Discoverer Training                                                                                             Exercise 3 

Create a New Workbook – Exercise 3
In this exercise you will create a query that when run will create an Admissions Summary Report that lists the number of applicants by ethnic category 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. Select the “Crosstab” radio button. [image: image74.png]copy
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5. Click [image: image2.png]


 to open the Workbook Wizard Step 2 screen.
6. Select Items:
a. Click on the [image: image3.bmp] sign adjacent to Ps Um Appl Ext Vw.. 
b. Click on the  [image: image4.bmp] sign adjacent to [image: image5.png]Ly Emplid



.

1. Select [image: image6.png][ count



 and then the [image: image7.bmp] arrow to move the item to the Selected field.
c. Scroll down the Items and, one at a time, select each of the following items followed by the  [image: image8.bmp] arrow to move the item to the Selected field. 
1. RESIDENCY DESCRIPTION
2. Ethnic Descrip
d. Click [image: image9.png]


.
e. The following error message will display:
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f. You can ignore this error message. Click [image: image10.png]oK



.
7. Crosstab Layout:

a. Hold your cursor down on [image: image11.png]Ethnic Descr



 and drag it into the right column.
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b. Click [image: image12.png]


.
8. Apply Parameters:
a. On the Parameters screen, click the[image: image13.png]


 button. 
b. On the New Parameter page enter “Institution” in the “What do you want to name this parameter” field.

c. In the “Which item do you want to base this parameter on?” section, click the drop-down arrow, select More Items to expand the list and select [image: image14.png]£ Institution



.
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d. Click [image: image15.png]oK



.
e. Click the[image: image16.png]


 button.

f. Enter “Acad Career” in the “What do you want to name this parameter” field.

g. In the “Which item do you want to base this parameter on?” section, click the drop-down arrow, select More Items to expand the list, and select [image: image17.png]Lgh Acad Career



.
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h. Click [image: image18.png]oK



.

i. Click the[image: image19.png]


 button.

j. Enter “Admit Term” in the “What do you want to name this parameter” field.

k. In the “Which item do you want to base this parameter on?” section, Click the drop-down arrow, select More Items to expand the list, and select [image: image20.png]£ Admit Term



.
[image: image57.png]Number of Studerts

> nstete b International » Ot of State Total

v 5 5
¥ American Indian/alaska Netive W 1 ]
¥ asian 10 2 2 5
¥ BlackiAfrican American = 3 7 £
¥ Franco American 1 1
¥ HispariciLatino 7 2 19
¥ Mexican AmericaniChicana 1 1
¥ Mot Specified 250 ® s %5
¥ Penabseat 1 1
» Whte 1251 E o0 1365
Total 1610 4] 2 173





l. The final result should appear as follows:

[image: image58.png]What do you want to name this parameter?

[antTem

Which tem do you want to bas s parameter on?

B et





m. Click [image: image21.png]oK



.

n. Click [image: image22.png]Finish



 .

o. You will be prompted to enter a value for each parameter.
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p. Click  [image: image23.png]


.

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

b. From the Edit Worksheet screen click [image: image24.png]


  and select [image: image25.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” section, leave the default entry of [image: image26.png]% Emplid COUNT



. 
d. In the “Where would you like your total to be shown?” section, select [image: image27.png]%) Grand total at bottom



.
e. In the “What label do you want to be shown” section, remove the checkmark adjacent to “Generate label automatically” and replace “Sum” with “Total.”
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f. Click [image: image28.png]


.

g. From the Edit Worksheet screen click [image: image29.png]


  and select [image: image30.png]


 from the drop-down menu. 
h. On the New Total screen click on the drop-down arrow in the “Which data point would you like to create a total” section, leave the default entry of [image: image31.png]% Emplid COUNT



. 
i. In the “Where would you like your total to be shown?” section, select [image: image32.png]) Grand total on right



.

j. In the “What label do you want to be shown” section, remove the checkmark adjacent to “Generate label automatically” and replace “Sum” with “Total.”

k. Click [image: image33.png]


.

l. Click [image: image34.png]


 again.
10. Run the Query:

a. Click the [image: image35.bmp] icon to run the query.
b. You will be prompted to enter a value for each parameter.
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c. Enter UMS01 for Institution.

d. Enter UGRD for Acad Career.

e. Enter ‘0810’ for Admit Term.

f. Click [image: image36.png]


.
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11. Format Crosstabs:

a. Right-click on the report and select “Format Crosstab.”
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b. In the “Show null values as” section, select blank.
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c. Click [image: image37.png]


.
12. Format Data:

a. Click on the button to the left of “Emplid COUNT” to highlight it.
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b. Right-click on it and select “Edit Heading.”
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c. In the Heading field of the Edit Heading screen, replace “Emplid COUNT” with “Number of Students.”


d. Click [image: image38.png]


.
e. Click on the heading again to select it, right-click and select “Format Heading.”

f. On the Format Heading screen click on the Center alignment icon to select it.



g. Click [image: image39.png]


.
h. Next, click on the button to the left of second heading row to highlight that row.


i. Right-click and select “Format Heading.”
j. On the Format Heading screen, select the right alignment icon.



k. Click [image: image40.png]


.
l. Click on the top-left cell to highlight all data cells.




m. Right-click on the highlighted cells and select “Format Data.”


n. On the Format Data screen click on the align-right icon.


o. Next, select the Number tab.

p. On the Number screen click on “Number” to select it and then click on -1,234 to choose that option.


q. Click [image: image41.png]


.
r. Click the top-right cell to highlight the right-side totals.

s. Right-click on the highlighted cells and select “Format Data.”

t. On the Format Data screen click on the Bold type icon [image: image42.bmp]
u. On the Format Data screen click on the Right Justify icon [image: image43.png]



v. Click [image: image44.png]


.

w. Click the Bottom-left cell to highlight the bottom totals.

x. Right-click on the highlighted cells and select “Format Data.”

y. On the Format Data screen click on the Bold type icon [image: image45.bmp].

z. On the Format Data screen click on the Right Justify icon [image: image46.png]



aa. Click [image: image47.png]


.

ab. One at a time, click on each Total heading.

ac. Right-click on the highlighted total heading and select “Format Data.”

ad. On the Format Data screen click on the Bold type icon [image: image48.bmp].

ae. On the Format Data screen click on the Right Justify icon [image: image49.png]



af. Click [image: image50.png]


.


13. 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 Applications” on the next line. 
b. Click the Insert drop-down arrow to enter additional information in the Title/Header section. Select Parameters and then select the Enter key to insert a blank line under the title.

c. Click [image: image51.png]


.

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

b. Name the worksheet “Exercise 3.”
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