Discoverer Training                                                                                             Exercise 1 

Create a New Workbook – Exercise 1
In this exercise you will create a query that when run will create an Admissions Summary Report that lists application activity by Campus and Residency. When the report runs the following will display:
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1. Signon to Discoverer
2. From Workbook Wizard Step 1 screen select Create a new workbook radio button.
3. Remove checkmarks adjacent to Page Items, Graph and Text Area. 
4. Click [image: image67.png]Coumn | Direction | SortType | Hidden|
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 to open the Workbook Wizard Step 2 screen.
5. Select Items:
a. Click on the [image: image2.bmp] sign adjacent to Ps Um Appl Ext Vw.. 
b. One at a time, select each of the following items followed by the  [image: image3.bmp] arrow to move the item to the Selected field. 
1. Residency Description
2. APPLIED
3. ADMIT
4. DENIED

5. WITHDRAWAL

6. ADMINISTRATIVE WITHDRAWAL

7. PRE MATRICULATED
6. Apply Conditions:
a. Click the [image: image4.png]Conditions



 tab on the Workbook Wizard screen. 
b. Click the[image: image5.png]


 button and then select [image: image6.png]Vi New Condition...



 from the drop-down menu.

c. Click the drop-down arrow in the Item section and select More Items to expand the list.
d. On the Select Item screen scroll down to Institution and click on it to select it. Click [image: image7.png]oK



.
e. Click the drop-down arrow in the Condition section and select =.

f. Enter UMS01 in the Values field or click the drop-down arrow and select UMS01 when it appears listed.
g. Click [image: image8.png]oK



 on the New Condition screen.
h. Click the[image: image9.png]


 button and then select [image: image10.png]Vi New Condition...



 from the drop-down menu. 
i. Click the drop-down arrow in the Item section and select More Items to expand the list
j. On the Select Item screen scroll down to Acad Career and click on it to select it. Click [image: image11.png]oK



.

k. Click the drop-down arrow in the Condition section and select =.

l. Enter UGRD in the Values field or click the drop-down arrow and select UGRD when it appears listed.
m. Click [image: image12.png]oK



 on the New Condition screen.
n. Click the[image: image13.png]


 button and then select [image: image14.png]Vi New Condition...



 from the drop-down menu.

o. Click the drop-down arrow in the Item section and select More Items to expand the list.
p. On the Select Item screen scroll down to Admit Term and click on it to select it. Click [image: image15.png]oK



.

q. Click the drop-down arrow in the Condition section and select =.

r. Enter 0810 in the Values field or click the drop-down arrow and select 0810 where it appears listed.
7. Create Calculation:
a. Click the [image: image16.png]


 tab on the Workbook Wizard screen. 
b. Click the [image: image17.png]


 button and then select [image: image18.png]£ New Calculation...



 from the drop-down menu.
c. Enter CAMP as the Calculation name (see next page).
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d. Click on the drop-down arrow in the Show section and select  [image: image19.png]T(x) Functions



  from the menu.
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e. Click the [image: image20.bmp]  sign adjacent to All Functions.

f. Scroll down and click on  [image: image21.png]fix) CASE



  to select it. Click  [image: image22.png]


 to move the function into the Calculation field.
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g. Click your cursor after WHEN in the Calculation field.
h. Click on the drop-down arrow in the Show section and select  [image: image23.png]) Available tems



 from the menu.

i. Click on the [image: image24.bmp] adjacent to  [image: image25.png]CIPs Um Appl Ext v




j. Scroll down and click on [image: image26.png]


 to select it. Click  [image: image27.png]


 to move function into the Calculation field.
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k. Delete “condition 1” from the Calculation and enter = ‘AUG’

l. Click cursor after “THEN” and enter ‘UMA’
[image: image60.png]CAMP | Residency Description | APPLIED | ADMIT | DENIED | WITHDRAWAL PRE MATRICULATED




m. In the Calculation, click your cursor before “WHEN” and then drag your cursor over the calculation through “UMA” and select Ctrl C on your keyboard.

n. Click your cursor after “UMA” and select Ctrl V on your keyboard to past the copied portion of the calculation.
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o. Replace ‘AUG” with ‘BAN’ and replace ‘UMA’ with ‘UCB’
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p. Click cursor after “ELSE” and enter “DIST”

q. Delete “expr1” and “expr2” from the Calculation.

