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Editing Common Reports and Dashboards

Editing Common Reports Editing Common Dashboards
Click Catalog from the top na\{igation bar. d :r-::mn;:gmmwjmm“ - 1. Click Catalog from the top navigation bar.
2. Expand Shared Folders to navigate to the 5 WorkForce Pofi - (Corad o 2. Expand Shared Folders to navigate to the desired dashboard.
H ::] Accouniting Ofice Location
ek Edit 1o e the ad hoc report editing || £ Sntia | BRI | 3. Clik Copy i the Task pane.
3. Click Edit to open the ad hoc report editing 3 Bk e N 4. Click Paste in the Task pane of My Folders.
page. . u Elc]mt:?trf'?;ﬁmmwu Suenmienves L ) 5. Click the Edit action link beneath the dashboard to open the ad
4, Icn ';he Criteria tab, navigate to the Selected 8 | Y hoc dashboard editing page.
olumns pane. N
5. Click the Edit icon corresponding to the desired Edit icon Catalog Home | Catalog | Favorites +
data element to customize the Sort, Column : . _ B~@ [ E~ | s (v v RG] | Location /my roiders
Properties (format styles/appearance), etc. Bovendh — |1 Folders @Z—Jhm All - | sort Name A-Z -
_ L Areas ;ald-.av3ha W@ 8. & [ My Folders — ;
6. Inthe Results tab, click the New View icon to  iesee profie % | [—— 6 B Shaved Fokless Employee Demographics by Agency Dashboard | Last
add a graph, static text, Filters record, etc. S5 rupand | Open| Fat | Morew
New View icon

Creating Ad Hoc Reports and Dashboards

Creating Ad Hoc Reports

1. Click New from the top navigation bar, then select Analysis.

2. Select the desired Subject Area to open the ad hoc report editing
page.

3. Drag desired data elements from the Subject Areas pane to the
Selected Columns pane.

4. Navigate to the Results tab to view the report.

[ untrics ™ N e

| criteria " Results | prompts | Advanced
= Subject Areas ;| FaE
@ WoekForce Profile * || E Selected Columns

[ Accounting Office Location
Double chck an cohamn names in the Subiject Areas pane te add them to the ane
formmula and filters, apply sorting, or deete by dicking or hovering over the butt

Appeirtment Type
& arroinTmENT_Tree 5 H arpoInT_Trre_pesch 15,

# [0 Disability coce

Creating Ad Hoc Dashboards

1. Click New from the top navigation
bar, then select Dashboard.

New Dashboard

| pagel

2. Within the New Dashboard window, [“gg‘;;::”"‘"'m
name the dashboard and click Save. -
3. A warning notification will appear. % penune
Click OK. (The dashboard will not B tinkor fmage
appear in the Dashboards menu, but e
is accessible through the Catalog.) B
4. Use the Dashboard Objects and \
Catalog panes to build the e
dashboard within the Dashboard o O
workspace.
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Advanced Features

How to: Create a New Filter How to: Write Formulas 1. From the Selected Columns pane of

L. to Customize Data the Criteria tab, click the Edit icon
1. From the Criteria tab of the ad hoc corresponding to the desired data

T & i'epor: edtlt;;nf pt;’:\g;e, cr;?te a flltter iﬂxmm element and select Edit Formula.

e o restrict data before the repor 52N o i

column CITY_NAME G4 runs P Pl Heig 2. Within the Edit Column Formula
operator s cqualto/ 5 = 5 Click.the Filters icon from the Filters e —— window, click the Custom Headings

foe = d select the desired d e checkbox to edit the Column
Add More Options « | Clear All Aggragation Rule (Totats Rowr Faut (N | = . .
I:‘Prctecﬁ—';\\tsr More Qptions v | Clear Al | pane and select the desired data 2 oo — Heading title,
element.

Click Column to choose from a
menu of data elements in the
Selected Columns pane to use in

» the formula.

4. Choose from a menu of icons (e.g.,
multiply, divide, concatenate, etc.)
below the Column Formula
workspace to write a formula.

[ Convert this filter to SQL

3. View the New Filter window to
customize how the filter restricts
data in the report, e.g., the
Operator (type of restriction

| Helo | | ok || cancal| applied), Value (what values are
displayed), etc.

4. Click OK. The new filter is listed
within the Filters pane.

fol |t _n e v Lol lx el oLl 5. Click OK.
How to: Create a New How to: Create a New
leul d . From the Results tab of the ad hoc
Report Prompt 1. From the Prompts tab of the ad hoc Calculated Item report editing page, select New
report editing page, users can Calculated Item.

Criteria | Resulis * Prompts ' Advanced

El Definition

Add prompts for users when they run this analysis.

create report prompts to restrict
data as the report runs.

Click the New icon from the
Prompts tab navigation bar.

Select Column Prompt, then select

to customize the prompt, e.g., the
Label (text next to prompt),
Operator, User Input (type of
selection users will make) etc.

