Exports the workhook to & newy file formst

|Done




11. Ensure that “Current worksheet” and “Table” are marked. Click “Next”.

Export - 5tep 1 of 3: Select

Export:Select Objects

@ Current warksheet

Table

L bext = I’ Finizh H Cancel ]




12. Indicate the location where you want your Excel spreadsheet to be saved and click
“NEXT”.

B Export - S5tep 2 of 3: Format and Name

Export:Define File Details

Wahat export format do vou want to uze?

Takbile: lMicru:usu:uﬁ Excel Warkbook 1* x1z)

Wihere do you weant ta zave the filey

Destination: |C:'IDocuments and Zefting=z\steve PERSL

ihat da you weant to name the file?

Marme: |HR - Employee Listing

[ = Back I[ bext = I’ Finizh H Cancel ]
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13.  Choose “Supervised”. Supervised mode will periodically ask you if want to
continue on long running queries. You may choose “Unsupervised” if you do not want to
periodically be asked if you want to continue with the query. There is no way to stop a
query once you execute it without terminating your browser completely.

Click Finish.

n Export - 5tep 3 of 3: Supervise

Export:Supervise

Do yau weant to supervize the expart processy

@ Supetvized
“ou will be asked to resalve any izsues
that occur during the export process.
O Unzupervized

Dizcaverer will automatically run all queries before
worksheetz are exported and will ignore all alert messages.

x\-

I Finizh i[ Cancel ]

16.  Pop-up window will display progress of Export to Excel

Exporting Sheet: Sheet 1

Exporting data...
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17.  The following window will appear after the export has been completed.

Export Log

Export complete

Files exported to: CHhDocuments and Settings'steve PERS

Sheet Mame File Marme Status
Sheet HRE - Emplovee Listing.xls | Sheet expored success...

Open the first exported sheet

18. Click “Save” to save the file at the indicated folder.

File Download X

Do you want to open or save this file?

@ j Mame: HR - Employes Lisking., xls
TH

Type: Microsoft Office Excel 97-2003 Worksheet, 5.12MB
From: C:\Documents and Settings' steve.PERS

[ Open ][ Save ]| Cancel |

Always ask before opening this twpe of file

harm your computer. 1f vou do nat trust the source, do not open or

|@ YWhile filez from the Intermet can be uzeful, zome files can potentially
L
b zave this file. What's the risk?

-12 -
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19.  To run another query, click on the OPEN icon.

/~ HR - Employee Listing - Oracle Bl Discoverer - Windows Internet Explorer,

£ | https havaii, edu

File  Edit “ieww Format Toolz Help

VGO B. M 9 845t = B, %, &£.%.F 3
10

=
I=
1l
= |
i
el
3
L3
i
o
ol
B
5

Ao s

20.  To quit Discover, on the Discoverer command line, click File / Exit. To run
another query, on the command line, click File / Open.

ﬁ HR - Invalid Grad Asst Position Number - Oracle Bl Discoverer, - Windows Int

£ | https hawaii, edu
m Edit “iew Formst Tools  Help
ewr... i BN Wl @ 8 0EL =R %.

open... Ctr-0
= = a3
Close u = 8 » o2 B
Save -5
Save Az S '
Expart...
gt 0 HTML POSITION MO | MAME | EAC |
Expoatt to Excel ﬂ 1_
2
=3 [=
= AMIIE
Share... millrm
hare 4
Page Setup... 5
Prinit Previesy [
Print... Cirl-P 7
Yarkhodk Properties. . 8
N :
L—I 10
CITIZENSHIP STATUS 1
| [ gy DATE OF DEATH = | |z
4 T 3 —
| | |
14
Selected tems: —
14
/&N 5]
L g EAC 17
[ g EAC DIVISION DESC 18
- g EAC BRANCH DESC 19
L gy NAME ETl
[gh POSITION NO Em
v HEAD COUNT —
|:;': EMPL STATUS ®  This sheet currently containg no
=N ( POSITION MG = '00GA11 OF: POSITION NO 1
5 EMPL STATUS <= 'T'
Double-click here to editthe tex ares
q T Tv] || T inwsiid G Posn umber [ B Shes
B Ext
Daone

