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1.0. Training Information

1.1. Agenda

Today'’s training will include the following chapters:

2.0 Apply Basic Edits to Common Reports

3.0 Create Ad Hoc Reports

4.0 Customize and Create Ad Hoc Dashboards

5.0 Create Filters and Prompts

6.0 Create Tables and Pivot Tables

7.0 Write Formulas in Insight

8.0 Create Calculated ltems

9.0 Create Managerial Reports Using Action Links

1.2. Purpose

Insight: Creating Reports and Dashboards provides an overview of how to customize
existing reports and dashboards from the Common Report Library and how to create
new ad hoc reports and dashboards.

1.3. Training Objectives
By the end of this course, participants will be able to:

e Demonstrate how to format and make basic edits to common reports
e Demonstrate how to create a new report using basic ad hoc functionality

e Demonstrate how to edit an existing dashboard or create a new dashboard using
basic ad hoc functionality

¢ Demonstrate how to restrict data in reports using filters and prompts
e Demonstrate how to customize reports with tables and pivot tables

e Demonstrate how to customize reports by writing formulas

e Demonstrate how to manipulate data elements using calculated items

e Demonstrate how to create drill-down action links within a report
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1.4. Course Materials and Resources
The following course materials are available to assist your learning:
e Insight: Creating Reports and Dashboards Reference Card

e Insight training sign in information

As you move through this participant guide, be sure to take note of the following icons.

Icon Meaning or Use

q IMPORTANT: Provides information essential to the completion of a task.

)

TIP: Helps users apply the technigues and procedures described in the text
to their specific needs. A tip suggests alternative methods that may not be
obvious and helps users understand the benefits and capabilities of the
product.

Notes:
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2.0. Apply Basic Edits to Common Reports

2.1. Chapter Overview

This chapter will review how reports in the Common Report Library can be used as
templates for users to customize based on their organization’s unique requirements.
Customization options include, but are not limited to:

e Editing the look and feel of a report by altering styles and formatting
e Manipulating how data is presented by sorting columns

e Adding contextual pieces such as “Draft” or “Do Not Distribute” to a report

Chapter Objectives

By the end of this chapter, you will be able to:
e Demonstrate how to customize the styles and formatting of a report
e Demonstrate how to sort data within a report

e Demonstrate how to add context to an existing report

2.2. Customize the Styles and Formatting of a Report

Step Action

1. Click the Catalog action link in the top navigation bar to access the Common
Report Library.

Figure 1: Home Page

As TrainS
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Expand Shared Folders to navigate to the Common Report Library to the

desired report.

Figure 2: Common Report Library

wANSIBHT

Catalog
B-ROEME . v >

Business Intelligence Delivered

{5) ) || Location /shared Folders/1. Common Report Library

PRl || e i

[+] sot Name A-Z (=] = Show More Details

= |23 shared Folders
(1 1. common Report Library
L) 2. Insight System Ref

# [ 4. Agency Folders

EEE

-

= Tasks

(& 1. Common Report Library

& Expand ¥

@ rss @ Create Shortcut
4 m Properties

& Copy

i EEEENESGER

Administrative Billings and Collections | Last Modified 3/5/2013 9:01:52 AM | Created By System Account

Expand | More
Benefits | Last Modified 3/5/2013 9:01:52 AM | Created By System Account
Expand | Morew

Compensation | Last Modified 3/5/2013 9:01:52 AM | Created By System Account
Expand | Morew

Dashboards | Last Modified 3/5/2013 9:01:52 AM | Created By System Account

Expand | Morev

Labor Relations | Last Modified 3/5/2013 9:01:52 AM | Created By System Account
Expand | More~

Performance Management | Last Modified 3/5/2013 9:01:52 AM | Created By System Account
Expand | More

Personnel Transactions | Last Modified 3/5/2013 9:01:52 AM | Created By System Account
Expand | Morew

Regulatory Compliance | Last Modified 3/5/2013 9:01:52 AM | Created By System Account

Expand | More~

Separations | Last Modified 3/5/2013 9:01:52 AM | Created By System Account

Expand | Morew

Staff Acquisition | Last Modified 3/5/2013 5:01:53 AM | Created By System Account

Click the corresponding Edit action link to open the ad hoc report editing

page.

Figure 3: Reportin Common Report Library with Edit Action Link Highlighted

Catalog

(v @ a[E]ee E- |

B e LY

v 2% || || Location /shared Folders/1. Common Report Library/Co|

Home | Catalog

= Folders

[ Draft
_ | Final
=l |23 shared Folders

(2% Dashboards
[ 71 Administrative Billi
| 1 Benefits
= |3 Compensation
H [ Awards

|} Incentives
[ JLeave
[ Pay Other

=l [£3 1. Common Report Library

[[) Employee Listini
[_] Time Off Awards "

,@'Ef' ‘ Type |All

[ ]sot Name A-Z

-] B

-~

open| Ediff More

ngs and| _

Employee Listing of Cash Awards | Last Modified 3/15/2013 9:3)
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View the Results tab of the ad hoc report editing page.
Figure 4. Report Results Tab

Employee Listing of Cash Awards
G/

“NOA Code™."NOA_CODE" IN ‘840", ‘841", '847', "84, 'B44', ‘849", ‘878", 'B79', 'B8Y, ‘866, '887, ‘889"
and "Calendar Time","YEAR_ID" > 1990

LR

Employee Count 5798
Ay Average Number of Awards per Employee 6
e | i Average Award Amount $1,887.67
n

@/ %

V
P Pay Occ Employee Date Award
[ Jllll 0rg Structure o S e Grade/Step "0 Award Type s Peitals
DS0101 i DO 11 131 13/1 And King enez 4 INDIVIDUA 15/2 $459.

View the four tabs of the ad hoc report editing page: Criteria, Results,
Prompts, and Advanced.

e Criteria: Allows users to add/remove data elements or “columns”
included in the report, apply basic edits such as styles and
formatting, filters, sorting, etc.

e Results: Allows users to view the result of the selected data
elements and formatting in the Criteria tab, add components to the
report such as text, tables, and graphs.

e Prompts: Provides users with the ability to create report prompts
that allow the report consumer to manipulate restrictions on data
displayed in the report.

e Advanced: Provides users with access to view analysis by XML
code, SQL, and SQL clauses.

Figure 5: Ad Hoc Report Editing Page Tabs

Employee Listing of Cash Awards
ll Criteria * Results ' Prompts | Advanced .

= Subject Areas a | B, ¥+
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6. Navigate to the Criteria tab to view the following panes:

e Subject Areas: Lists the available data elements within that
Subject Area.

e Catalog: Lists My Folders and Shared Folders containing saved
reports, dashboards, filters, prompts, etc.

e Selected Columns: Allows users to apply a variety of
customizations to each data element included as a column in the
report.

e Filters: Provides a workspace where new filters will list vertically
as they are created.

Figure 6: Criteria Tab with Panes Highlighted

wAnSIGHT Business Intelligence Delivered

Subject Areas > SR Al
= () Personnel History Selected Columns
# [ Appointment Type
# (3 Calendar Time
t

Double click on column names in the Subject Areas pane to add them to the analysis. Once added, drag-and-drop columns to reorder them. Edit a column's properties, formula and filters, apply sorting, or deletd

oca
Metrics Organization POL Pay Plan Personnel History 4

E employee count 1 [] average Number of awards per Employee 5, [] average award amount 55, § 1 org structure i, B ro1 55 B ray plan 5| B crade/step I [ 2 Employee name

- Filters. P »
Add filters to the analysis criteria by clicking on Fiter option for the specific column in the Selected Columns pane, or by clicking on the filter button in the Filter pane header. Add a saved filter by clicking on
add button after selecting its name in the catalog pane.

T CAST ( SUBSTRING{ CAST (DATE_PE... is prompted
= «c [l AND'F POI_CODE is prompted
& [ Personnel Action ANDJ PAY_PLAN_CODE is prompted
E @rol AND"f GRADE is prompted
= AND ] APPOINT_TYPE_DESCR is prompted

& AND"f WORK_SCHEDULE_DESCR is prompted
Bl | ANDT Case WHEN NOT OCC_SERIES_CODE_DESCR... is prompted
AND"F NOA_CODE || * - * || NOA_CODE_DESCR is prompted
2 My Folders AND 7 "NOA Code"."NOA_CODE" IN (840", '841', ‘842, ‘843, '844', '849', '878', ‘879, '885', ‘886, ‘867, '889")
# [ shared Folders AND"F DEPARTMENT_CODE is prompted
ANDJ AGENCY_NAME is prompted
AND 7 ORG_CODE_LEVEL_2_DESCR is prompted
AND] ORG_CODE_LEVEL_3_DESCR is prompted
AND 7 ORG_CODE_LEVEL_4_DESCR is prompted
ANDF ORG_CODE_LEVEL 8 DESCR is promoted

Notes:

10
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Navigate the folders within the Subject Areas pane to view a list of data
elements available for report development.

Employee

Criteria ' * Reslts \* Prompts \ﬁ Advanced \\_\

Figure 7: Report Subject Areas Pane

Listing of Cash Awards

F E B B E

= Subject Areas o5

E@PersonnelHlstory
[ Appointment Type
[ Calendar Time
|7 Contact Point
=

[ Disability Code
) Employee Type
E- EMPLOYMENT_TYPE_COL§

B - EMPLOYMENT_TYPE_COL

[ ERI Code

(3 Fiscal Time

(3 Location

[ occupational Series
=1 ﬁrrmﬁnn

1| 4 |_ m

< |

[0} _| [

[= Catalog

%748

|E Selected Columns

Double click on column names in the Subject Areas pane

Metrics

: E Employee Count i D Average Number of Awards pg

|= Filters

Add filters to the analysis criteria by clicking on Filter optig
header. Add a saved filter by clicking on add button after

o7 CAST ( SUBSTRING( CAST (DATE PE,.jsD

TIP: Users can either double-click or drag and drop a data element from the
Subject Areas pane to the Selected Columns pane.

11
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Once a data element is in the Selected Columns pane, apply customizations
by clicking the Edit icon for the desired data element.

Sort: Sorts the way data is displayed (e.g. ascending, descending,
etc.).

Edit Formula: Allows users to create a formula to change how the
data in the column appears or to combine columns (e.g., First
Name, Last Name = First Name Last Name).

Column Properties: Allows users to visually format the styles and
appearance of the column (e.qg., font, colors, conditional formatting,

etc.).

e Filter: Restricts data to a certain data set before the report runs.

e Delete: Removes the data element from the Selected Columns

pane.

Figure 8: Data Element Edit Icon Drop-Down Menu

Employee Listing of Cash Awards

Criteria ' Results | Prompts | Advanced

ESubject Areas 5 W | [7)a8
El () Personnel History * | |=Selected Columns
2 Appaintment Type ke cick : i the Subs i th H1 i dded. d
B Calendar Time Daouble click on column names in the Subject Arzas pane to add them to the analysis. Once added,
[3Contact Point
[ Disability Cade Metrics
C2 Employee Type m
[ BRI Code | H Employes Count = [ Average Number of Awards per Emp = [ Average Award Amount
{3 Fiscal Time 1 § sot »
3 Location F3 Edit formula
Occupational Seri
B cupahional ~Enes ‘| Bl Column Properties
[ Organization
[aPaTCO ||| add filters to the analysis criteria by dicking on Filter option for the sp 86 Delete
oD oo i

12
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Apply Edits to Data Elements

Step Action

Click the Edit icon and select Column Properties from the Selected Columns

1.

pane.
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Figure 9: Edit Icon Drop-Down Menu with Column Properties Highlighted

L A

Metrics

{

f
EFilters

[= Selected Columns
Double click on column names in the Subject Areas pane to add them to the analysis. Once added, drag-and-drap columns to rearder them. Edit a column’s

{114

Organization

L

POI Pay Plan

B Employee Count =, [1 Average Number of Awards per Employee 1=, [1 Average Award Amount &=, § 1 0rg Strut@, E rori= B ray plan 5

Sort >

mp—

Add filters to the analysis criteria by clicking on Filter option for the specific column in the Selected Columns pane, or by click
header, Add a saved filter by clicking on add button after selecting its name in the catalog pane.

x Delete

Fil Column Properties

Fil

13
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View the Column Properties window with five tabs containing options to format
the properties of the data element as it appears within the report.

e Style: Provides users with a number of options to customize the
appearance of fonts, cells, and borders of a column.

e Column Format: Allows users to customize the report column
heading and the way data is grouped within columns (e.g., merge
common cells or remain separate).

e Data Format: Allows users to customize how the data appears
within a report column (e.g., as a number, text, percentage, etc.).

e Conditional Format: Allows users to highlight certain data elements
within the column based on a defined condition.

e Interaction: Allows users to add action links to column headings and
values.