Click OK. The prompt is listed within
the Prompts workspace.

|

‘ALLENTOWIY ALLISON PARIC ANDOVE

In the Display Label, assign a name
for the grouped values (this name
will appear in the report).

In the Values From drop-down,
select the desired data element.

Prompt Label the desired data element. From the Function drop-down
a Pag;; NAME The New Prompt window appears menu, select Sum.

Use the arrow to move the
targeted values from Available to
Selected.

Click the Remove calculated item
members from view checkbox.
Click OK.
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Top Navigation Bar Catalog Structure

=l Folders EEN
[ "1 My Folders
= [ Shared Folders
3 1. commen Report Library
32 Insight System Reports
1 Home: Accesses the homepage 3. Shared Across Agencies

The Insight Catalog is a folder structure that
contains a user’s personal and shared reports.

Folder Name Description

2 Catalog: Accesses the Catalog of folders

My Folders Personal folders accessible to one user
3 Favorites: Accesses bookmarked reports

Shared Folders Shared folders accessible to multiple users
X Dashboards: Accesses common dashboards or My Dashboard 1. Common Report Library  Standard report/dashboard templates
5 New: Creates a new report/dashboard 2. Insight System Reports Reports about Insight data

. Sh A A i R ts fi th i

- e T ey vy — 3. Shared Across Agencies eports from other agencies

4. Agency Folders Reports from other users within an agency

Key Terms and Icons

4alysis

—iB An analysis, or report, is a combination of Common 1 [ Shared Folders _ A set of frequently used government-
== information (e.g., table, text, graphs, etc.) Report Library £1. Commen Report Lbrany - yidle reports that serve as templates for
— that answers a business question. agencies to customize for their specific
needs.
Dashboard |} ] A dashboard presents a snapshot of Schedule S Schedule is used to program a report to
D |:| findings across multiple reports with a HH run at a certain time and/or frequency.
common theme or purpose.
Prompt  °9 Lvl5 A prompt is a mechanism that restricts Catr.:llog . | Open | Edit | More- Action ImI;s a;;ia sedt .Of lrl]nks un(l:ler each
~SelectValie- X gata at the time the report or dashboard Action Links report or dashboardin the Cat:a ogto
runs. conduct actions e.g., open, edit, or COV
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Run a Report

1. Click Catalog from the top navigation bar.

2. Expand Shared Folders to navigate through
the Common Report Library to select the

New Hire Listing

New Hire Listing Series

Occupational NOA
W Sort Column >

Manipulate a Report

In the run view,
right-click on the

Legal 1.

Date of Action H
docirad folder et - " 0131 ke Only > desired column.
* Department Code  Agency Name Org Lvl 2 Remave > 2. From the drop-down
3. Click Open to run the report. ekt Vabe- ol |osebclabe- B (osebd Vale- | T Show Subtotal > — menu, select to sort
. . OrgLvl 5 Org Lvl 6 Org LVl 7 Show Row level Grand Total  » h I h
4. Make report prompt selections, then click ~select Value— x| ~Select Value~|x|  —select Value |z the column, show
OK' Pay Plan Occupational Series Grade 0303 ?:uizlmlumn — SU b-TOta| or Grand
—Select Value—- v —Select Valve— ||  —Select Value— v 1ag Lalumn
- = = — Total, move th
Note: Prompts with an asterisk* are Type of Appointment  Work Schedul Type Of Employment Move Column > — otal, 0. e the
: of Appointment  Wo ule mployme 0131 U column right/left, to
required to run the report. Some e TO CAREER- Sections or Table
. Type of New Hire Nature of Action Code COND APPT
prompts will cascade based on user st e 5 ek vake— [z -CAD Prompts, etc.
selection (e.g., Org Structure). Users
should not skip levels if the prompts
cascade.
Export and/or Print a Report Run a Dashboard
1. Inthe run view, view 1. Click Dashboards from the top
the series of action navigation bar and select the desired
links along the bottom , . dashboard.
of the page. POF Dashboards § New ~ | B Open
pag | . K new . 2. Use the dashboard prompts at the top
2. Click Exportto choose | — = = Most Recent{New Hires Dashboard - New of the dashboard page to restrict the
from a menu of DS01010601000 Powerpoint N Demoaraphics) data to display
options (i.e. PDF web archive (.mht) My Dashbaard
L [ pata N = 1. Common Report Library Note: Prompts with an asterisk* are
Excel, PowerPoint, .
etc) _ | Employee Loss Dashboard required to run the report. After
" Edit - Refresh - Print - Bxport - Co Mew Hires Dashboard making prompt selections, click in
3. Click Print to choose - ~opY Workforce Profile Dashboard the white space of the dashboard to
from a menu of | apply selections.
options (i.e. PDF, .
P ( 3. Click Apply to update the dashboard.

HTML).
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