Discoverer Training                                 7/17/2007                                             Exercise 1 

Create a New Workbook – HR Exercise 1
In this exercise you will create a query that when run will create a HR employee listing by department. 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: image27.png]/- Page Setup [X]
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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 f empl 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 section. 
1. Emplid
2. NAME_ FORMATTED
3. Deptid HR
4. Jobcode
5. Jobcode Descr
6. Empl Status
7. Reg Temp
8. Empl Class

9. Fte
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 select Empl Class.
d. Click the drop-down arrow in the Condition section and select IN.

e. In the Values field, type ‘1’, ‘2’, ‘6’, ‘7’, ‘8’, ‘9’
f. Click [image: image7.png]oK



 on the New Condition screen.
g. Click the[image: image8.png]


 button and then select [image: image9.png]Vi New Condition...



 from the drop-down menu. 
h. Click the drop-down arrow in the Item section and select Empl Status.
i. Click the drop-down arrow in the Condition section and select IN.

j. Enter ‘A’, ‘P’ in the Values field.
k. Click [image: image10.png]oK



 on the New Condition screen.
l. Click the[image: image11.png]


 button and then select [image: image12.png]Vi New Condition...



 from the drop-down menu.

m. Click the drop-down arrow in the Item section and select More Items to expand the list.
n. On the Select Item screen scroll down to Action Reason and click on it to select it. Click [image: image13.png]oK



.

o. Click the drop-down arrow in the Condition section and select <>.

p. Enter ‘PWB’ in the Values field.
q. Click [image: image14.png]oK



.
r. Click [image: image15.png]


 on Table Layout screen.

s. Click [image: image16.png]


 on Sort screen.
7. Add Parameters:

a. Click [image: image17.png]


 to open the New Parameter screen.

b. Click [image: image18.png]


.
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c. Click [image: image19.png]


 .

8. Enter Parameter Values:

a. Enter SASDS in Deptid HR.
9. Sort Worksheet Columns:
a. Select Tools > Sort from your Discoverer menu.

b. On the Sort screen, click [image: image20.png]Add



 to add a column to the Sort screen.
c. Click on the drop-down arrow and click [image: image21.png]L NAME_FORMATTED ¥ |



 .
10. Add Title:
a. Enter a worksheet title by clicking in the top frame of the worksheet. Enter “EMPLOYEE LISTING BY DEPARTMENT.” Select the Enter key. 

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 Conditions. 
c. 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.

d. Click [image: image22.png]


.
11. Run the Query:

a. Click the [image: image23.bmp] icon to run the query. It is sometimes necessary to click the icon twice to make the query run.

12. Page Setup:
a. From your Discoverer menu select File > Page Setup.
b. On the Worksheet screen, click Landscape.
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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: image24.png]


.

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

b. Name the worksheet “Exercise 1.”
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