Figure 10: Column Properties Window Tabs

Column Properties (x]

Style Column Format Data Format Conditional Format Interac

> &
Font

Family @ Tahoma F] Size 12

color [ Style | Default (System) | = | Effects  Default (System) [ = |
Cell

Horizontal Alignment | Right '_'_-' Background Color b |
Vertical Alignment  Top =) Image

4 Wrap Text )

Border

Position = Default {System}ﬂ Border Style  Default {Svs:tem]_T
Border Color |

+ Additional Formaltting Options

+ Custom CSS Style Options (HTML Only)

14
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QUICK TIP: Column Format
Step Action
1. Navigate to the Column Format tab from the Column Properties window.

Figure 11: Column Properties Window with Column Format Tab Highlighted

Column Properties [
Style I Column Format !Data Format Conditional Format Interaction

Headings

O Hide
Folder Heading |Organization

Column Heading |Org Structure Ah

¥ custom Headings
=" contains HTML Markup

Value Suppression

XK [ xxxx

XX | XXXX

XX XXX

XX | Xxxx

o | REXX

XX |-2S285

- Suppress @ Repeat

2. Select the Custom Headings check box to edit the name of a folder or
column heading.

Figure 12: Column Format Tab with Custom Headings Highlighted

Headings
Folder Heading |Organization

Column Heading |Org Structure

&

¥ Custom Headings
[T Contains HTML Markup

Click the Format Heading icon to customize the styles and formatting of the
heading.

Format Heading: Displays a menu of options to customize
el headings or titles in reports.

15
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4. Use the Value Suppression options to choose how to display the relationship
between data in the report.

e Suppress: Groups data in the first column when it corresponds
with multiple values in the second column.

e Repeat: Displays the value within the first column each time it
corresponds with the value in the second column.

Figure 13: Value Suppression Section of the Column Format Tab

Value Suppression
o 3 X XX | xxxx
AN b o X
e X X ¢
AX X 'ﬁ:'ﬂ KX N X
@ Suppress © Repeat

Notes:

QUICK TIP: Conditional Formatting

Step Action

1. Navigate to the Conditional Format tab from the Column Properties window.

Figure 14: Column Properties Window with Conditional Format Tab Highlighted

Column Properties FJ
_Sile | Column Format | Data Format] | Conditional Format  Jineracton _
__Add Condition > |
2. Click Add Condition to apply conditional formatting to the targeted data

16
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element.

Figure 15: Conditional Format Tab with Add Condition Highlighted

Style Column Format Data Format | Conditional Format

“ Add Condition » Employee Count ;
Average Number of Awards per Employee
Average Award Amount

Org Structure

POI

Pay Plan

Grade/Step

Employee Name

View the New Condition window to customize the conditions and values to
highlight. Click OK.

e Operator: Determines the type of restriction applied to the report
(e.q., is equal to, is greater than, etc.).

e Value: Restricts the value of data.

Figure 16: New Condition Window

New Condition (2]

Column  CURRENT_CASH_AWARD

Operator | is equal to / isin E
value |~ &8

Add More Options~ | Clear All

Help - Cancel

17
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4. View the Edit Format window to select the styles and formatting (e.g., color,
font, border color, etc.) of how the condition will be shown in the report. Click
OK.

Figure 17: Edit Format Window For Conditional
2 |
Edit Format £
Style . Data Format
[0 |
Font
Family | Default (System) E| Size
Color j Style  Default [System)lz| Effects | Default (System)E
Cell
Horizontal Alignment | Default (System)El Background Color j
Vertical Alignment | Default (System}El Image
Wrap Text
Border
Position | Default (System)E Border Style Default[System)E
J;J Border Color ﬂ
|
[# Additional Formatting Options
Custom CSS Style Options (HTML Only)
Notes:

18




National

Finance
Center
U. S. Department of Agriculture
N E W O kR LEANS, LA

2.4. Sort Data Within a Report
Apply Sorts to One or More Columns

Step Action

1. Click the Edit icon for the targeted data element from the Selected Columns
pane.

2. Select Sort in the drop-down menu to select from the available sorting
options.

e Sort Ascending: Allows users to add the first sort in a column in
ascending order.

e Sort Descending: Allows users to add the first sort in a column in
descending order.

e Add Ascending Sort: Allows users to add an additional sort to the
report that orders the values in ascending order.

e Add Descending Sort: Allows users to add an additional sort to
the report that orders the values in descending order.

e Clear Sort: Clears a sort for that specific column.

e Clear All Sorts in All Columns: Clears all sorts in a report.

Figure 18: Data Element Edit Icon Drop-Down and Sort Drop-Down Menus

[= Selected Columns

Double click on column names in the Subject Areas pane to add them to the analysis. Once added, drag-and-drop columns to recrder them. Edit a column's

Metrics Organization POI Pay Plan

Sort Ascending

Sort Descending

L < I Add Ascending Sort % Column Properties
= Filters Add Descending Sort 1? Filter

Add filters to the analysis criteria by clicking on Filter option for the specific colur Clear Sort *K Delete Fily
header. Add a saved filter by clicking on add button after selecting its name in th Clear Al Sorts in All Columns

4

19
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3. Select Sort Ascending or Sort Descending to set the primary sort. The

Attribute icon will update indicating the sort and whether it is the primary (1),
secondary (2), etc.

Figure 19: Sort Drop-Down Menu with Attribute Icon Highlighted

: Organization POI ¢ Pay Plan Personnel Hi

rg Structure = E POI i, B Pay Plan = : Grade/Step == % z Employee
9 Sot » Sort Ascending
@ Edit formula Sort Descending
% Column Properties Add Ascending Sort
S Filter Add Descending Sort

hn Filter option for the &R Delete Clear Sort

alog pane. e Clear All Sorts in All Columns

Notes:

20
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2.5. Add Context to an Existing Report
Add Context Setting Elements to a Report

Step Action

1. Navigate to the Results tab of the ad hoc report editing page.

Figure 20: Results Tab Highlighted

o ANSIGHT Business Intelligence Delivered = Advarced | telp v | Sgnowt ¢

Emplo ~ sh Awards Home | Catakg avortes «  Dashboards New + pen ~ | Signed In As TrainS6
= i
Sabject reas W85 BRa0 0.09 @6 B@ak U
- l;ii‘r» el Hist o *  Compound Layout
B/X
Employee Listing of Cash Awards
EVE
— — FA
2. Click the New View icon to view a drop-down menu of additional report

components.

e Title: Adds a title to the report (e.g., Employee Profile Report)
and/or indicates the date and time a report is run.

e Filters: Records a list of filters applied to the report (e.qg.,
Employee count is greater than 100).

e Static Text: Includes a text component to the report (e.g., Pll Do
Not Distribute).

Figure 21: New View Drop-Down Menu

| Results ' Prompts | Advanced
e i@ G- - Boea@|3)eo® e @@ o | g
cnrvel Histary - Compound Layout T it
Appointment Type [ O Table
Calendar Time [ Fivot Table
Contact Point - -
Disabllity Code Employee Listing of Cash 4 I 1 »
Employee Type B craph
ERI Code .
) Tie £ Gaugs > IN ('B40%, 'BAL, B4, ‘B4, ‘B4, 'B4Y, ‘BT, ‘879
» an 0@ Funnel > " > 1990
Locaton
Occupational Series ~ M| c_:% o
= E | R Filters
» |
5 % o) | 48 selection Steps
— Other Views > | B Column Selector Employes Cou
| — Other Views [
Foiders e R View Selector Average Numk
et Falders l::' Legend Average Awa
=|:| Marrative
Il:l Ticker
(9~ W XK Ea | [E] static Text

o ) I L ¥

E Qo Stenctueo l_l Logksl =0

- + Selection Steps | I*Q Creata Target List

New View: Displays a menu of additional components (e.qg.,
graph, static text, etc.) to include in a report.
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Title View
Step Action
1. Select Title from the New View icon drop-down menu.

Figure 22: New View Drop Down Menu with Title Highlighted

Results ' _Promplsﬂ Advanced
[t Areas (RGO B0 RO E% RE B
sannel History * || compound Layout | A] Tide
Appointment Type EH s
Calendar Time = m able
Contact Point .
Employee Listing of Cash | i
Disability Code ploy 9 ] Trelis >
Employee Type I Graph
ERI Code
Fiscal Time € Gauge > IN ('840', '841', '842', ‘843
D Funnel » "
Location an = 1990
Occupational Series -l @ map
= — i ﬁ’ Filters
n 3 J

b h 1 GE! 48 selection Steps

El ' Other Views »

TIP: When a new view is added to a report, it will automatically list at the
bottom of the report. Users can drag and drop report components to any
location in the report.

2. Click the Edit View icon on the corresponding Title component of the report.

Figure 23: Common Report Title Edit View Icon Highlighted

Results . Prompts \| Advanced =150
Areas @ a8 H BB E-IF @0 @@= 8
bnnel History - || Compound Layout
popanment Type Ds010101010000000000] 1192 &S| 010 T38| Smith, Royanne| B0 wie| 49907
[alendar Time | | F INDIVIDUAL
[ontact Point CASH AWARD |
PiEabifty. Code 11| ||pso10101020000000000)  1192] GS 0110| 13/5] John, Liu | 840-|  11/11/2005|  $1,100.00
Fmployee Type MCGARR INDIVIDUAL
ERT Code I I | casH AWARD | I
fiscal Time | DS010101020000000000 1192 | GS 0110 13 /10| Whitlock, Jeanne 840 - 11/11/2005 $1,100.00
ocation MARIA INDIVIDUAL
)ccupational Series - " | | | CASH AWARD |
i , | |Ds010101030000000000 1192 GM 0110 15 /0| Fathima, Kona K 840 - 11/7/2005|  $3,000.00
: INDIVIDUAL
A S . | | CASHAWARD S R

El DS010101030000000000 1192 GM 0110 15 /0| Fathima, Kona K 840 - 12/11/2005 $3,000.00
- - INDIVIDUAL
L Eoiiic | S0 CASH AWARD |

B F rows1-25
I - A
® [F —
% /B RE ||| Employee Listing of Cash Awards
=

/ Edit View: Customizes the structure and/or styles of a report
component (e.g. title, graph, table, etc.).

3. View the Title Editing page to change the title of the report, add a logo, sub-
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title, start time, etc.
Figure 24: Title Editing Page
| Crteria ~ Results ' Prompts | Advanced
Z Title
S ¥ & 1'_9] = HMHH
Y| Desplay Saved Name
e |
Optional - URL of a title image. Mote: When running in 3 securad e
e |
Do not display - fd
t IR
Optional - URL for a document providing help on this analyss. Nofe)
path prefived with Tmap: "
Employee Listing of Cash Awards

IMPORTANT: A preview of the Title appears at the bottom of the page as it
will display in the report.

Click the Format Text icon to customize the styles and formatting of any
component of the Title (e.g., font, color, etc.).

Figure 25: Title Editing Page with Format Icon Highlighted

| Criteria ~ Results ' Prompts | Advanced

Z Title
(8. & & ¥ 4o,
V| Display Saved Name
LI:IE:C. @
Optional - URL of a title image. Note: When running in a secured environment, only resources that are located

134. Format Text: Allows users to customize the style of text.

TIP: The Display Saved Name check box will default as selected. Uncheck
the box to avoid duplicate titles once the report is saved.
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Figure 26: Format Title Window

View the Format Title window to customize the styles and formatting of the
title including font, color, size, etc. Click OK.