[image: image63.png]‘What label do you want o be shown?

) Gonerete o atomsticaly |t





r. Your calculation for CAMP is now complete. Click [image: image28.png]


 to save it.
s. Click [image: image29.png]MNext =



 on the Workbook Wizard.

8. Adjust Table Layout:
a. On the Table Layout screen of the Workbook Wizard, hold cursor on [image: image30.png]CAMP




 and drag to the left before[image: image31.png]Residency Description



 .

[image: image64.png]What fabel do you wart to be shown?

7)ot o atomaticaly |t





b. Click [image: image32.png]MNext =



 on the Workbook Wizard.

9. Sort Worksheet Columns:

a. On the Sort screen, click [image: image33.png]Add



 to add a column to the Sort screen.
b. Typically, [image: image34.png]LB ADMINISTRATIVE



 appears under Column. Click on the drop-down arrow and click [image: image35.png]


 .
c. Set the Direction “High to Low.”
d. Set the Sort Type to “Group Sort.”
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e. Click [image: image36.png]Add



 .

f. Click on the drop-down arrow and select [image: image37.png]Residency Description



 . Leave default Direction and Sort Type.
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g. Click [image: image38.png]MNext =



 on the Workbook Wizard.

h. Set no parameters on the Parameters screen.

i. Click [image: image39.png]Finish



 .
10. Insert Total:
a. From your Discoverer menu select Tools > Totals.

b. From the Edit Worksheet screen click [image: image40.png]


  and select [image: image41.png]


 from the drop-down menu. 
c. On the New Total screen click on the drop-down arrow in the “Which data point would you like to create a total” field and select All Data Points from the menu. 
d. In the “What label do you want to be shown?” section, remove the checkmark adjacent to “Generate label automatically” and enter Grand Total in the blank field. 
e. Click [image: image42.png]


.




11. Enter Subtotal

a. From your Discoverer menu select Tools > Totals.

b. From the Edit Worksheet screen click [image: image43.png]


  and select [image: image44.png]


 from the drop-down menu. 
c. On the New Total screen click on the drop-down arrow in the “Which data point would you like to create a total” field and select All Data Points from the menu. 
d. In the “Where would you like your total to be shown?” section select the Subtotal at each change in radio button.

e. Click the drop-down arrow and select All Group Sorted Items.

f. In the “What label do you want to be shown?” section, remove the checkmark adjacent to “Generate label automatically.

g. Click on the drop-down arrow and select [image: image45.png]Insert Yalue



. Remove “Sum” from in front of “&Value.”

h. Click your cursor after &Value and enter Subtotal.

i. Click [image: image46.png]


.
j. Click [image: image47.png]


 again.

12. Add Title:
a. Enter a worksheet title by clicking in the top frame of the worksheet. Enter “University of Maine at Augusta,” select the Enter key on your keyboard, and then enter “Admissions Summary Report” on the next line. 
b. Click the Insert drop-down arrow to enter additional information in the Title/Header section. Select Conditions and then select the Enter key to insert a blank line under the title.

c. Click [image: image48.png]


.
13. Run the Query:

a. Click the [image: image49.bmp] icon to run the query. It is sometimes necessary to click the icon twice to make the query run.

14. Page Setup:
a. From your Discoverer menu select File > Page Setup.
b. On the Worksheet screen, click Landscape.


c. Click the Header/Footer tab
d. Delete the default settings

e. In the bottom left frame enter today’s date, select the Enter key, and enter the workbook name under the date using the Insert drop-down.
f. Click [image: image50.png]


.

15. Save Worksheet
a. From your Discoverer menu select File > Save As

b. Name the worksheet “Exercise 1.”
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