BRIO TRAINING — Phase 1
O:\ssa\datawhse\class\briotraining.doc
Date: February 20, 2007

1.

Data Warehouse

a Nightly download of last approved transaction

b. Quarterly data is saved in historical file with PSQ prefix

Start

a. If your BRIO configuration involves SSH tunneling, click on SSH icon

and sign in using your UH username and password.
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Icon:

If you do not first logon using Secure Shell Client (if it has been installed on your
workstation), after you sign into BRIO you will get the following error.

Oracle Erar -1: ORA-12641:

THS:ho listener

b. To start BRIO, double click on BRIO icon.

Icon:

C. Under “Create a Document”, select DEFAULT.OCE.
C. Sign in using your HR datawarehouse username and password. This may

not be the same as your UH username and password.
d. Click on “Tables” on left bar.
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e. Double click on requested table:

PSEMPL = employee data

PSPOSNA = position data with budgeted account code information

PSPOSNM = main position data file

PSACCT = account code information (account code that the employee
actually gets paid from)

Quarterly frozen files have PSQ prefix (March, June, October, December)

f. Optional: Right mouse click on the selected TABLE name. Select
“Properties”. Click on “Sort” button to sort data fields list. Click “OK”.
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REQUEST, LIMITS, SORT lines
I
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If the Request, Limit or Sort lines are missing on the left side, you can
make them appear by clicking on the Request, Limit and Sort lines on the
upper right.

a. REQUEST - data that you want listed in your report. Click on the
appropriate data field from the TABLE listing and drag the data field to
the REQUEST line.



b.

LIMIT — limit your query based on a selection criteria entered in popup

box:

M arne: IName Ok I
[ Include Mulls Cancel |
I Mot |Begins With B |
M Il Help |
Show Y alues -
BE
| Cuztomn Y alues
Custom SEL
Select All ﬂ
Femove v .ﬁ.dvancedl
1. Double click on a data field that you want to limit on from the

TABLE listing.

Select limit condition (eg.,= Equal, Between, etc.) from pull down
box. Click “Not” clickbox to indicate “not equal” or “not
between” or “not include nulls”, etc.

Input selection values separated by commas (eg., CAMPUS KEY
= MA,LE HI). Click the check mark to accept the values; Click
“X” to delete entry. Values will appear in box below after clicking
check mark. The values listed for a specific data item are used in
an “OR” condition (Name begins with “AS” OR “CE” in above
example)

Use your SHIFT and CTRL keys to select a range or select specific
values (just like any other Windows application)

Only values highlighted in box will be used in the LIMIT criteria.
In the above examples, although there are 3 values listed, only
names that begin with AS and CE will displayed in the RESULTS.
Values not highlighted will be ignored and not be included in the
final RESULTS.

Click SELECT ALL to select all values in box below; click
REMOVE to erase all values in box below.

Click on right arrow to the right of the “LIMIT” line on the main
REQUEST panel to allow for parenthentical pairings. Click on the
data fields that you want the parenthesis to enclose and then hit the
“()” key. To delete the parenthesis, click on a parenthesis and hit
the “()” key.



X

J Fequest | I are

| Limit | Mame|

J Sart | Drag Reque:

Click on “AND” button to change to “OR” condition.

Tx

J Request | M arne

| Limit | (1] /o] 1| Mame]| oR = [Name2| ]

J Sort | Drag Reguest tems here to sort them

Special notes:

N —

Null values are used to check for data fields with no data in them.
Data entered is case specific. In most cases, it should be all
CAPITAL letters.

To temporarily IGNORE a specific limit before hitting the
PROCESS button, hit the “Ignore” button after double clicking on
the appropriate LIMIT data field.

SORT - sort returned data in ascending or descending sequence.

1.

(98]

Drag data field to be sorted from REQUEST line. DO NOT drag
from TABLE listing.

Double click on data field to toggle between ascending and
descending sorts (arrow direction will change)

Data will be sorted from left to right on the SORT line.

Drag and drop in order to rearrange the SORT order.



d. Additional Notes on REQUEST and SORT lines:

1. Right click on the mouse button at different locations on the screen
will display additional options specific to that feature you are
clicking on.

