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This document describes how to

Connect to Discoverer

Set up Discoverer with certain display defaults for your reports
How to run pre-built queries

How to save queries if you change them for your own purposes
How to print a report

How to export the results of a query to Excel

Helpful tips
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Connecting to Discoverer

1) Prior to connecting to Discoverer you should:

a. Disable all pop-up blockers you might have set through various
programs on your computer (e.g. Internet Explorer, Google, AOL,
AIM...) or you can hold down the “Ctrl” key on your computer while
selecting a button or link that opens a new window.

b. Make certain the security settings set for your default browser allow
Active X controls and plug-ins to run (Tools > Internet Options >
Security > Custom Level). Call your Help Desk if you don’t know
how to set browser options.

General Security | F'rivau:_l,ll Eu:untentl Eu:unneu:tiu:unsl F'ru:ug[:gmsl .-'-‘-.dvanu:edl
Select a'web content zone to specify itz secuity settings.

O @

|rterret Local intranet  Trusted sites Restricted
zites

Internet
: b Thiz zone containg all '4'eb sites you B |
§ haven't placed in aother zones

— Securiby level for thiz zone

Cusztom
Custom settings.
- To change the settings, click Custom Level.
- To uze the recommended zettingz, click Default Level.

Cuztom Level... Default Level |

] Cancel | Spply |
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2) Connect to Discoverer. To connect to Discoverer,

a. Enter the following URL in a browser: http://discoverer.maine.edu

b. Choose Start Discoverer 10g

c. Sign in using your UMS id and password (unless your UMS id
password has changed since the Financials Go-live on July 5",
2005.

d. Choose a “connection.” If you followed the instructions in Steps to
Install and Connect Discoverer, you will have created a connection
to the “GLSnap” data. If you have not installed Discoverer or
created a connection, please read and follow that document.

Remember that when you click on the connection, a second
window opens. That window may not appear up front on your

monitor. Check the toolbar (the Miscroft Toolbar with M on it)
for an icon labeled http://spruce...or OracleBl...Click on it to bring it
up on your monitor.)

ORACLE Discoverer Plus

Vi Connect Directly

Conn&t to OracleBl Discoverer

To connect to OracleBl Discoverer, click on a connection narme or

Choose Connection

Details Connection
B Show Johnny B. Good

B> Show GLSMNAP

Setting Workbook Defaults

The first time you connect to Discoverer, you should set your workbook defaults.
You will only need to do this the FIRST time, unless you wish to change the
options later.

All of these defaults are suggestions. You should feel free to experiment with

other values for these options and customize the display as you wish. We
recommend you start with these first.
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When your connection to Discoverer is established, the Workbook Wizard

screen opens:

File Ecit View Format Tooks Help
VeI BR.DPHL § 2= H.% & % 4 BE

Awailable terms:

Y rH%8% 2o 0

| tems | Conditions louletions: |

"
st | 7 Workbook Wizard - Step 1 of 5: Create/Open Workbook

Connected to the Databaze: GLENAP (EUL.GLENAP_EUL10G)

Vhiat do you vrart to do?

() Open an existing workbook
Recenily Lsect
There are no recertly used waorkbacks [Browss... |

(3) Creste a new warkbook|
" Select th objects to display inthe workshest
[ Tite Exarmple
[¥] Page tems e
(O crosstab (2) Table

[¥#] Graph I —

W Plagement: |Graph below Tabls - e
\ / Tert area | ™

&7

[ b | wet> | [ pnish | [ cencel |
Ny A

Selected Hems:

P )

1
[

Click | Cancel

7/5/2005

From your Discoverer menu select Tools > Options . The Options screen will

open (see next page). You will not need to hit o uni you have finished
making changes on each of the tabs below. When you finally click |_Li you

will leave the Options screen.
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‘A Options

(’ GILIEry GOvernor |/ Sheet |/ Formats |/ Advanced |/ ELIL |

Wiorkbooks

After opening a workbook:
lf:) Fun guery autamatically
Choattreusaguys eave sheet empty)

Wiorkbooks in recently used list: F@ ertrigs

Scheduled Workbooks

Don't shovwe the new: results windowe after intial connection
|:| Don't showe expired results on exit, delete results automatically

Wizards

Showy wizard araphics

Measurement it

Q/Mea;;rement unit far warkbooks:
\

[ (8124 I[ Cancel ]

1. General options:
1. In the Workbooks section, select the “Ask for
Confirmation” radio button.
2. In the Measurement unit section, select the drop-down
arrow and choose “Inches.”

2. Query Governor options:

1. Enter “4000”, or a number that is appropriate for your needs, in the

Retrieve data incrementally in groups of: field.
2 Options
GeiEral | Query Governor et rFormats rAdvanced rm
Sumnaty Data

Sutntnary data can be set up by your Discoverer manager to improve performance.
when do you want to use summary data?