Format Title
Caption
[¢= \
Font
Family Default (System) El Size

Color j Style | Default (System) El Effects Default (System) El

Cell
Horizontal Alignment | Default (System) El Background Color
vertical Alignment | Default (System) El
[#] Wrap Text
Border

Position | Default (System) El Border Style |Default (System) El

JQJ Border Color j

|
[ additional Formatting Options

[#] Custom CSS Style Options (HTML Only)

Help OK

b

ancel

Notes:
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Click the Import Formatting icon from the Title View navigation bar to apply
formatting from an existing report [Refer to Section O

Apply Formatting From an Existing Report].

Figure 27: Edit Title Page with Import Formatting Icon Highlighted

Employee Listing of Cash Awards GUEREEEG_

| Criteria © Results ‘Prompts \i Mvanoed\
|2 Title:2

S B & | W@ = | 45
Title E

¥ pisplay Saved Name

@] Import Formatting: Applies the formatting from an existing report
to a new ad hoc report.

Select your preferred option from the Started Time drop-down menu to
include the report run date and/or time.

Figure 28: Edit Title Page with Started Time Drop-Down Menu Highlighted

Z Title:2
ErEEREEE

Title Eq
Display Saved Name

Logo 4

Optional - URL of a title image. Note: When running in 3 secured environment, only resources that are located d
relative path prefived with "fmap:".

Subtitle k4

Started Timg | Do not display -~ 4
Do not display
Display time

Display date
..,'--x.‘-.J bing a relative path prefived with "fmap.".

=nt providing help on this analysis.Nofe: When running in a secured environment,. of
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8. Click the Delete icon from within the report component to remove a title, or

any other component of a report.

x Delete: Deletes a data element, report component, or dashboard
component.

Notes:

Filters Record

Step Action

1. Select Filters from the New View icon drop-down menu.

Figure 29: New View Drop-Down Menu with Filters Highlighted

Employee Listing of Cash Awards Home | Catalog

| Criteria © Results _Prompl.s\| Advanced

& Subject Areas ;) RE BRI EEE
= [ Personnel History “ || compound Layout ] Tite
23 Appointment Type ] Table
[ Calendar Time = [ Pivot Table
|_J) Contact Point - i
£ Disability Code Employee Listing of Cash § [ 1repis >
[ Employee Type % Graph »
|_J ERI Code D Gauge * IN (‘840" 841", ‘842"
] ('840', '841', '842',
[ Fiscal Time ol @ Funnel > ‘5 1000
|3 Location
[1 Occupational Series A D vap
] B - b W ? Filters
ECatang E L 7 G@ &E 5(:{ Filters bte-ps
Lst | Al EI Other Views >
el Eald o
2. View the Filters record component of the report. The Filters record will create

a vertical list of all filters applied to the report.

Figure 30: Filters Record
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jAreas

nnel History

alendar Time
ntact Point

isability Code

mployee Type

RI Code

iscal Time

jocation

Results ' ‘Plcrnptsﬂ Advanced \

NS BRER B 25 8@ = =8

=] |

ppointment Type

Ve

"NOA Code"."NOA_CODE" IN ('840', '841', '842', '843', '844', '84', '878', '879', '885', '886', '887', '8897)
and "Calendar Time"."YEAR_ID" » 1990

IMPORTANT: The Filters record will update based on the filters included in
the report as well as any prompt selections made at the time the report runs.
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Static Text

Step Action

1. Select Static Text from the New View icon drop-down menu.

Figure 31: New View Drop-Down and Other View Drop-Down Menus with Static Text

Highlighted
Results '.\Prompls\i Advanced
k Areas iREH BB AT FHE EFE =L
Eonnel History “ || compound Layout Title
Appointment Type B Table
Calendar Time = ET Fivot Table
Contact Point P
Disability Code L Employee Listing of Cash E Trellis  *
Employee Type IE Graph *»
E'i;”ﬁ;e 0 Gauge * IN ('840', '841', '842', '843', '844', '849', '878', '879,
Location an D@ Funnel > "> 1990
Occupational Series i @ vap
S D " % Filters
b b 7 @ ‘li Selection Steps
=] l Other Views > = Column Selector Employee Coun
Folders View Selector Average Numbx
ed Folders Legend Average Awartd
Narrative
A EVA R 12 lgﬁ; ]
= i oA Employee A
~ | || Selection Steps B8 create Targef [t
2. Locate the Static Text component of the report and click the corresponding

Edit View icon.

Figure 32: Static Text with Edit View Icon Highlighted

Results ‘Promptsw Advanwd\\ = | E |
Arcas @8- BhERE- IR E B = E
nnel History “ || compound Layout
\ppointment Type (W CASH AWARD
[lendac Time Ellll ||psor0101010000000000] 1192 [ 0110| 13 /8| Smith, Royanne 840 - 9/25/2006| $459.07
ntact Paint | | | F|  INDIVIDUAL |
isability Code - CASH AWARD
mployes Type |DS010101020000000000 1192 GS 0110| 13/5 John, Liu 840 - 11/11/2005|  $1,100.00
FRI Code MCGARR|  INDIVIDUAL
iscal Time CASH AWARD
ocation |DS010101020000000000] 1192 GS 0110| 13 /10| Whitlock, Jeanne 840-|  11/11/2005|  $1,100.00
pecupational Series = | MARIA INDIVIDUAL
— 1 i | p o | CASH AWARD| al
—— Y |DS010101030000000000] 1192 GM 0110] 15 /0| Fathima, Kona K 840 - 11/7/2005|  $3,000.00
% lod INDIVIDUAL
[~] | | CASH AWARD |
e |DS010101030000000000] 1192 GM 0110] 15 /0| Fathima, Kona K 840 -|  12/11/2005|  $3,000.00
el INDIVIDUAL
- | CASH AWARD
B P rows1-25
k BV/@xﬁg - E&
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3. Type directly into the Static Text workspace, using bold, italics, underline,
etc.
Figure 33: Static View Editing Page with Formatting Features Highlighted
| Citeria = Results ._Prompls\| .Advam:ed\
|/ static Text
(G 3 b | W = | 4 B
B || i | u | LneBreak [ Contains HTML Markup
Do Not Distribute. -
| Static Text
Do Mot Distribute.
Notes:

29




National
E Finance

n@® Center
U. S. Department of Agriculture
QUICK TIP: Customize Report Print Properties
Step Action

1. Click the Print Options icon from the Results tab navigation bar.

Figure 34: Results Tab Navigation Bar with Print Options Icon Highlighted

| Results ' Prompts "1 Advanced

b8
It Areas sl EI - B W | [H-S HF G B B2 18
sonnel History “ || compound Layout
| Appointment Type I
| Calendar Time =
| Contact Point =5c
| Disability Code . Employee Listing of Cash Awards

Print Options: Customizes the print settings for the report.

View the Print Options window to adjust default paper size, change printing

orientation, print only visible rows or all rows, hide margins, and include/edit
headers and footers in the report.

Figure 35: Report Print Options Window

F

Page Settings

Paper Size | User Default [=]
Orientation | Portrait El
Print Rows | Visible [.=]
[ Hide Margins
Header and Footer
[] Include Header | Edit |

[ Include Footer Edit

Help

OK || Cancel
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QUICK TIP: Save Customizations to a Report

L A

Step Action

1.

Click the Save icon or Save As icon to save the report.

Figure 36: Report Save and Save As Icon Highlighted

Home | Catalog | Favorites v | Dashboards~ | [§ New~ | BB Open+ | Signed In As Traii

& @ % = 48

IN ('840', '841', '842', '843', 'B44', '849', '878', '879', '885", '886', '887", '889")
" > 1990

B/ R

b/ R

Save: Saves the changes made to an existing report or

dashboard, or saves the report or dashboard to a particular

location.

saves it in the Catalog.

E Save As: Provides a new name for a report or dashboard and

Notes:
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2.6. Apply Basic Edits To Common Reports: Exercises

Exercise 2.1: Add Context to a Report

Situation: Gloria’s manager wants a report with the ‘hire effective dates’ of all new
hires, to ensure the department is complying with OPM hiring guidelines. The report will
include personal information about employees, so Gloria needs to add a disclaimer
identifying the information as “FOR INTERNAL USE ONLY”.

Instructions: Follow the steps below to complete the exercise in Insight:

1.
2.

Click the Catalog action link from the top navigation bar.

Expand the Shared Folders to navigate to the desired report by expanding the
following folders: Shared Folders >> Common Report Library >> Staff Acquisition
>> Accessions >> New Hires.

a. Click the New Hires folder to show folder contents.

3. Click the Edit action link corresponding to New Hires.

4. From the Selected Columns pane within the Criteria tab, click the Edit icon

7.
8.
9.

corresponding to the following data elements and select Delete.
a. Legal Authority
b. 2nd Legal Authority

Service Computation Date

Hire Effective Date

Master Record Number

=~ ® 2 o

Pay Rate Determinant

From the Selected Columns pane within the Criteria tab, click the Edit icon
corresponding to “Grade/Step” and select Column Properties.

From the Style tab of the Column Properties window, navigate to the
Background Color drop-down and select yellow.

Click OK.
Click the Results tab.

From the Results tab navigation bar, click the New View icon.

10.Select Other View then select Static Text from the menu of options.

11.Locate the Static Text component of the report and click the Edit View icon.
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12. Type “FOR INTERNAL USE ONLY” in the Static Text box.

13.Click the Format Text icon and change the text to 14 pt. font, red and bold.
14.Click OK.

15.Click Done to return to the Results tab.

16.0nce in the Results tab, click the Save As icon.

17.Save the report within My Folders as “New Hires — Grade/Step”.

Check Your Work:
Figure 37: Report Save and Save As Icon Highlighted

New Hires- Grade/Step ome | Catalog yashboards E tew v | BS open ~ | Signed In As Trainéi
{7 Criteria Results '\ mepls\[ Advanced E % ‘ C
ESubject Areas ;@GS - BRI B T ® B B & % e

=] @Parsonne\ History m Compound Layout

|3 Appointment Type

|20 calendar Time =
|3 Contact Point

[ Disability Code L
(23 Employee Type

|) Fiscal Time

|23 Location "Personnel Action"."NAT_ACT_2ND_3_POS" like '1%' or "Personnel Action"."NAT_ACT_2ND_3_POS" like '5%' or "Personnel Action"."NAT_ACT_2ND_3_POS" like '953' or "Per:

New Hire Listing

[) Occupational Series

[0 Organization -
< [ m y IFOR INTERNAL USE ONLY I

= Catalog £ sh /@

List |l =]

& [ My Folders -

[# [_)shared Folders Empl P; Position Si i T f O« A
Org Structure mployee ay Grade/Step Official upervisory ype o coup:

Name Plan Title Status Appointment Series
= @ DS010100000000000000 | 1192 Jordan, Martha |ES po/o SUPERVISORY | Supervisor or Excepted-Indefinte, |0131
eSS ~7 %' X = TYPEL Manager Excepted-Limited
[Zl Title i SPECIALIST (More Than 1
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Exercise 2.2: Sort Data in a Report

Situation: Gloria’s manager provides feedback on the “New Hires — Grade/Step” report
and asks her to make some cosmetic updates.

Instructions: Follow the steps below to complete the exercise in Insight:

1.
2.

Click the Catalog action link from the top navigation bar.

Click My Folders to locate the “New Hires—Grade/Step” report that was saved
in Exercise 1. Click the corresponding Edit action link.

From the Selected Columns pane within the Criteria tab, click the Edit icon
corresponding to the “Grade/Step” data element.

Select Column Properties and navigate to the Column Format tab.

5. Click Custom Headings and edit the Column Heading to be “Employee

© © N ©

Grade/Step”.

Click OK.

Click the Edit icon corresponding to Pay Plan.
Select Sort and select Clear Sort.

Navigate to the Results tab and locate the Title.

10.Click the corresponding Edit View icon.
11.Edit the title so it reads “New Hires by Grade/Step”.
12.Click Done.

13.Click the Save As icon and save the report in My Folders as “New Hires by

Grade/Step”.