-13 -



Adding Pop-Up Blocker Exception for Internet Explorer ONLY':

1. On the command line, click Tools / Internet Options

/= Financial and HR Data Mart Legina - University of Hawali - Windews Intarnat Explorar

BT rinancial and et Dats sty of Hawsn B2 G omm e bagm e Saey - Tous - @-
L ntvafuty-of Homsi !
Data M entral -
AP P !,
: 4
inancial Data Mart uman Resources Deda Mart
Data Last Refrashoed on Augqust 21 2011 Data Last Refreshed on August 21 2011
LOGIN LOGIN
UH Usismisme HR Useenama |
UH Passward: | ] HR Password
af Prie-defined guenies
Do & Inberret fi - oo - r
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2. Click the “Privacy” tab

Internet Options

General Securit';.-'| Privacy |C-:untent Connections || Programs || Advanced

Settings

'_i_ Select for the Internet zone.

Mediunm

- Blocks third-party cookies that do not have a compact
privacy policy

- Blocks third-party cookies that save information that can
L be used to contack wou without your explicit consent

- Restricts first-party cookies thak save information that
can be used ko contack vou withaut yaur implicit consent

[ Sites ] [ Import ] [ Advanced ]

Pop-up Blocker

§ j|  Prevent most pop-up windows Fram Settings *

appearing.

Turn on Pop-up Elocker
Frivake

;lﬁ [ ]0o not collect data For use by InPrivate Filkering

Disable toolbars and extensions when InPrivate Browsing
starks

[ Ok, l [ Cancel

3. In the “Pop-up Blocker” section, click the option for "Turn on Pop-up Blocker". Click on
"Settings".
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4, Type “dw2.hawaii.edu” in the “Address of website to allow:” and click “Add”

Pop-up Blocker Settings

3

Excephions

Pop-upz are curently blocked. ou can allow pop-ups from specific
# 1| websites by adding the site to the list below.
Addrezs of website to allow:
| dw2 hawaii. edu

[ add

Allowed sites:
support.dell. com
wieng. dell. com
wiane. dellavuction. com

Femaove all...

MHatifications and blocking level:
Play a zound when a pop-up iz blocked.
Show | nformation Bar when a pop-up iz blocked.

Blocking lewvel:

| b edium: Block most automatic pop-ups

Learn more about Pop-up Blocker

LCloze
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4, Web address “dw2.hawaii.edu” should be added to the list in the “Allowed sites”
section. Click “Close”.

Pop-up Blocker, Settings E|

E xzephions

Pop-upz are curmently blocked. “ou can allow pop-ups from specific
# 1| websites by adding the zite to the list below.

Addrezs of website to allow:
| |

Allowed sites:

dw2 hawail. edu
support. dell. com
v dell. com

|
vy, dellauction. com

Hatifications and blocking level:
FPlav a zaund when a pop-up iz blocked.
Show [nformation Bar when a pop-up iz blocked.

Blocking lewvel:

| Mediur: Block most autamatic pop-ups

Learn more about Pop-up Blocker
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5. Click “Apply”. If the “Apply” button is grayed out, unclick the “Turn on Pop-up
Blocker” and click “Turn on Pop-up Blocker” again.

Internet Options

General Securit';.f| Privacy |Cnntent Conneckions | Programs || Advanced

Setkings

ii_ Select a setking for the Internet zone.

®
Mediun

- Blocks third-party cookies that do not have a compack
privacy palicy

- Blocks third-party cookies that save information that can
.| be used to contack vou without vour explicit consent

- Restricts First-party cookies that save information that
can be used ko contack you without your implicit consent

[ Sites ] [ Impark ] [ Advanced ]

Pap-up Blocker

§ | Prevent most pop-up windows From Settings

appearing.

[+]iTurn on Pop-up Elocker

InPrivate

(..ln [ ]Do not collect data For use by InPrivate Filkering

Disable toolbars and extensions when InPrivate Browsing
skarks

[ (0] 4 H Cancel H Apply

6. Click “OK”

7. Go back to www.hawaii.edu/dw to enter Discoverer.
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