@ Alniays, when available

O COnly wehen summary data is not out of date (stale)

7] Tt

Quety Governor

Warn me if predicted guery time exceeds:(1:00 E mins: secs
Prevent queries from running longer than: | 30:00 E mins: secs

Lirnit retris ! o LOWYS
Retrieve data incremertally in groups of: 4000 E rovs
o igt-of-values retrieval after: 015 mins;
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3. Sheet options:
1. Uncheck “show row numbers” in the Table headers
section. You may find you want this on if you like row
numbers on your reports.

2 Options
r General |/ CILery Gu:uvernc( | Sheet )urmats |/ Advanced |/ ELIL |
Table headerz Example

Showy column headings @Shuw rowy numbers

Calurmn swicith: |Llse auto wicth

Takle

Tabke Thiz

Column Columnz Column
Crozstah headers 9 il 10

a0 G5 19
|:| Shaowy item labels |:| Showy heading aridlings 7} 73 5
Crogstab style: | Outline | & 62 1%
Tahle and crozstab data area Tabk Ta fraz
Showy vertical aridlines Gridling color: | E, | Crozatab

Crazsiah Thiz
& Columni  ColumnZ

Showy horizontal gricdlines

sheet content Riow1 105 170
Shiowy title Showy text ares Fowt,1 51 k)
Shoewe hull vwalues as: MULL = Rowl2 |10 £5
Rowt,2 44 73
Crassiah Tl Argm
| Help | | (8],1 _J | Cancel

4. Formats options: No settings need to be adjusted.
5. Advanced options:
1. Check “Disable automatic querying from database...” in
the Automatic Querying section.

| Options

rGaneral rQuery Governar rshea Forigats Acvanced EUL, |

Automatic Guerying

Dizcoverer automatically gueries the database when you make chahges to your sheet and the results are not
inthe Dizscoverer Server cache. You can dizable automatic guerying from the database. To guery manually,
commrand.

Dizable automatic querying from detabase (only use cached results) )

Joins

Dizcoverer detects and prevents certain gueries that could return ambiguous results. This automatic
detection can be dizabled if you wish to see such data. See "Ahout fan traps" in the anline Help for more ..

D Dizable fan-trap detection

Discoverer asks you to resolve muttiple join paths hetween two or more folders . You can disable this feature,
but this may result in incorrect data

D Dizable multiple join path detection

Dizcoverer can show all joins in available folders. Dizcoverer can also show the joins connecting the
selected folders of a warkshest

D Showe Jaing

‘ Help | | OH | Cancel
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6. EUL options:
1. Make certain “GLSNAP_EUL10G” is selected for Select a

default EUL .

3 Options

p—
( General r GQuery Governor r Sheet r Fortmats

End User Layer Access
You have access to more than one End User Layer (EULY. An EUL iz a collection of tables in the database that
controls your akilty to create and use workbooks . Please contact your Dizcoverer managet it you need help.

You can select & default ELL for Discowverer to uze each tirne you create & newy connection to your database.
/ \.
< Select & defautt EUL: | GLSMAP_EUL10G - | D
\ /—

Ok J | Cancel |

Help | |

2. Ifitisn’t, choose it from the drop down selection box and
click |LJ If you have changed other items on other

pages, click Lo | anyway!

7. If you changed the EUL, you will need to connect again to
Discoverer. Select File > Exit to exit out of Discoverer.

1. Re-Connect to Discoverer. From the Connect to OracleBi
Discoverer window select your preset connection from
the Choose Connection section.

2. Discoverer opens with the Workbook Wizard screen
displayed. In the next section on Running a Pre-Built
Query, you will find a section on using the Workbook
Wizard .

Running a Pre-Built Query

There are two ways to run queries in Discoverer: the Workbook Wizard and
Open Workbook from Database . The Workbook Wizard appears whenever
you connect to Discoverer. You will notice above that you clicked “Cancel” when
the Workbook Wizard appeared and you needed to edit your workbook settings.
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You will use Open Workbook from Database whenever you have edited
defaults, or have finished with one query and want to run another. You will
recognize the Open Workbook from Database screen within the Workbook
Wizard as it is used there.

Open Workbook from Database

When you are done editing the default settings or closed a workbook (query) you
will see the following page:

File Ecit “fiew Format Tools Help

CVASA R PHU 9 1= 5 % & %. & BB
Available ftems:

b en% 8N/l

["tems | Constions || Caloutions |

Li_sl.| v| b

1. Select File>Open from the Discoverer menu. The following page
appears:
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Choosze a target warksheet by brovwsing available wworkbooks and selecting a worksheet

e |.ﬂ.ll Workbooks "| |% b | Matme containz: | | | Clear |
orkhbooks:
blatne ~ |Dwn§r |M|:udified |

( Revenue for Fund 00 by Account BiLL Jurn 24, 2005 11:41 Add

Description

Help Cancel

You will have more workbooks listed than you see here!