Limitsi{21 Sort{d}

j J Request |
ﬂ | | | | | Process Query —
Lirit | [1|%ar| 1| Mame¥[1]| OF © [ Mame2 (2] |1
J |J—I Data Funckions L
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Hide:
Remove
E Froperties. ..
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Employes alt Id
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Extract Day
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2. To delete data field from one of the lines, click data field and either

press the delete key or right click on the mouse button and select
REMOVE.
PROCESS Button

Press the PROCESS button on the command line to execute the query. Results of
query will be displayed under RESULTS. Can toggle between RESULTS and
QUERY on left panel by pressing either RESULTS or QUERY. Total number of
records retrieved displayed on bottom line. Click PROCESS button whenever the
REQUEST line changes to get new data from database.
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Total number of records: | 145 of 45 Rows [02/20/07 03.54:04 T

RESULTS Screen

Able to further LIMIT resulting data by dragging data field from RESULTS
colunmn heading to LIMIT Line.

Results

Sections J Lirnit | EmplSlatus|EmpIHecnrd Nn|Name|Eac|

B Query

1 2213400001 mMAYMARD, SHERWOOD D Sam11 11
188 Pivot 2 2113410001 HUMNTER, CYMTHIA L. [3m09 ng
3 (2213420001 TERAMURA, ALAMN H 15m11 11
4 |2213420001 DUFFY, DAYID 1509 n4
5 12213420001 MERLIM. MARK D I5m09 ng

Able to choose different SORT by dragging data field from RESULTS to SORT
line. Sort order is from left to right. Rearrange sort order by clicking and moving
data fields in the required order. In certain cases, will have to click the SORT
NOW button (if displayed).

|J Sort | konther #

Monther Head Count Eac Division Desc Ear Branch Desc Eac Section Desc
[4m09 na 1 COF 30C 32 PLIBLIC ADIM
[ah09 ] 1 COF 50C 521 AMTHROPOLOGY DE
|am09 na 1 COF MAT SCI IMFO & COMP S| DE
[5m09 ng 1 COF NAT SCI PHYSICS & ASTROLC
[5h09 na 1 COF MAT 5CI IMFO & COMP S| DE

Example of using the LIMIT line on the RESULTS page:

M ame: IName Ok I
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Results in:

Sechonz

BB CILEry

CERMY, JOELLEM
CERMY, GERALD J
CERIA-LILEF, CLEME
CERELEJIA, SUMMY
CELIK, MURI

Note: Highlight a column, right click the mouse button and select Format
/ Suppress Duplicates to suppress duplicate data items (eg., same name in
2 different records)
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[5MO09 04
Add Computed Item
Purpose: to create another column where data can be manipulated in cases

where the default brio functions do not suffice.

Example: stripping out the last 2 characters from faculty rank in order to
separate 09 from 11

1. Right mouse click and select Add Computed Item.
2. Change NAME to descriptive name of new field.



FUNCTIONS - select from list of Functions
REFERENCE - select from list of values from REQUEST line.

Function Cateqaories: Functions:
Conditional Functions ;I Lower ;l Cancel |
Drate Functions Lkrim
tath Functionz Replace Help |
Murmeric: Functions Rtrim
Statiztical Functions
String Functions Tranzlate -

Trend Functionz ;I pper v

Returnzs a string of m characters starting at position n.

String Expression

IGrade Feference... |

Starting pozition 'n*
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Mumber of characters 'm'

E]

Results in:

MHame monther
mMaYHARD, SHERWOOD D Sam11 11
HUMTER, CYMHTHIA L. [3m09 04
TERAMURA, ALAN H 15h111 11
CUFFY, DAVID C I5m04 04
MERLIM, MARK D I5m04 04
KEELEY, STERLIMG & I5m04 04
SAEPHARM, YIMNG F F2h11 11
WEBB, DAVID T I3m04 04
SACK, LMWRERN I3m04 04
MIIMEMETS, LILO I5m04 04

Other Functions available:

Numeric — Averages
Statistical — Min, Max, Standard Deviation
String — Substr, Left, Right, Concat



7.