Check Your Work:

Figure 38: Report with For Internal Use Only Disclaimer

T o RE =

© | compound Layout

New Hires by Grade/Step

nnnnnnnnnnnnnnn " HAT_ACT_2h_3_POS™ Bke ‘1% or “Fersonnel Action®,"NAT_ACT_INB_3_POS" ke '5%° or "Personnel Action™ "NAT_ACT_2HO_3_POS® like "0

FOR INTERNAL USE ONLY

Position
Org Structure POI Employes Pay Employee Supervisory Type of

Name Plan GradeStep T Status Appointment

SViews @ [(§. SR

Elrae
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2.7.Chapter Review

Chapter Summary

Having completed this chapter, you should now be able to:
e Demonstrate how to customize the styles and formatting of a report
e Demonstrate how to customize reports with filters
e Demonstrate how to sort data within a report

e Demonstrate how to add context to an existing report

Notes:
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3.0. Create Ad Hoc Reports

3.1. Chapter Overview

This chapter will review how Insight’s ad hoc reporting capabilities allow users to create
new reports to meet their organization’s unique reporting needs. Examples of ad hoc
report capabilities include:

e Building a new report
e Editing the structure of a report
e Importing formatting from an existing report to a new report

e Creating, formatting, and editing graphs in reports

Chapter Objectives
By the end of this chapter, you will be able to:
e Demonstrate how to create a new ad hoc report
e Demonstrate how to apply formatting from an existing report

e Demonstrate how to create and customize a graph within a report

3.2. Create a New Ad Hoc Report
Build an Ad Hoc Report

Step Action

1. Click the New action link from the top navigation bar and select Analysis.

Figure 39: Home Page and New Drop-Down Menu with Analysis Highlighted

INSIGHT Business Intelligence Delivered

. (]
Create... 2 Recent
‘_,ﬂ Analysis and Interactive Reporting Dashboards

|ZE] Analysis | Dashboard| Morey N b 2 Wit
‘-":-"i Workforce Profile Dashboard
B2 open | Marey

Others

0 _elln] Leave Data and Usage Manage. [-ala] Employes Incentives (3Rs)
Performance Management = O Edit | Morew

en | Edit | Morew
Scorecard | KPE | KPT Watchbist

Browse/Manage... b

Al Content v
i i |_A Maost Popular

(@ Mo recommendations are currently avatabie. Most Popular items wil be displeyed here when resuts berome avallable,

Performance Management

Q" Scorecard
: R
S Watchlist
Report Job History
Get Started...
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Select the desired Subject Area for the ad hoc report.

Figure 40: Subject Area Drop-Down Menu

Jashboards ~ | J§ New~ | B® Open~ | Signed In As

Select Subject Area

ﬁ Administrative Billings and Collections

rce | (i) Payroll Accounting System

Mon
@ Personnel History

ﬁ Workforce Profile
Dats

View the ad hoc report editing page with “Untitled” in the top left tab.

Figure 41: Untitled Highlighted

wAnsigHT Business Intelligence Delivered

Critera " Resils | Proapls | Advanced —
= Subject Areas NGt
& (@ workrorce profie * || Selected Columns |
@ [ Accounting Office Location

Doubde click on column names in the Subject Areas pane to add them to the analysis. Once added, drag-and-drop columns to recrder them, Edit a column's properties,
formula and filters, apply sorting, or delete by clicking or hovering over the button next to its name.

Drop Columns Here,

& [ Contact Point Locaticn

i [ Disability Code

® [ Duly Station Location

B (3 employes Profile

@ (3 Employee Profile Others i

% [ Fmplojes Saary = Filters T »

& () Employee Salary thers Add fiiters to the analysis criteria by clicking on Filter option tor the specific column in the Sciected Columins pane, or by clicking on the filter button in the Fiiter pane header]
i [ Employce Leave + ||| Add a saved filter by chicking on add button after selecting it name in the catalog pane.

= Calalog A

List |all b Ndd Hiters Here.
[ [ My Folders

il [ Shared Folders
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Add Data Elements to an Ad Hoc Report

Step Action

1. Drag and drop data elements from the Subject Areas pane to the Selected
Columns pane.

Figure 42: Report Criteria Tab with Selected Data Elements Highlighted

fermula and Bitare, apply sortng, o delate by chcking or

Employes Frofle 2 e Warkforce Biweskly
H roanr Erpiovin LaST 55 L Nasel iMPLOvEE FERST B L NAME DMPLOYIE MIDOUE B, L ALTERRATI WoRs_SOMEDAL Discn i, ] EMPUOvMENT_Trel coce Discr S, [ Deployes Count i,

- Filtars
Bk ltpes b the vy, erbavi Loy eliching o Filter eptice, for the spmefie cikrsr, i th Selnctmd Cihrerst parm, & by chickieg) 0 the St buttion in (b Fibar fare bader, &1 8 wnves flher bry chcking o add butten wite
et i o i, U catakag parer,

fq IMPORTANT: Users can also double-click data elements to move the data
$7 element to the Selected Columns pane.

TIP: In order for reports to contain numerical values for totals, graphs, etc.,
users must include a measure data element (e.g., Employee Count) as one of
the data elements in the Selected Columns pane.

2. Navigate to the Results tab of the ad hoc report editing page to view how
the data elements will populate in the report.

Figure 43: Ad Hoc Report Criteria Tab with Selected Data Elements Highlighted

@i HBla@ B3-97 @ 8@ o+ M

Subje
1w “  Compound Layout

B /%

; b/

* Ns2 I ALTERNATE_WORK_SCHEDULE_DESCR | NAME_EMPLOYEE_LAST  NAME_EMPLOYEE_FIRST |NAME_EMPLOYEE_MIDDLE | EMPLOYMENT_TYPE_CODE_DESCR | Empioyee Count I

d Abdolalipour Masumeh G 1

o Abigail Butler A 1

" Abrams Judith ] 1

. a Agus Elizabeth E 1

Catalog @ Ahmad Aamir 1

- ARy Kumar L 1

‘ Al Harahsheh Sanas ] 1

& [ My Folders Aliccia Bollig-Fisch B 1

) Shared Folders Allen Tania K 1

Aloke Dutta 1
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3.3. Apply Formatting From an Existing Report

Click the Import Formatting icon from the Results tab of the ad hoc report
editing page.

Figure 44: Report Tab Navigation Bar with Import Formatting Icon Highlighted
wlnsiguT

Business Intelligence Delivered

| Crteria * Results ' prompts | Advanced

(S Subject Areas 'R EB20 3.9 dBle@ = 4§
= [EﬁltvorkForce Profile - Compound Layout

# [ Accounting Office Location

& | ZJApp Nature of Action Code |2

# [ ) Appointment Type

+ [ ) Calendar Time

# | ) Contact Point

# [ Contact Point Location

¢ () Disability Code ALTERNATE_WORK_SCHEDULE DESCR  |NAME_EMPLOYEE LAST  NAME_EMPLOYEE FIRST  NA
i Duty Station Location Four 10 Hour Days Per Wesk Abdolalipour  Masumen E
£ (JEmployee Profle Abdolalipour Masumeh

+ |_JEmployes Profile Others abicai Btler T

/ IMPORTANT: This option applies formatting to all the components of a
7 report. The text from the report will also be imported (e.qg., if the static text
from an existing report reads “PII”, then when the formatting is imported the
new static text will also read “PII”).
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Use the Select Analysis window to navigate to the Folders pane and select
the report with the desired format. Click OK.

Figure 45: Select Analysis Window with Folders Pane Highlighted

a |
Select Analysis (%]
[Folders » (EETD..? | Open In
|® [ my Folders .|| | /Shared Folders/1. Common Report Library/Compen| ~ | @S E-
El |23 Sharad Folders | [ {ave Data and Usage by Employes

= [£3 1. Common Report Lit|
[#% Dashboards |
® [ Administrative Bill|
[ Benefits
= |23 Compensation
[ ) Awards
# [ Incentives
= 5 Leave hl
= |3 Leave
B I Leave |
H [ Leave |
H [ other
# [_JLump Sur

11

Name
[# [ Pay oth
L3 Pay Other Leave Data and Usage by Employee
# [ Premium Pay -
Description

& [ salary
‘B [JLabor Relations |

‘ Help Cancel

View the updated report with applied formatting (e.g., font styles, colors, data
format, etc.) from the selected report.

Figure 46: Ad Hoc Report with Imported Formatting

Compound Layout

Leave Data and Usage by Employee
Untitled

ALTERNATE_WORK_SCHEDULE_DESCR |NAME_EMPLOYEE_LAST NAME_EMPLOYEE_FIRST |NAME_EMPLOYEE_MIDDLE |EMPLOY!P|

G Full-Time
Abigail Butler A Full-Time
Abrams Judith 1 Full-Time
Agius Elizabeth E Full-Time
Ahmad Aamir Full-Time
Ajay Kumar 1 Full-Time
Al Harahsheh Sanaa ] Full-Time

—
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3.4. Customize Report Structure

Navigate to the Layout Pane

Step Action

1. Click the Edit View icon corresponding to the table from the Results tab of
the ad hoc report editing page.

Figure 47: Ad Hoc Table Edit View Icon Highlighted

Resalts " Prompts | Advamed = [
Areas @ A - BHH B-4F B B8 b W0

NAME_EMPLOYEE_LAST NAME_FMPLOYEE_FIRST NAME_EMPLOYEE_MIDIN E FMPLOYMENT_TYPE_CODE_DESCR ::_:“Lp:: i

2. View the Layout pane which provides users with a number of ways to
customize the structure of a report.

Figure 48: Partial View of the Table Layout Pane

Subject Areas FR[E- 88 PR A 5% oo o

Empioyer Prodle Empicymere Type Workdoree B
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Expand the Layout pane by clicking the gray bar along the top and dragging
up. This will reveal the remaining contents of the Layout pane.

Table Prompts: Creates a drop-down menu to allow users to
manipulate how data is restricted in a report by toggling between
values.

Sections: Separates the report table into individual segments
based on a specific data element.

Table: Edits the styles and formatting of the table (cell color,
borders, etc.).

Columns and Measures: Adds sums and formats
headings/values, etc.

Excluded: Temporarily removes columns from appearing in the
table (data elements will remain in the Selected Columns pane in
the Criteria tab).

Figure 49: Complete View of the Table Layout Pane

Ciiteria * Results ' Prompts | Advanced

/ Table
| E'Subject Areas Q| & - TE @ & L E SRS
(| = G0 workForce Profile =
B [ Accounting Office Location | | [ 4|
E (3 App Nature of Action Code I_lLavout II

H 3 Appeintment Type
H (3 calendar Time

® (3 Contact Paint Table Prumpts D @
[ [3 Contact Point Location } | =
N i

E (3 Disability Code Sections - @.

® 3 Duty Station Location
# [3 Employes Profile

# [3 Employee Profile Others Tahle&:l'
B [3) Employee Salary 3
H 3 Employee Salary Others L | Columns and Measures 2 (2l
# [7 Employee Leave l
# [3 Employment Type I Employee Profile
] Employee S ted
I Ertiploes e B aLTernaTe_work_scHepULE_pescr B (2] B name_empLovee LasT]
B [3 Fiscal Time
Ln ERI Ct d >
| Ll ; | | Excluded
,j talog ‘{'L" &8 & EE
| st [~]
£} D My Folders
& (7 Shared Folders

o

43




National
E Finance

n @ Center
U. S. Department of Agriculture
N E W O kR LEANS, LA

Create Sections

Step Action

1.

Navigate to Sections on the Layout pane. This allows users to create
multiple tables that are defined by a particular data element.

Figure 50: Table Layout Pane with Sections Highlighted

: I-_avaut-

Table Prompis =] fia

Sections \EE

Table 3

Columns and Measures (= fiia)
Employes Profile

B auternaTe work_scHepuLE pescr B4 (2] B name evprovee wast B (2] B nave empLovee FirsT B

Drag and drop a data element from Columns and Measures to Sections.