2. Click on the ® or double-click on the workbook name to open the
workbook. If a workbook has more than one worksheet, you will see
the worksheets listed as below. (Note: Occasionally you will get the
message “The workbook cannot be expanded.” If this happens, click

2= to run the report.)
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Choose a target warksheet by browwsing available workbooks and zelecting & worksheet

iy ’AII Wiorkboaoks "] ’% "] Mame cortains: | [CI_ear ]
Workbooks:
Marme & Chvner hdoddifiect

dun 24, 2005 11:41 Ahkd

¥ Reverne for Fund 00 by Account

Very often the worksheet name 15xhe default name when there is only one in the
workbook. The default name is “Sheet™

3) Select the Workbook:
a. Inthe “Workbooks” section, double click on the quéry (worksheet)
you want to run.

OR

b. Highlight the workbook or worksheet name and click .

The message will display:

m_ac leBl Discoverer [g]

Do you want to run the guery for the sheet "Sheet 1" If
wou click Mo the sheet will be empty.

Tig: ¥ou can use the Refresh Sheet command in the
Toals menu to run the guery later.

[yes J| to |

b. Click either | Y= | or | %0 | s you click |2 the worksheet
will remain empty.

At this point, you are about to run the report and will need to provide parameters
for the report. Go to the Parameters section on page 15 for instructions.
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Using the Workbook Wizard

When you open Discoverer, the Workbook Wizard appears. In the Workbook
Wizard, you may choose between recently used Workbooks or browsing for other
workbooks.

2 Workbook Wizard - Step 1 of 5: Create/Open Workk ook

Connected to the Databaze: ADMAPHE LINET MAINE EDU (EUL: GLENAP_EUL10G)

What do you want to do?

=y
ecerthy Used:

) Base_FutBud FY04 Pert 28003 | Browse...|
'@ Base Budget, Fututre Budget, and Y'TD Actyff ...

(5) Creste a new workhook
Select the objects to display in the workzsheet
[¥] Title Example:
[¥] Page tems l l

[ | | -] =]

() Crosstab (%) Table
[¥] Graph
Placement: | Graph helow Table v| oo |
[v] Text Area Ij =
| |
| Help | | Mext = J | Finizh | | Cancel

Choose a Query:
If you wish to run a workbook in the “Recently used” list, double click

onittorunit
OR

a) Click . The Open Workbook from Database screen
opens:
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‘3 http:Mspruce.unet. maine.edu: 7778 - OracleBl Discoverer - Microsaft Internet Explorer

File Eﬂ‘f Wiewe Forat Tools  Help

L 0dde BR.BPHLA 9 2 0= %.%. 6.%-% B8

Available tems:

tem%&eR 70

3 Open Workbook from Database

Choose a target worksheet by browsing available wworkbooks and selecting & workshest

Mg | Al orkbooks B Eame containg:

e
& e Moclifiecd
: dgjet, Futitre Budget, and ¥TD Act B Jun 28

Description

Mo descrigtion available

Selected ems:

Open

Cancel

b) In the “Workbooks” section, double click on the query you want to
run or click on it to highlight and click . The message will

display:

Whether you've chosen a “recently used” workbook or chosen one by browsing,
once you have chosen the workbook, the following message will appear.

OracleBl Discoverer |E|

2

Da you wwant to run the query for the sheet "Sheet 17 If
wou click Mo the sheet will be empty.

Tip: ¥ou can use the Refresh Sheet command in the
Tools menu to run the guery [ster.

| ves || to |

Clickeither[ hi== lor’ ] ]

Proceed to the Parameters section.
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Parameters

1) The workbook opens with the Edit Parameter Values screen displayed:

BASE BUDGET, FUTURE BUDGET, ANDYTD ACTUAL EXPENSE FOR FUND 00

Fiscal Year | Accounting Period | Business Unit | Deptid | Dept Descr | Base Budget SUM | Actuals Ytd SLIM | Future Budget SUM

Select values for the following parameters:

Fizcal Year =* | | |§|
Accounting Period = * | | |§|
Business Unit = * | | |i|
Description

*indicates recuired field.

Help Cancel

o The data for this sheet has not vet been queried. Use the Refresh Sheet command in the Tools menu to run the guery.

a. Click the Look Up value icon |i|. adjacent to each field to select the
desired value. The Select Value screen for that value opens:
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<A Select Values

Select multiple values from the list. The values are displayed in groups of 100,

Search in:

Search by | Cartaing ~ |

Search for: || | | 0 _J

Case-zensitive

s

| Help | | Ok || Cancel |

b. Click on the value to select it and click |l| to enter the selected
value in the “Selected Values” section. Or you may double click the
value to select it. Or, if you know the value, such as 2004 for the
Fiscal Year, you may type the values in directly without using the
lookup. If you enter your own values, please remember that
parameters are case sensitive (“ums08” will not return any values.
You must enter “UMS08").