Other Notes

a. Make adjustments to QUERY - click on QUERY in left window and hit
PROCESS. Data is brought down only after hitting the PROCESS key.

b. Export data to Excel — On command line, click FILE / EXPORT /
SECTION. File type is Excel.

c. Quickie notes on Data:

1. Multiple Appointments — Use Limit on data field
HEADCOUNT=I for single count. Be aware that data fields are
filled for EMPLOYEE RECORD NO =1 and blank for other
appointments (eg., SALARY TOTAL MONTHLY ADJUSTED)

2. Salary Annual and Salary Monthly are unadjusted for FTE.

3. Non-Compensated Employees have zero salaries — Use limit on
data field JOB CODE = NC

4. Active employees — Use limit on data field EMPLOYEE STATUS
not =T (terminated status).

5. For quarterly files, use EXTRACT MONTH (eg., 03, 06, 10, 12)
and EXTRACT YEAR (eg., 1999) to look at specific historical
data. If not specified, a VERY LARGE dataset could possibly be
downloaded.

Can also use QTR YEAR to limit records.

1 char — QTR (1=mar, 2 = jun, 3 = oct, 4 = dec)
4 char — YEAR (eg., 2004)

Pivot Reports — To produce summary data.
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J Sort I 3rd char name

Head Count
y 17
188 FIvot
1
| g
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a. On the command line, click INSERT/NEW PIVOT



Requested RESULTS displayed on left window.
Drag data fields from RESULTS list to the 3 boxes on the bottom window
to create pivot report.

Side Labels — what data do you want summarized (eg., age)
Top Labels — secondary data that you want summarized (eg., BU code)
Facts — data that is calculated for a summation (eg., headcount, FTE)

Note: can use either Side or Top Labels; using both is optional. Not
necessary to use all data fields in RESULTS. Add additional data fields to
Side or Top for finer record counts.

Manually Group similar data by:

1. Holding CTRL key down and select individual data fields OR
holding SHIFT key down and selecting a range of data fields.

2. To group selected data fields, select fields as in step a above and
hit CTRL-G to group selected data fields. Data will be combined
and field name prefixed with “*”. Double click on field name to
change literal.

3. To ungroup data fields, select grouped field and hit CTRL-U.
Data fields will be unselected and highlighted.

Display Totals by columns and rows:

B 2

1

B 3

[ 1

|1 1

- I [ 42
Crill Arewhere r

Add Totals
#dd Computed Item. ..

Faont...
Skyle 3
Juskify k
Data Labels k
ﬂ Corner Labels k
Sicte | abets  Use Surface Yalues
1. Right click on gray tabs at the extreme right of the heading row or
at the bottom left of the heading column.
2. Select “Add totals” from pull down box.
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3. Totals can be computed for each gray tab displayed on a heading
row and/or column.
4. Double click on the word “Total” to change the literal.

Join Tables — to create one report using matched/unmatched data from 2 separate
tables. Tables will be linked by a data field that exists in both tables (eg., ssn,
position number).

a.

b.

Double click on selected tables (eg., PSEMPL, PSACCT). Both tables
will be displayed.

Decide on the common data field existing in both tables to link both tables
(eg., position join key)

Use pull down boxes on both tables to display data fields

Click on table 1 data field (eg., SSN) and drag to same data field in table 2
(eg., SSN)

Line will be drawn between the 2 joined data fields. Double click on the
joined line to select a join criteria (eg., you only want a result dataset with
data that exists in both tables).

JOIN KEYS available for linking tables:

Join Key =
extract year (1 char)
extract month (2 char)
ssn (9 char)
employee record no (1 char)

Position Join Key =
Quarter (1 char)
Year (4 char)
Position number (8 char)
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10.