Figure 51: Sections in Layout Pane

< 1
= Layout

Table Prompts )

—
Sections

[ 3 ALTERUATE wonk scucliue Desco By ]

Columns and Measures (2] &

Emplayee Profile Employment Type Warkforce

B auternaTe_work_screpuLe_pescr B 2] B nave_empLovee_ast & 2] B nave_eveLovee_mirst B (2] B nave_empioves_miooie B} 2| B emerovment_tvee_cooe_pescr & (2 [3 Employe]

Excluded

TIP: As you drag items to new positions in the Layout pane, the blue highlight
bar will indicate the new position once you drop the item.

Click the Properties icon to open the Section Properties window within
Sections.

| Properties: Displays a menu of options to format a component of
XYZ| g report or dashboard. Options will vary depending on the type of
component a user is editing.
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Click the Display Heading check box to display the data element name in the
section title.

Figure 52: Section Properties Window with Display Heading Highlighted

Section Properties E]

Options
Insert Page Break: | No Page Break E|
[T Show Blank Rows
Display Heading

View the new Sections heading.

Figure 53: Table with New Section Heading Highlighted

Editing from: " Compound Layout™ | Done

.48 08 0 8% 86 Eau

ALTERNATE_WORK_SCHEDULE_DESCR IRttty s igve/eh=gc=

NAME_EMPLOYEE_LAST :NAME_EMPLOYEE_FIRST INAME_EMPLOYEE_MIDDLE  |EMPLOYMENT_TYPE CODE_DESCR ‘Employee Count

Abdolalipour |Masumeh Full-Time | |
| G Full-Time 1 |

Abigail Butler A Full-Time 1

Abrams Judith ] Full-Time 1

Agius |Elizabeth E Full-Time 1

Ahmad | Aamir FulFTime 1
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Click the Sections Totals icon to view a menu of options that add and
customize Totals in Sections.

None: Defaults without a summary table.
Before: Adds a summary table to a report before the Sections.
After: Adds a summary table to a report after the Sections.

Format Labels: Allows users to customize the label caption or
apply stylistic formatting (e.qg., font, color, etc.) to distinguish labels.

Format Values: Allows users to customize the stylistic formatting
(e.g., font, color, etc.) to distinguish the values associated with the
sum.

Figure 54: Sections Totals Drop-Down Menu

)
Sections |:-& fif_ﬁ

: Mone
Befare

B ALTERN&”  After
Format Labels...

Employe :

Table EL_ELE

Format Values...

Totals: Displays a menu of options to apply Sub-Totals and/or
Grand Totals in a table.
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Apply Columns and Measures to a Report

Step Action

1.

Navigate to the Columns and Measures section from the Layout pane. Within
this section, a user can customize Totals for the overall table or for a specific
data element.

Figure 55: Columns and Measures Section of the Layout Pane

Columns and Measures |2 (&5

Employee Profile

. = (%] - %l = -~ - ]
B auternaTe work_scHepULE_pescr By (2 B name_emprovee_iast By 12 B name_empiovee_rirst B} (2] B name_emprovee mioie B} (2

IMPORTANT: By adding Totals at the Columns and Measures section, users
can apply a Grand Total; Applying Totals at the data element level applies
Sub-Totals for an individual data element.

Click the Totals icon next to the Columns and Measures title to add a Grand
Total to the table and format the styles and formatting of both the Grand Total
labels and values.

e None: Defaults without a Grand Total in the table.
e After: Adds a Grand Total to the final row in a table.

e Format Labels: Allows users to customize the label caption or
apply stylistic formatting (e.qg., font, color, etc.) to distinguish labels.

e Format Values: Allows users to customize stylistic formatting
(e.g., font, color, etc.) to distinguish the values associated with the
Grand Total.

Figure 56: Columns and Measures Totals Drop-Down Menu

Columns and Measures

Employee Profile

Format Values...

B ALTERNATE_WORK_SC Format Labels... 1

IMPORTANT: Totals functionality can only be used if there is a measure
data element in the report.

Click the Totals icon and select Format Labels. The Edit Format window
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appears, allowing users to update the caption and formatting of the Grand

Total label.

Figure 57: Totals Edit Format Window

Edit Format

Caption

o &

Font

Family | Default (System) v |

Size

Color ¥ Style | Default (System)| |  Effects |Default (System) |~ |
Cell
Horizontal Alignment ' Default (System) ;| Background Color :J
Vertical Alignment  Default (System) T‘
¥ Wrap Text
Border

Position | Default (System) [#|  Border Style | Default (System)[ =

‘ ‘ Border Color v

t Additional Formatting Options

¥ Custom CSS Style Options (HTML Only)

The report will update with the Grand Total at the end of the table.

Figure 58: Formatted Grand Total in the Table

Zhou ‘YanDong
|zhou |Zhixian.
Zolondek Corey
wolinski Cynthia
Grand Total

Click the Totals icon adjacent to the targeted data element and select After

to apply Sub-Totals following each data element.

Figure 59: Columns and Measures Totals Drop-Down with After Highlighted

cluded & After

Format Labels...
Format Values...

View the updated table with Sub-Totals following the targeted data element.

48



National
E Finance
n@® Center

U. S. Department of Agriculture

N E W O R LEANS, LA

Figure 60: Sub-Totals in the Table
Zebari Debra ] Full-Time 1
[Four 10 Hour Days Per Week Total . ) 23'
Dean Schweinsberg Full-Time 1
Fengqing Lu A Full-Time 1
Herr Timothy L Full-Time 1
Quanwen Li = Full-Time 1
Thompson Robert L Full-Time 1
Must Have 40 Hours Per Week Total i
Abby Cheatham L Full-Time 1

Exclude Data Elements

Step Action

1. Drag a data element to Excluded from the Layout pane. Data elements
located in Excluded will not appear as columns within the table.

Figure 61: Excluded Data Element

Excluded

Employes Profile

B name_empLovee mipoLe B

’ IMPORTANT: Excluding a column prevents the data element from displaying
e as a column within the table; however, the data element will still appear in the
Selected Columns pane within the Criteria tab. Users can easily add a data
element back into a table by dragging it into the Column and Measures
section.

2. Click Done to close the Layout pane and return to the Results tab. Users
can also click Revert to abandon the edits made in the Layout pane.

Figure 62: Layout Pane Done and Revert Buttons

All [~ ] D Adva : £
= LSO

Editing from: " Compound Layout] Done Revert
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3.5. Create Ad Hoc Reports: Exercises

Exercise 3.1: Create an Ad Hoc Report

Scenario: Padma needs to create a report that shows basic demographic information
about the employees in her agency, including how many employees are full-time or
part-time.

Instructions: Follow the steps below to complete the exercise in Insight:

1.
2.
3.

© © N o O

Click the New link from the top navigation bar and select Analysis.
Select the Workforce Profile Subject Area.

From the Subject Areas pane of the Criteria tab, double-click the data elements
outlined below to add them to the Selected Columns pane:

a. Within the Employment Type folder, select
EMPLOYMENT _TYPE_CODE_DESCR.

b. Within the Organization folder, select AGENCY_ABBREVIATION.
c. Within Pay Plan folder, select PAY_PLAN_CODE.
d. Within the Workforce Biweekly folder, select Employee Count.

Navigate to the Results tab. Within the table, drag and drop the report columns
to reflect the following order (left to right):

a. AGENCY_ABBREVIATION

b. EMPLOYMENT_TYPE_CODE_DESCR

c. PAY_PLAN_CODE

d. Employee Count
Click the Edit View icon corresponding to the Title.
Update the title to read “Employment Type by Pay Plan”.
Uncheck the Display Saved Name check box.
Click Done.

Click the Save As icon to and save the Report to My Folders as “Employment
Type by Pay Plan”.
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Figure 63: Employment Type by Pay Plan Ad Hoc Report

Prompts Advanced

- = = o (& =+ W =

ElSubject Areas s A B R GHIF S FE == 4§
= @Wurkfurce Frofile “ || compound Layout

| ) Appointment Type

|23 calendar Time E Title Ql/x

[0 Contact Point

I Employment T by Pay Plan

[} Disability Code I L yoe oy 2y I

22 Employee Leave Table /7R

|2 Employee Profile

|_J) Employee Profile Others

[ Employee salary AGENCY_ABEREVIATION EMPLOYMENT_TYPE_CODE  |PAY_PLAN_CODE  |Employee Count

|2 Employee Salary Others Hl | [as-o1 1 ES 4

|_) Employee Separated - M 1
& Catalog % .57 @ Gs 115
List | All 2 = 4

! AS-02 1 ES 2
[ My Folders EX 1
[} shared Folders GS 32
AS-03 1 ES 1
EX 1
EViews % [§. /7 H X = . = o
ETﬂle AS-04 1 ES 20
Notes:

L

A
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Exercise 3.2: Edit the Styles and Formatting of a Report

Scenario: Padma needs to edit the formatting of the “Employment Type by Pay Plan”
report and apply Sub-Totals to make it easier for her manager to analyze the findings.

Instruction: Follow the steps below to complete the exercise in Insight:

1.
2.

Click the Catalog action link from the top navigation bar.

Click the My Folders to locate the “Employment Type by Pay Plan” report that
was saved in Exercise 1. Click the corresponding Edit action link.

Navigate to the Results tab and click the Edit View icon corresponding to the
Table section.

Within the Layout pane, navigate to the Columns and Measures section.

From the Columns and Measures section, navigate to the

AGENCY_ABBREVIATION data element.

Click the corresponding Totals icon and select After.

7. Within the Columns and Measures section, click on the Totals icon

8.
9.

corresponding to the AGENCY_ABBREVIATION data element, and select
Format Values.

Format the font as Bold and change the cell background to red.
Click OK.

10.Click Done.
11.Click the Save icon.

Check Your Work:

Figure 64: Employment Type by Pay Plan Ad Hoc Report with Formatted Totals Values

Employment Type By Pay Plan
B - G
|Subject Areas @S- BN -89 B #E aB= 4§
@ Warkforce Frafile “ | Compound Layout
& [ Appaintment Type
3 L EVaE
Employment Type by Pay Plan
@ R
AGENCY_ABIREVIATION EMPLOYMENT _TYFE_CODE PAY_PLAN_CODE  |Employee Count
A5-01 1 ES | 4
- M | 1
) [3 15
' 2 |68 ]
AS-01 Total R
& [ My Folders AS02 1+ ES
i [ shared Folders 1
3 37
AS-02 Total I [ E—
Sy [ g2 R E AS03 1 ;s( :
= e [43 57
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3.6. Create a Graph in a Report

Create a New Graph

Step Action

1. Navigate to the Results tab of the ad hoc report editing page.

Figure 65: Report Results Tab

Home | Catalog | Favorites v | Dashboards~ | B Ne

;@8- BV B.-9F @ BE %= i
= @ workrorce Profile “ || compound Layout
@ [ Accounting Office Location
# (23 App Nature of Action Code |

& 3 Appointment Type

® (3 Calendar Time

& (2] Contact Point

[# [ Contact Point Location
[ [Z3Disability Code

[ (23 Duty Station Location
# [ Employee Profile

Historical Employee Data

AGENCY_ABBREVIATION NAME_EMPLOYEE_LAST NAME_EMPLOYEE_FIRST NAME_EMPLOYEE_MIDDLE AGE GRADE LENGTH_OF,

2. Click the New View icon from the Results tab navigation bar.

Figure 66: Report Results Tab with New View Icon Highlighted

Historical Employee Data
| criteria  Results ' prompts | Advanced

= Subject Areas £ l‘_j,,‘?,@@%@ﬁ@ QQ] ﬁ‘ﬁ G = A%

=1 () workForce Profile * | compound Layout
® [Z3Accounting Office Location T -
# 3 App Nature of Action Code
H @R Appcintment Type Historical Employee Data
# [ Calendar Time
] _'_]Con{act Point
# [ Contact Point Location
[# [ Disability Code
# [ Duty Station Location
# (23 Employee Profile

AGENCY_ABBREVIATION NAME_EMPLOYEE_LAST NAME_EMPLOYEE_FIRST NAME_EMPLOYI

ol
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Select Graph from the drop-down menu, and select the desired graph type.

