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TRAINING CLASS OUTLINE


Overview of Reporting Tools
There are several tools available to develop reports, each with strengths and weaknesses. These include:
PSQuery
Many can use
Limited formatting available
Can download to EXCEL
Can access many tables

Table joins can be difficult and risky
Crystal
Based on PSQuery
Substantial formatting available
Only can be developed by ASDS team
SQR
Very powerful

Not easy to write or maintain

Only can be developed by ASDS team
Only used when no other choice
Oracle Discoverer
Web based reporting tool

Based on specially developed reporting tables that contain much of the relevant data used for Admissions reporting
May become the tool of choice for many Admissions reports
Eliminates the need to join many tables together
Discoverer Resources
The Internal Reporting web site contains several documents that may assist in using Discoverer.

Steps to Install and Connect to Discoverer
Discoverer Plus User’s Guide


Steps for Running Pre-Built Discoverer Queries



Discoverer Table Layout
Open, Create and Run Discoverer Queries
Training Exercise 1



Training Exercise 2



Training Exercise 3
Training Exercise 4



Discoverer Table
Connecting to Discoverer
1. Prior to connecting to Discoverer you should:

a. Adjust your browser’s pop-up blocker settings so Discoverer’s web address is an allowed site. 

1) If Internet Explorer is your preferred browser select Tools > Pop-up Blocker > Pop-up Blocker Settings from the browser menu. Enter “spruce.unet.maine.edu” in the Address of Web site to allow field and click [image: image1.png]Add



 . 

2) If Mozilla Firefox is your preferred browser select Tools > Options > Web Features from the browser menu. Click the [image: image2.png]Allowed Sites



 button adjacent to Block Popup Windows and enter “spruce.unet.maine.edu” in the Address of web site field and click [image: image3.png]


.

b. Make certain the security settings set for your default browser allow Active X controls and plug-ins to run.

1) From Internet Explorer’s browser menu select Tools > Options > Security > Custom Level.  
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2. To connect to Discoverer:

a. Enter the following URL in a browser:  http://www.maine.edu/system/oft/psfinancial/reporting.php
b. Choose Discoverer 10g Sign In
c. Sign in using your assigned Discoverer User ID and password.

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.


When your connection to Discoverer is established, the Workbook Wizard screen opens: 
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1. You will need to cancel out of the Workbook Wizard screen to set your workbook defaults. Click[image: image5.png]


. 

2. From your Discoverer menu select Tools > Options. The Options screen will open (see next page):

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.
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Note: You will not need to click [image: image6.png]


 until you have finished making changes on each of the Options screens. 
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. Enter 1.01 mins:secs in the Cancel list-of-values retrieval after field.




Sheet Options
1. Unless you like to view row numbers on your reports, uncheck Show row numbers in the Table headers section. 



Formats Options - No settings need to be adjusted.

Advanced Options
1. Check Disable automatic querying from database… in the Automatic Querying section.



EUL options
1. Make certain GLSNAP_EUL10G is selected for Select a default EUL. If it isn’t, choose it from the drop down selection box. 




Note: If you changed the EUL, you will need to connect again to Discoverer. Select File > Exit to exit out of Discoverer. Next, from the Connect to OracleBi Discoverer window select your preset connection from the Choose Connection section. Discoverer will open with the Workbook Wizard screen displayed. 

Navigating Around Discoverer

Steps in Creating a Query
Exercise 1 Walk Through
Class Do Exercise 1

Exercise 2 Walk Through

Class Do Exercise 2
Exercise 3 Walk Through

Class Do Exercise 3
Exercise 4 Walk Through

Class Do Exercise 4
Instructor

Bill Gilfillan

bill@maine.edu

973-3353

After setting all workbook options, click �.





Select the radio button to enable the running of ActiveX controls and plug-ins.
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