=
Pers Action
Pers Action Desc
Pers Reason
Pers Reason Desc
Pers Reason Effective Date
Personnel System
Position Join Key

8|

Position o

Posn Category |

Fsposnm hd

Sec Schoo

Sec Department
Asofdate

Jtr Year
Paosition Join Eey
Exernpt

B Exclusion
Select Cert
Spec Work Cond

= mif

[
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Join Properties

on Tipe
{7 Simple Retieve rows where joined columns match values.
Cancel
IEquaI j —I
& Leit Retrieve all rows from Peempl and thoze rows from Pzposnm Help |
which have matching joined column values.
" Bight Retrieve all rows from Pzpoznm and thoze raws from Peempl
d which have matching joined column values.
) Duter Fetrieve all rows from both tables matching joined colurmn
values if found aor retrieve nulls for non-matching walues.
Graphs
a. On the command line, select Insert / New Chart

beplorer - FTE for all employees {gtrly).bg

iew | Imserk  Formak  Chart

5 Mew Ciuery
[j Mew CLAP Cuery
jll' M) Mew Table

Mew Pivak
@ Mew Chart

Mew Repork
Mew Dashboard

Tools  Window

I 24

d Page Header...

Page Footer. ..

Fiwat This Chark
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b. You may select from a variety of Charts:

_.ﬁ File Edit Wiew Insert Format Cha

D@ E &SR » Y B

ﬂl]lu;]

| o m -
I |l vertical Bar

E. Horizontal Bar
_E [l vettical Skacked Bar
E Horizontal Stack Bar
|yl Vertical Clusker Bar
i Pie
b Stacked Area
ﬁ Area
|ﬁ Line
% Ribbar
|l Bar-Line

c. Pull data items from the left margin to the boxes on the lower right to
populate the various sections of your graphs.

E Results [Quem)
- Eac
- E ac Division Desc
- Eac Branch Desc
- Eac Section Desc
-~ B Mame
- Job Code
~E Job Title
[ Eac Branch
~E Head Count
-~ Extract vear
- Extract Month

Side Labels: Emploves Type Code

Top Lapels: Drag coly

Facts: Head Count
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d. Double click on text on the Graphs to display information

Set Label Item
Tupe in new label ibem:

Dashboard

Quick method to display information on one page. If the query is changed and the
PROCESS button is hit, all data on the dashboard will reflect new information.

a. On the command line, select Insert / New Dashboard
plorer - or all employees (gtrly ).bg
iew | Imsert  Format Chart  Tools  Wwindow
5 Mew Quersy &
[j Mew OLAP Quersy ﬂ, Zl
- SEL M) Mew Table

-
L]

few Pivok
@ Mew Chart: !
Mewy Repork

Mew Dashboard

Page Header, ..
Page Footer...

Pivok This Chart
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b. Pull items you want displayed on your dashboard from the left margin
onto the Design page on the right:

B

Cluery —
% Results

- FTE

HeadCount

¥ HeadCount PIE
'@l HeadCount Bar
'@l Chart

B Graphics

#HCE Cortrols

L T S R R R R IR

C. To enter design mode, press the "triangle and pencil” icon

S File Edit View I
lpsaat
| M E -2 -0

d. Other options available to spice up your dashboard:

_v

Huery =
% Rezults

A FTE

HeadCount

(M HeadCount PIE
@ HeadCount B ar
@ Chart

I:-}Eﬁ Graphics

g Line

_sf? Hz Lime

= |t Line

-] Rectangle

D Found Rectangle
O Owal

~Aet Text Label

& Picture

~ [ Command Button

- % Radio Button

M| Check Box

~EEList Box

EE Crop Down

~fabl Text Box

@ Embedded Brovise
% HyperLink LI
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12. Save your files

Comand line: File / Save as. Files are stored with a .BQY extension. There are
different options for saving data.

'ﬂ File Edit Yiew Insett Format Resulks Tools  Window  Help

[ Mew.., ChrlHh
Qpen, .. k4D
! Close ChrlHh
i€ Save Chrl+5
Save s, I T T T

Save Query Results With Document, .. h
W Compress Documenk
v Passward Protect Document. ..
Impart Data File » Password Protect Design Mode, ..

=, N w0 BTG )

Open From Repasitory

a. Not save data with your .BQY file

Select “Save Query Results With Document” under “Save Options.” Under the
Query Results column, unclick the box next to “Query”. This will save tons of
space and also keep your data secure in case your workstation is stolen.

Save Query Results With Document

Query Results Computed Columns

O g =

Cancel

Bl

Help

[

Tl I

b. Password Protect Document

Require a password when running the query. Do not forget your password and
once applied cannot be undone.