Dizplayed values: = lues:
@ 2004 )
B
9]
<
<«
d (1-1| b
Help | | Ok | | Cancel
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c. Click -2 when finished.

d. Follow the same procedure for the remaining parameters.

BASE BUDGET, FUTURE BUDGET, ANDYTD ACTUAL EXPENSE FOR FUND DO

Fiscal Year | Accounting Period | Business Unit | Cieptid | DeptCescr | Base Budget SLIW | Actuals Yvid S | Future Budgd

-l Edit Parameter, Yalues

Select values for the follcuuingparsetess:
Fiscal Year = % 2004 ‘%H""L
| N

Accounting Period = * |12 | | ¥ | /‘

usigess Unit=7 | UMD //@

Description

* indicates reguired field,

Hela | Ok J DCancel |
: =

e. When finished, click |L.J Your report will automatically run
and the results will display when finished.

Saving a Query

You do not need to save a query unless you want to customize it yourself. You
may add totals, change the columns you wish to display or add page breaks. If
you change the query, you will need to save it as your own. The parameters are
not saved with the query, so if you want different parameter values, you do not
need to save the query.

NOTE: If you save the query as your own, you will not have the advantage of any
changes or enhancements the query owner has made to the shared query.

The first time you try to save a Shared query, select File > Save As from the
Discoverer menu.
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———

m it “iews Format Tools Help

=0 Ctrl-rl

Qper... Ctrl-O

Cloze

Export... |Saves the open workbook with & new name |
Export to HThL

Export to Excel

The Save Workbook to Database screen will open:

a. Change the workbook name prior to saving it.

‘2 Save Workbook to Database

(= ’AII Wiarkbooks "’] ’% "’] Mame contains: | | ’CI_ear l
Wiorkbooks:
Mame « |Own§r |M|:udified |

------ % Baze Budget, Fututre Budget, and ¥TD Act.. BILL Jun 28, 2005 1031 Ak

< o nme. \

|Base_FutBudl F04 Per1 2,603 ) |

SN— /
i_gave I’ Cancel l

If you try to save the workbook without first changing the name the following
message will appear:
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OracleBl Discoverer, E|

and YT Actual for Fund 00" because the Identifier for this
warkbaook already exists for ancther workbook, Each
wworkbook must have a unigue dertifier.

Please change the Identifier in the Workbook Properties
dialog and save again.

f Uhable to zave workbook "Base Budget, Fututre Budget,

Lok |

In the future, you can run this report with the name you have saved it as.

Printing the Report

To print the report, you have two options: Print Preview and Print. With both
options you can preview and change the Page Setup . The major difference is
that Print will re-run the query if there are parameters for the query. The
parameter page will appear and you may change the parameters. This option
might be handy if you want the report printed using a number of different
parameters.

To Print your report, select File > Print Preview from the Discoverer menu. Click

the (P332 385 | button to make any necessary adjustments and then Click
| it |

Exporting the Report

To Export your report select File > Export from the Discoverer menu.

Edit “iew Faortnst Tools  Help

Pl Ctrl-M
CIREN... Ctrl-C
Close

Save Ctrl-5
Save Az

- Exports the warkhook to & new file format
Export to ExCel
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The Export screen opens:

‘F Export - Step 1 of 4: Select

What do you ywant to export?
(= Current worksheet
Takle

a. Export process Step 1 : Click .

b. Export process Step 2 : Select the Table drop-down arrow to
select the format:
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_ >
-

c. Click on the desired file type to select it.

d. Click | Browse...| to choose the Export destination:

Save |

e. Once you select the location click |
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f. Verify the correct file name appears in the Name field.

g. When finished click .
h. Export process Step 3 : Verify the correct parameters are entered.

i. When finished click
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J.  Export process Step 4 : Choose whether you want the process to
be “Supervised” or “Unsupervised” and click

k. When finished click

I.  The Export Log screen will open. CIick|

oK |

k. When the Export Log appears, click
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Helpful Tips

Re-running the Query
You may have any number of reasons to re-run a query: change the parameters,

add another column of data, etc. To re-run the query, you use the “recycle”
symbol on the Discoverer Toolbar:

Graphs and Text Area

If you run the report and end up with a graph you don’t want, select View>Graph .
Note the check mark beside Graph. Select Graph to turn off the graph. If you
want a graph, select it to turn the graph on.

>

If you wish to turn off the Text Area, use the View menu item and select Text
Area to turn it off or on.
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Using Different Workbooks in the Same Session
You can close and open workbooks within Discoverer. If you are done with a

workbook, you can choose File>Close . To open another workbook, choose
File>Open and follow the steps above to choose and run the workbook.
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