Figure 67: New View Drop-Down Menu and Graph Drop-Down Menus

Employee Data

Results \Promplsﬂ Advanced .

Home | Catalog

Favorites v

Dashboards +

E New ~

BS Ope

f Arcas ;REHBRER B AT A BE S =
HkForce Profile “ || compound Layout Title
Accounting Office Location ‘= B3 Table
App rtiature of Action Code N Title [ Pivot Table
Appointment Type Historical Employee Data )
Calendar Time
Contact Point Table Craph > ld Bar > i Default (Vertical)
Contact Point Location D Gauge * = s Vertical
Disability Code HL .
) M Funnel *» & Area > B Horizontal
Duty Station Location
Employee Profil AGENCY_ABBREVIATION @ map D rie a1 Stacked Vertical DIE | AGE |GRf
Employee Profile Others _ | ||AsoL A W Filters [ Lne-Bar > E= Stacked Horizontal 58|11
: . b 7 i &g Selection Steps Y Time Series Line  § ACANE T 7115
b % leh 7 @ A oherviens > fig e | I 5815
El » . areto I P 4415
Folders Arifa [x4 Scatter 1 L 4315
ed Folders Asmar [%] Bubble | IRECD 4415
Bernard B Radar I 2503
Bibhuti R 67|15
Beaclo aicbon, < EIEP)
4. View the new graph component at the bottom of the report.
Figure 68: Initial Graph with No Customizations
| Results ! ‘Promprs\| Advanced . EE
Areas R BEE0 B0 @ BB D =
fbofte profie ” ptamnound Lavout
7coounting Office Location | |
4pp Nature of Action Code ‘ h
Appointment Type il
[Calendar Time tmpleyee Count
[Contact Point
[Contact Point Location
Disability Code g
Duty Station Location 2
Employee Profile £
[Employee Profile Others i =
e 1 &
ek .
fi] Masiddwaws Sgs Sen HisSER AR Tes Gas ShrgusiusaTES
- IEE EEZ O 207 nfp 80p 0By o2 895 925 205 225 U5 ¥55
olders gd2 o8 832 852 855 8f2 ng5 835 5F5 =85 Bak Uty S%s 888
2d Folders E§ g%%’ §§ Eg m§§ Sg’r ;&g m§§ Eg g% D§§ @Eﬂ“ @ﬁ’:i Uég
g8 528 BE Ba o3 o7 "m¥ 3 e° 53 2f 37 T8y Sg
o AGENCY_ABBREVIATION, NAME_EMPLOYEE_LAST, NAME_EMPLOYEE_FIRST, NAME_EMPLOYEE_N
(7R

Notes:
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3.7. Edit the Structure of a Graph in a Report
Edit a Graph Using the Layout Pane

Step Action

1. Click the Edit View icon within the graph component of the report.

Figure 69: Graph Edit View Icon

Employee Count
12

1.0
E

ERY

2. Within the Layout pane, customize the structure of the graph by dragging
data elements from the default graph section to Graph Prompts, Sections,
Excluded, Vary Color By, and Excluded

e Graph Prompts: Creates a prompt that will manipulate the data
reflected in the graph.

e Sections: Creates individual graphs for each value within the
targeted data element or creates a slider bar.

e Vary Color By: Defines the data elements that will display in the
legend.

e Excluded: Excludes certain data elements from the graph (data
elements will still appear in the Selected Columns pane in the
Criteria tab).

Figure 70: Graph Layout Pane

TIP: The edits available within the Layout pane will change depending on the
type of graph being modified.
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Create a Slider

Step Action

1. Drag a data element into Sections from the Layout pane within the Results
tab.
2. Click the Display as Slider check box.

Figure 71: Graph Layout Pane

Results . Prompis | Advanced

Editing from: " Compound Layout” | Done

Areas 8B WE WS & [WE]20] 38 | | sary I vefault (vertical) . M Defauit, Ll 20
JkForce Profile ‘: E Layout
Accounting Office Location e S S
spp Nature of Action Code | =

Appointment Type — Q| Sections [ (7] Display as Slider
[Calendar Time

[Contact Point g
[Contact Point Location SRARE

Disability Code Bar Graph
Puty Station Location | = Bars
Employee Profile 4 |
3. View the updated graph with the Slider. The Slider marker value (indicated in
red text below the Slider marker) changes based on the position on the
Slider.
Figure 72: Customized Graph with Slider
()l mfpmm—— |
Employee Count
30
25
E 20
& W AS-01
@ 15 W AS-10
- W AS-20
§ 10
5
0
’ IMPORTANT: When time dimension data elements are part of a report, a

- Slider will allow the user to visually depict change over time.
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3.8. Customize the Styles and Formatting of a Graph in a Report
Update Graph Properties
Step Action

1. Click the Properties icon in the Results tab navigation bar with the Layout

pane open.

Figure 73: Properties Icon Highlighted

O R L EANS |

IEIV Ii‘\Jv Q @ i) E@ (5? I ﬂ ‘M||3§ “LBarv HJ_DefauIt(Vertical)v UDefau\tv .,

(] _ 10
i
Employee Count
30
%
£ :
= Layout

| Drag/drop measures, columns and hierarchies to determine graph layout

Graph Prompts

|1! Sections i3 Display as Slider

L A

] IMPORTANT: The icons within the Results tab navigation bar will update

7= based on the type of graph.
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2. Use the Graph properties window to customize stylistic properties of the
graph.
e General: Changes the position of the graph legend and
enables/disables zooming on the graph.
o Style: Customizes the graph’s appearance, such as formatting the
plot area, legend, and background.
e Scale: Sets the scale and scale markers in the graph.
o Titles and Labels: Edits the title, axis titles and graph labels.
Figure 74: Graph Properties Window with Tabs Highlighted
Graph properties (]
| | General Style Scale Titles and Labels
Canvas Width |640 Pixels
Canvas Height (330 | Pixels
Legend | Default (Right)[ = |
Zoom and Scroll [Z] Enable for Horizontal Axis
I Enable for vertical Axis
Master-Detail [ |isten to Master-Detail Events
Event Channels
Animation ¥ Animate graph on Display
Help | OK || Cancel
Notes:
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QUICK TIP: Edit the General Appearance of a Graph

Step Action

1. Navigate to the General tab from the Graph properties window to customize
the legend position, enable scrolls, etc.

Figure 75: Graph Properties Window General Tab

Graph properties (%

General | Style Scale Titles and Labels

Canvas Width (640 Pixels

Canvas Height 330 Pixels

Legend | Default (Right)[ = |

Zoom and Scroll Enable for Horizontal Axis

Enable for Vertical Axis

|

Master-Detall [T |isten to Master-Detail Events

Event Channels

=

Animation Animate graph an Display

Help OK || Cancel

2. Click the Legend drop-down to choose the position of the legend within the
graph.

Figure 76: Graph Legend Drop-Down Menu

Canvas Width 640 Pixels

Canvas Height |330 | Pixels

Legend [Default (Right)| =

Zoom and Scroll

Master-Detail
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QUICK TIP: Edit the Stylistic Formatting of a Graph

Step Action

1. Navigate to the Style tab from the Graph properties window to update styles
and appearance of the data, plot area, legend and canvas.

Figure 77: Graph Properties Window Style Tab

Graph properties @|

General J Style | fscale Titles and Labels

Graph Data
Style | Default E| Style and Conditional Formatting Iﬂ
O 3p
Plot Area

Background EB
Gridlines @ pefault © Specify
Major Grid Horizontal Lines Vertical Lines
Color |:|

Minor Grid Horizontal Lines

Color |:|“

Legend
Background [ M @ Transparent

Border EB

Canvas Colors and Borders
Background [ M 1 gradient

Border EB

\ Help 0K || Cancel

2. Programming the styles within Graph Data will customize the colors of the
legend. Click the Style icon to open the Style and Conditional Formatting
window.

Figure 78: Graph Properties Window Style Tab with Style Icon Highlighted

Graph properties @]

General Style L Scale Titles and Labels

Graph Data

Style |Default [ ] style and Conditional Formattin

O sp

Dot Ao

Style: Applies Style and Conditional Formatting to a graph view.
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Use the Style and Conditional Formatting window to customize the colors in
the graph based on position.

Figure 79: Style and Conditional Formatting Window

Style and Conditional Formatting [
Style Formatting . Conditional Formatting
Bar
Custom Formatted Positions: ¢
Position | Color
| Help | | OK || Cancel

Click the New icon to add a new position to format.

g

Style and Conditional Formatting

Style Formatting . Conditional Formatting

Bar
Custom Formatted Positions: Ex
Position Calor
1 | M
Help OK || Cancel

Figure 80: Style and Conditional Formatting Window with New Icon Highlighted

New: Creates a new item for the function that the user is editing.

Select a color for each position required in the graph and click OK.
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QUICK TIP: Edit the Graph Scale

Step Action

1. Navigate to the Scale tab from the Graph properties window to update the
Axis Limits and Axis Scale for the graph.

Figure 81: Graph Properties Window with Scale Tab Highlighted

Graph properties (=
General Style Titles and Labels

Vertical Axis

Axis Limits
Axis Limits | Default (Dynamic) E|

Minimum
Maximum
Axis Scale
Tick marks a Emic
! Specify

Show Major Ticks
Show Minor Ticks
Use logarithmic scale

Scale Markers /

Help OK || Cancel

) IMPORTANT: When customizing Tick marks, users are identifying the
- number of tick marks that will appear, not the intervals in which Tick marks
appear.
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2. Use Axis Limits to force minimum and maximum values for the graph.

Figure 82: Axis Limits Section of the Graph Properties Window

Axis Limits
Axis Limits | Default (Dynamic) [ = |
Minimum

Maximum

q IMPORTANT: Leaving the default settings to Dynamic allows Insight to
7 automatically scale the graph [Recommended].

Notes:
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QUICK TIP: Edit the Graph Title

Step Action

1. Navigate to the Titles and Labels tab from the Graph properties window to
customize graph and axis titles and format graph labels.

Figure 83: Graph Properties Window with Titles and Labels Tab Highlighted

Graph properties (2]
General | Style | Scale I Titles and Labels I
Graph Title
Title : @
¥ yUse measure name as graph title
Axis titles
Vertical Axis - f&l
¥ Use measure name as axis title
Horizontal Axis ‘%l
¥ Use column name as axis title
Labels
Legend &y
Vertical Axis Labels -‘.%
Horizontal Axis Labels t%]
Data Markers .{%]
Help OK || Cancel

] IMPORTANT: When a report is run, the default is for the data markers (data
$7 labels within the graph) to display as a user scrolls over the graph. By clicking
Data Markers users can change the settings to always or never display the
individual data values in a graph view.
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Click the Use measure name as graph title check box and the Use column
name as axis title check box below the respective title to customize graph

and axis titles.

Figure 84: Graph Properties Window with Graph and Axis Titles Checkboxes Highlighted

( Graph properties

()

én

én

General | Style | Scale | Titles and Labels .
Graph Title
Title _|Employees by Agenc t.%
Axis titles
Vertical Axis
]
Horizontal Axis  |Agency Abbreviation
Labels
Legend t.%
Vertical Axis Labels @
Horizontal Axis Labels t.%
Data Markers c%

Help

OK

Cancel

Click the corresponding Format Heading icon to edit the display and font

options of each title and/or label.

Figure 85: Font Format: Title Window with Font Format Tab Highlighted

Font Format: Title

Display Options | Font Format

5

¢ BB

Font

Family | Default (System)

~

[=]

Color

Style | Default (System) E|

Size

Effects | Default (System) E|

Help

OK || Cancel

Click OK.
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QUICK TIP: Share the Logic Behind a Report

Step Action

1.

Navigate to the Advanced tab from the ad hoc report editing page.

Figure 86: Advanced Tab

winsigHT Business Intelligence Delivered

Referencing the Results
These links will execute the saved analysis. If the analysis is updated in the future, these links will reflect the changes.