12. General Options

ks | Tools Window  Help

-~ Process QUEry r o ,|€gk| Ao ﬁ
Connections Manager... Fl11
| E  Save Connection. .. ﬂ
Zonnect ko Foundation. ..

EF  Cptions Cefault Formats., .

rogram Opkions., ..
15151 Customize. .. Program Opkions
1441 . . =— L1 uje]
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Various options available that setup your default parameters when you run a query.

a. Select Default Formats

Default Fonts and Styles

Cluery | Table | Pivot | OL&P | Report | Chart | Mumbers |

L e

_EIK
Settings: Fonk M amme: A
T | [ 5] cancel_|| f
opic Shructure View ) |
Fiequest Line tems Size: Defaults | -
Limit Line [terns m B | I | u |
Sort Line lterms - Help |
Primary Keyp 5
Faoreign Key §
Indexed Colurmn
Tapic Mame C
[ueny Log
Cuztom SOL Log _I
[
~Sample
P
Sample Text F
[
I
b. Select Program Formats

Most times you want to change the Documents Director to specifically point to your
directory of .BQY files

H Hyperion - Explorer Options

General File Lozations I oLaP |

Documents Directory: _
Ok
] ID:HSSA"-.DAT.-‘E-.WHSE Browse. ..
| Cancel I
| Connections Directany:
Help
I IC:'\F’ngram Filez B rio“Brio2\Client\ProgramOpen Catalog Browse... —I

D efault Connection:

|
] | Browse. ..

Preferred Repozitory Connection:

I Browse...

HTRL Template Directon:

IC:\F’ngram FilesErio“Brio84\Client. T emplate Browse. ..

PErEe
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11.

For Help:

a.
b.

HRIS hotline — 956-7798
Steve Yamada’s email address — syamada@hawaii.edu
Carole Teshima’s email address — cteshima@hawaii.edu
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Multiple Appointment / Salary Example - 3 Appointments - 2 Faculty, 1 Lecturer

Salary
Employee Adjusted Monthly Total Employee
Record FTE Salary Salary Salary per Appt Monthly Type
Number  Grade Person FTE Total Annual Monthly  (computed field) Adjusted HeadCount Code
1 15M11 0.5 0.96429 125,465.64 10,455.47 5,227.73 8,565.63 1 F
2 1I5M09 0.25 0 107,674.32 8,972.86 2,243.22 0.00 0 F
3 LC 0.21429 0 0.00 1,094.68 234.58 0.00 0 L

Notes:
1. Employee Record Number is reflected in PeopleSoft as "0" and "1" in DataWarehouse.
2. Multiple Appts
a. FTE Total and HeadCount are zero for other than appointment 1
b. Salary Total Monthly Adjusted = 0 for other than appointment 1
c. Appointments in other jurisdictions can be identified if the sum of FTE Person for all appointments does not equal the FTE Total field
3. Salary Annual is the full-time salary for that appointment; Lecturer salaries are Zero.
4. Salary Monthly is the Salary Annual divided by 12
5. Adjusted Monthly Salary per Appt is a Brio Computed Field
Adjusted Monthly Salary per Appt = FTE Person * Salary Monthly

The Salary Monthly for Lecturer appointments represents the total salary that should be paid for the lectureship.
To correct this Brio Computed Field (Add Computed Item) to reflect this, change the Computed Item to:

if (Employee_Type_Code =="'L") {Salary_Monthly} else {Salary_Monthly * Fte_Person}

Salary
Employee Adjusted Monthly Total Employee
Record FTE Salary Salary Salary per Appt Monthly Type
Number  Grade Person FTE Total Annual Monthly  (computed field) Adjusted HeadCount Code
1 15M11 0.5 0.96429 125,465.64 10,455.47 5,227.73 8,565.63 1 F
2 1I5M09 0.25 0 107,674.32 8,972.86 2,243.22 0.00 0 F
3 LC 0.21429 0 0.00 1,094.68 1,094.68 0.00 0 L

6. Salary Total Monthly Adjusted is the sum of all the Adjusted Monthly Salary per Appt data EXCEPT
for Lectureships. For the Lectureship appointment, the Salary Monthly is used.

8,5665.63 = 5,227.73 + 2,243.22 + 1,094.68

o:\ssa\datadict\salary example.xls