Employee Listing of Cash Awards

Click this link to return 2 page at 2 time with links to refresh, modify, and view 2 printable version of the results, Suitable for use as 2 Bookmark or Favorite and within Web pal

Emplovee Listing of Cash Awards
Click this link to generate and download a Web Query (.Iqy) file (after first prompting for your user ID and password) and retrieving the formatted results into Microsoft Excel.

Analysis XML
The following box contains an XML representation of this analysis. Use extreme care when modifying this XML code.

<sawireport xmlns:saw="com.siebel.analytics.web/report/v1.1" xmlns:xsi="http://w «
<saw:criteria xsi:type="saw:simpleCriteria®™ subjectArea="&quot;Personnel Hist{Es
<saw:columns>
<gaw:column xsi:type="saw:regularColumn" columnID="c3eel3ebdaldli3lced™ a
<saw:columnFormula>
<sawx:expr xsi:type="sawx:sglExpression">"Personnel History Emplc
<saw:displayFormat>
<saw:formatdSpec visibility="hidden™ suppress="repeat" wrapText="t
<gaw:tableHeading>
<saw:caption fmt="text">
<saw:text>Metrica</saw:text></saw:caption></saw:tableHeading>
<saw:cclumnHeading> -
P —— »

Highlight the XML code. Right-click and select Copy. Users can now share
this XML code with other users to duplicate the report.

Figure 87: Advanced Tab with XML Code and Copy Option Highlighted

Analysis XML

The following box contains an XML representation of this analysis. Use extreme care when modifying this XML code.

<saw:report xmlns:saw="com.siebel.analytics.web/report/v1l.1" mmlns:xsi="http://wiPy
<saw:criteria xsi:type="saw:simpleCritec g = " s quot ; Personnel Hist{iE
<saw:coLums> T

<saw:column xsi:type="saw:regular 2="c3ee3ebdald131ced” a

Cut

<saw:columnFormula> _
<sawx:exXpr x3i:type="sawx:s
<saw:displayFormat> _ Paste

<saw: formatSpec wvisibility= Delete

<saw:tableHeading>
<saw:caption fmt="text"> Select all

<saw:text>Metrica</saw:tomtr T omneerrron></saw: tableHeading>
<saw:columnHeading>

Personnel History Emplo

3s="repeat™ wrapTeat="t
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Click the New action link and select Analysis from the top navigation bar.
Figure 88: Home Page with Analysis Option Highlighted in the New Drop-Down Menu

_A Mot

purlaar
@ Mo recommendations are camenty svalabie. Mot Popular tems will be displayed here when resulls become svalatie,

Select the desired Subject Area from the list of options.

Figure 89: Subject Area Drop-Down Menu

Jashboards ~ | J§ Mew~ | B® Open~ | Signed In As

Select Subject Areg

@ Administrative Billings and Collections
irce @ Payroll Accounting System
@ Personnel History

@ ‘Workforce Profile

Datg

IMPORTANT: Users must select the same Subject Area as the XML report.

Navigate to the Advanced tab from the ad hoc report editing page. Paste
the XML code within the Analysis XML section.
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Click Apply XML.

Figure 90: New Analysis Advanced Tab with Apply XML Button Highlighted

wINSIGHT Business Intelligence Delivered

Untitled
| Criteria | Results | Prompts  Advanced

Analysis XML
The following box contains an XML representation of this analysis. Use extreme care when modifying this XML code.

<sawireport xmlns:saw="com.siebel.analytics.web/report/vl.1" xmlns:xsi="http://w »
<saw:criteria xsi:type="saw:simpleCriteria® subjectArea="&quot;Personnel Hist

<saw:views/></saw:report>

= o

[Z] Bypass Oracle BI Presentation Services Cache

Partial Update | Default Z|
Apply XML

IMPORTANT: Users should delete any existing XML code in the XML area
before pasting the new code in it.

Navigate to the Results tab of the ad hoc report editing page to view the
result of the report.

Figure 91: New Analysis After XML Code was Applied

wAnSIBHT Business Intelligence Delivered

| Citerla © Results ' Prompts "{ Advanced

E Subject Areas ;A E-HBLEHA B9 A BR B M

=1 (@) Personnel History * || compound Layout
# (33 Appointment Type
5 () Caedr Time /%
# [ Contact Point
@ [Disability Code /%
& () Employee Type Do Not Distribute.
@ [(AERI Code
% [ Fiscal Time e Rn
# (3 Location “NOA Code”."NOA_CODE" IN (840, 841, '842', 843, '844', '849', W78, '879', 665", 866, 667, 869)
& (3 Occupational Series and "Calendar Time" "YEAR_ID" > 1990
# () Organization
@ CINOA Code % / x
& CapaTco
& () Pay Plan

5 (23 Personnel History Biweekly Employee Count 5798
® [ Personnel History Empioyee |

@ [ Personnel History Employee € Average Number of Awards per Employee 6
& [ Personnel Action Average Award Amount $1,887.67
= Cgpol =

‘ » LR

- Catalog ® /@

List Al . Org Structure Pay Plan  Occ Series  Grade/Step  Employee Name Date Awal Award Amoul

31 (3 my Folders DS010100000000000000 32 G5 13 ) R KRR . .

71 [ shared Foiders %2 oS = R . -

68



E National
Finance
n@® Center

U. S. Department of Agriculture

N E W O R L EANS L A

3.9. Create Ad Hoc Reports: Exercise

Exercise 3.3: Create a Graph

Situation: Padma needs to add a graph to the “Employment Type by Pay Plan” report
that displays the number of full-time and part-time employees by agency.

Instruction: Follow the steps below to complete the exercise in Insight:

1.

a & DN

© ©® N ©

Click the My Folders to locate the “Employment Type by Pay Plan” report that
was saved in Exercise 1. Click the corresponding Edit action link.

Click the New View icon from the Result tab navigation bar.
From the menu of options, select Graph, then select Bar, then select Vertical.
Click the Edit View icon corresponding to the graph component of the report.

Drag the EMPLOYMENT_TYPE_CODE_DESCR data element to the Vary Color
By (Horizontal Axis) section.

Drag the PAY_PLAN_CODE data element to Sections.
Click the Display as Slider check box.
From the Results tab navigation bar, click the Properties icon.

Within the Graph Properties window, navigate to the Titles and Labels tab.
Uncheck the Use Measure Name as Graph Title check box.

10.Update the graph title to read “Employment Type by Pay Plan”.

11.For the horizontal axis, uncheck the Use Column Name as Axis Title dialog box

and edit the horizontal axis to read “Agency”.

12.Click OK.
13.Click Done.

14.Click the Save As icon and save to My Folders as “Employment Type by Pay

Plan — Graph”.
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Check Your Work:

Figure 92: Employment Type of Pay Plan Graph with a Slider

Home | Catalog | Favorites v | Dashboardsv | I§ New v

Criteria * Result: ) Prompts Advanced

ElSubject Areas @A BB B-IF M EEs=

= @Workfarce Profile “ | Compound Layout

|_2) Appointment Type

[ calendar Time = A %/*
|_1) Contact Point
[_7) Disability Code
[ Employee Leave
|_) Employee Profile Employment Type by Pay Plan
[_J) Employee Profile Others 35
|_2) Employee Salary

[_J) Employee Salary Others
|_2) Employee Separated « M

=l Catalog o eh /W@

List [al [~]

[ My Folders
[# [ Shared Folders 05

0.0

(S EILS T T 7 7 7 7 = o)

3.0

20
M Ful-Time

Employee Count

1.0

AS-20

- Views o8 I—Qv 7 ﬁl;? m Agency

3.10. Chapter Review
Chapter Summary
Having completed this chapter, you should now be able to:
e Demonstrate how to create a new ad hoc report
¢ Demonstrate how to apply formatting from an existing report

e Demonstrate how to create and customize a graph within a report

Notes:
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4.0. Customize and Create Ad Hoc Dashboards

4.1. Chapter Overview

This chapter will review how dashboards provide users with the “30,000” foot view of
data with the option to drill-down to a detailed look at a specific interest point. Insight
provides the following options for dashboard customization and creation:

e Manipulating the layout of objects within a dashboard
¢ Adding and naming multiple dashboard pages

e Creating new ad hoc dashboards

Chapter Objectives
By the end of this chapter, you will be able to:
e Demonstrate how to edit a common dashboard
e Demonstrate how to customize a common dashboard with styles and formatting

e Demonstrate how to create a dashboard using existing reports

4.2. Customize a Dashboard with Styles and Formatting

Copy a Common Dashboard into My Folders

Step Action

1. Navigate to the Common Report Library by clicking the Catalog action link
from the top navigation bar.

Figure 93: Common Report Library with Catalog Action Link Highlighted

AnsIgHT Business Intelligence Delivered

Location /Shared Foiders/1. Common Report Library
t Name A-Z - Show More Details
Administrative Billings and Collections | Last Modified 3/5/2013 9:01:52 AM | Created By System Account
Benefits | Last Modified 3/5/2013 9:01:52 AM | Created By System Account
forew
Compensation | Last Modified 3/5/2013 9:01:52 AM | Created By System Account

' Dashboards | Last Modified 3/5/2013 9:01:52 AM | Created By System Account

Labor Relations | Last Modified 3/5/2013 9:01:52 AM | Created By System Account

forew
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Navigate to the desired dashboard within the Common Report Library.

Figure 94: Common Dashboard Highlighted in the Common Report Library

Catalog

v@ﬂﬂﬁﬁvl £ /; - v &%

Home | Catalog | Favorites v

|| || Location /shared Folders/1. Common Report Library/Dashboards

Dashboards v | [

[ [£3 shared Folders

E Folders [BIGE | ype AN [] sot Name A-Z [~] T show More Details
|1 My Folders Q.

= |23 1. common Report Library |
28 Dashboards 15
& [ Administrative Billings and
[ Benefits ]

Employee Loss Dashboard | Last Modified 3/18/2013 7:02:28 AM | Created By System Account
Expand | Open | More v

New Hires Dashboard | Last Modified 3/15/2013 9:33:29 AM | Created By System Account

& [ Compensation
[ Labor Relations ;
& [ Performance Managemen!;

=

== Exngnd | Open | More «
= Workforce Profile Dashboard | Last Modified 3/15/2013 9:33:29 AM | Created By System Account
LIEE

Expand | Open | More v

[) Personnel Transactions |~

m | 3 A

Click the More action link and select Copy from the drop-down menu.

Figure 95: More Drop-Down Menu with Copy Highlighted

Catalog

BRI EL =R

Home | Catalog | Favorites v | Dashboards ~ | [

| ) Personnel Transactions
] | m | 3

= v 2 re ‘ Location /Shared Folders/1. Common Report Library/Dashboards
E Folders [FBIE2 || ype AN []sort Name A-Z [+] 1 show Mmore Details
Lty Folders = I hboard | odified 3/18/ | ed
= ] = Employee Loss Dashboa Last Modified 3/18/2013 7:02:28 AM | Created By System Account
(=1 |3 shared Folders Ea ploye Y Syst
=l 23 1. Common Report Library == Expand | Open | More v
2% pashboards E
[2) Administrative Billings and |= New Hires Dashboard | Last Modified 3/15/2013 9:33:29 AM | Created By System Account
[=1=]
|_) Benefits L == Expand | Open | More
[ compensation
[C3 Labor Relations — Workforce Profile Dashboard | Last Modified 3/15/2013 9:33:29 AM | Created By System Account
[=1=]
[ Performance Management EID

= Tasks
@ Dashboards

(5 Expand i

(DRSS &P Create Shortcut
b4 @ Properties
Copy 4

Expand | Openj| Mare »

'

@ Create Shortcut

(8 Properties
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Navigate to My Folders and paste the dashboard into the desired location by
clicking Paste from the Tasks pane.

Figure 96: Catalog with the Folders Pane and Paste Action Link Highlighted

»ANSIGHT Business Intelligence Delivered

[ hv i R [E G | Lecation /My Folders
ype Al [~] sorr Name A-Z [] £ show More Details

L= Folders
= |55 my Folders
& 3 Subject Area Contents
@ (@ My Dashboard
= ({3 workforce Profile Dashboard -
= (3 shared Folders Cal
= |2 1. Common Report Library l—-‘
@ (2% Dashboards

j My Dashboard | Last Modified 3/17/2013 2:05:03 PM | Created By Train57
=
R Expand | Open | Edit | More v

Subject Area Contents | Last Modified 3/17/2013 2:05:03 PM | Created By System Account

Expand | Mores
@[3 Administrative Billings and Co| == Workforce Profile Dashboard | Last Modified 3/17/2013 2:10:14 PM | Created By Train57
@ [ Benefits
# [23 Compensation
® [JLabor Relations
& [ Performance Management
@ [ Personnel Transactions
& [C)Regulatory Compliance
# [ Separations
[ [ staff Acquisition
(& 23 Workforce Profile
2. Insight System Reports
& [ 3. Shared Across Agencies
# | 4. Agency Folders

e Expand | Open | Edit | More v

= Tasks
[EmyFolders
[ Expand 1

&P Create Shortcut
& Properties

Click the Edit action link that corresponds to the newly pasted dashboard.
Figure 97: Common Dashboard within My Folders and Highlighted Edit Action Link

Home | Catalog

Catalog
v i) [@ﬁn v | 5h /v v R [ [T | Location /My Folders/Dashboards
= Folders [F2lGd | Type A [+] sort Name Z-A [+] B §
E |2 My Folders -

= Workforce Profile Dashboard | Last Modified 3/19/2013 12:19:04

& [ Subject Area Contents =g
My Dashboard aa Expand | Ope | More w

m
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View the ad hoc dashboard editing page to edit the structure of the
dashboard using the following components:

e Dashboard Objects: Lists the structural elements (e.g., column,
section) and individual items (e.qg., text, action link) available for
dashboard development.

e Catalog: Provides access to saved items (e.g., reports, dashboard
prompts, etc.) in My Folders and Shared Folders.

e Dashboard workspace: Outlines the dashboard components as
they appear when the dashboard is run.

Figure 98: Ad Hoc Dashboard Editing Page
nsigHt - .

Workorce Profile Dashboard B e | Bope sgned InAs Trains?
Worklorce Profile . Workforce Employment Profle | Worklorce Profle Detaled Report @5 Greewprn G C
= Dashboard Objects

[ Column

B Section

g Alert Section

@ Adtion Lnk

{ Action Link Menu

[ Uinkor mage

g Embedded Content

_J Text

) Folder

Business Intelligence Delivered

)
Catal ‘[at‘ i
atalog ' — j
8 [ My Folders 23
8 (] shared Fokders
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7. Use the ad hoc dashboard navigation bar to customize, preview, and run a
dashboard.
Figure 99: Dashboard Navigation Bar

B hprevew R (1D |3
a Add Dashboard Page: Adds a new page to the dashboard.
@ Delete Current Page: Deletes the current dashboard page.
a Preview: Previews a dashboard before it runs in a new window.
[} Run: Runs the dashboard to view results.

Notes:
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Dashboard Objects

Step Action

1. Use the Dashboard Objects pane to drag and drop dashboard objects to
structure the layout within the Dashboard workspace.

e Column: Defines columns within a dashboard page to structure
the layout of a dashboard (e.g., side to side, horizontal, vertical).
Users can create as many columns on a dashboard page as
needed.

e Section: Divides a dashboard column into components. Sections
are used within columns to structure content and can be aligned
vertically or horizontally.

o Alert Section: Adds a section that displays alerts from schedulers.

e Action Link: Embeds a link in a report or dashboard. These links
can navigate users to existing reports within Insight or external
websites.

e Link or Image: Adds text or image web links to a page. This
allows users to include a logo or image that brands a dashboard for
an organization.

e Embedded Content: Displays another web page inside a
dashboard page.

e Text: Includes static text or HTML within a dashboard. This feature
allows users to add notes for a consumer of the dashboard (e.g.,
For Internal Purposes Only).

Figure 100: Ad Hoc Dashboard Editing Page with Dashboard Objects Pane Highlighted

Worktorce profile Dashboard - GRE
wWorkforce Profile ' Workforce Emwnent Profile | Workforce Profile Detalled Report g

=/ Dashboard Objects
[0 Column

] section

L Alert Section

{@ Action Link

[§ Action Link Menu
[ LUk or Image
=
£ |

[E Embedded Content
S| Text
Folder
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Remove Dashboard Components

Step Action

1. Hover over the Section and click the Delete icon to remove a Section.

Figure 101: Dashboard Section with Delete Icon Highlighted

= Lo
2. To remove an individual report within the dashboard, hover over the report
and click the Delete icon.
Figure 102: Dashboard Report View with Delete Icon Highlighted

g IMPORTANT: When editing a common dashboard, users can remove
=8 | individual reports or Sections but should not remove an entire dashboard

page.

2 IMPORTANT: There is no “undo” option available once a dashboard
-l | component has been removed.

Notes:
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Edit Dashboard Print Properties

Step Action

1. Click the Edit icon from the dashboard navigation bar in the ad hoc
dashboard editing page.

Figure 103: Ad Hoc Dashboard Navigation Bar with Edit Icon Highlighted

Spe e pre HEY

e

2. Select PDF and Print Properties.

Figure 104: Dashboard Edit Icon Drop-Down Menu with PDF and Print Properties
Highlighted

& =] hrreview >rin HEA

—— pe
Page Report Links...

Prompts Buttons on Current Page »

&/ Allow Saving Personal Customizations
Publish Page to Dashboard...

3. Use the Print Options window to customize the page settings and choose
whether to include a Header or Footer when the dashboard prints.

4. Select the respective check box and click Edit to customize the Header or
Footer.
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5. Use the Edit Header or Edit Footer window to input text and customize the
stylistic formatting (e.g., font, color, etc.).
Figure 105: Edit Header Window
Edit Header (]
B || i _u || LineBreak || Contains HTML Markup Insert Field » Clear
~ | &
A by ~ | &g
~ | &g
[ Display in browser when applicable
 Help | | OK || Cancel
6. Click the Save icon from the dashboard navigation bar to save edits to the
dashboard.
Notes:
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4.3. Create an Ad Hoc Dashboard Using Existing Reports
Create an Ad Hoc Dashboard

Step Action

1. Click the New action link from the top navigation bar and select Dashboard.

Figure 106: Home Page with Dashboard Highlighted in the New Drop-Down Menu

ANSIGHT Business Intelligence Delivered

Create... (O
reate Tﬁ Recent

3" Analysis and Interactive Repaorting Dashboards
Analysis | Dashboard | Morew Workforoe Profike Dashboad -,

=

rkiorce Profike Dashbourd
Open | Edit | More

[l Dashboard Prompt

-Jj Published I{Pp«:m‘nu] 1 L Cpen | Edit | More “F Condltion
(] Report | Report Job | More « Published Reparting

ﬁ Actionable Intelllgence Others Report

pen | Mo -

A1 e Ba| Employos Incenli ) —ala] Korce Profile Dashboard vy 3 Report Job i
=6 performance Management L apen | Edit| Mores == Open | Edit | Morew Data Model
S==t| Scorccard | KPL| KPD Watchlist shyle Template

E ais| Empicyee Loss Sub Template

Browse/Manage... Open | Edit] Mores Actionahle Intelligence
Al Contenl & Agenit
@ My Analyses IﬂA Most Popular @A«Lllun
& My Reports 1) o recommendations are currently avallable. Most Popular items will be displayed he  performance Management
& My Scorccands nrv:om'am
@ ™My Agent Subscriptians g Pl
My et KPI Walchiist
Report Jobs
Report Job History
2. View the New Dashboard window to define a custom name for the

dashboard and save it to a defined location. Select the desired location from
the Location drop-down or select Browse Catalog for more options.

Figure 107: New Dashboard Window with Location Drop-Down Menu

[ New Dashboard (=]
Choose a name and location for the new dashboard
Name
Description .
Location | fShared Folders/1. Common Report lerar\f{ Dashboards ﬂ

Content @ /Shared Folders/2. Insight Svstem Reports/Dashboards
"|/Shared Folders/3. Shared Across Agencies/Dashboards
[Shared Folders/4. Agency Folders/Dashboards
Help Browse Catalog... gl
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A warning notification appears: “This dashboard will not appear in the
“Dashboards” menu.” Click OK.

Figure 108: New Dashboard Warning Notification

/%, Warning [2¢]

This dashboard will not appear in the "Dashboards" menu.

OK

IMPORTANT: Users must navigate to the appropriate saved folder within the
Catalog to access a previously saved ad hoc dashboard instead of clicking on
the Dashboard menu from the top navigation bar.

View the ad hoc dashboard editing page to build the ad hoc dashboard.
Figure 109: Ad Hoc Dashboard Editing Page

ot O

Angigh Business Intelligence Delivered seorch [T I © /e e

Ad Hoc Employee Demographics Home | Catalog | Favortesv  Dashboards~ [ wew~ B Openv
page G5 e Dan GG @
Dashboard Objects

[ coumn

[ Section

. Alert Section

§ ActionLink

I Action Link Meny

[k or image

| Embedded Content

LJ Text

3 Folder

Sgned In As Train56 +

Catalog 'l
# )My Folders

# | Shared Folders
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Edit the Dashboard Layout

Step Action

1. Drag and drop the Column object from the Dashboard Objects pane into the
Dashboard workspace.
Figure 110: Dashboard Workspace with Column Highlighted
NSIGHT Business Intelligence Delivered
page 1
§
‘f Action Link Menu
- “NMNQ?::HM
() Foldes
2. Click the Edit icon and select Column Properties to customize the

appearance of the column in the dashboard.

Figure 111: Dashboard Column Properties Menu Option

page 1 QRE GpeeDrn G O
= Dashboard Objects
0] Column
E] Section
[1 ert Section
@ Acton Lk
B Action Link Menu
3 Link or Image
[ Embedded Content
ERE

& Folder

]
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View the Column Properties window, which allows users to customize the
styles and formatting of a Column in the dashboard.
Figure 112: Column Properties Window

Column Properties

[¢ &

Cell
Horizontal Alignment | Default (S\,fstem)E Background Color j

Vertical Alignment | Default (System) E|

[¥] Wrap Text
Border
Position | Default (System) [~ |  Border Style | Default (System) [ = |
I Border Color j
| -

# Additional Formatting Options
[# Custom CSS Style Options (HTML Only)

OK || Cancel

Help

Drag Sections into the existing Columns to continue to build out the structure
of the dashboard.

Figure 113: Dashboard Workspace with Columns and Sections

PR | bPevew > Rin @

page 1
I Dashboard Objects

L Alert Section
@ Action Link
Action Link Menu
% Link or Image
[5] Embedded Content
=] Text

) Folder

H Catalog

Rl 1Y)
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Drag and drop reports into the dashboard from Shared Folders or My
Folders.

Figure 114: Dashboard Workspace with Reports

Business Intelligence Delivered

Ad Hoc Employee Demographics New v | I8 Open ~ | Signed In As Trains6
page 1 BBR (revew DR DY D

Dashboard Objects
[ coumn

IMPORTANT: If users add a common report containing prompts to a
dashboard, the prompts appear when the dashboard runs. Users must first

remove the prompts and save the report to My Folders before using the
report in a dashboard.

Notes:
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Edit a Section

Step Action

1. Click the Vertical Layout or Horizontal Layout icons to arrange the objects.

Figure 115: Dashboard Object Icons

BRE  [(hredew Brn | HE |

=H=
DD Vertical Layout: Arranges items in a Section vertically.
% Horizontal layout: Arranges items in a Section horizontally.

2. Select from a menu of additional editing options from the Section Properties

drop-down menu.

e Format Section: Edits the alignment, background color and
border color.

e Dirill in Place: Specifies how the results appear when a user drills
in a dashboard report. If this option is selected the original report
will be replaced by the drill-down report.

e Collapsible: Specifies whether a user can expand and collapse a
Section.

e Show Section Header: Displays the Section Header in the
dashboard.

e Show Section Title: Displays the Section Title in the dashboard.
Figure 116: Dashboard Object Edit Icon Drop-Down Menu

FE::

Condition...
Format Section...
Rename...

Drill in Place
 Collapsible

Show Section Header

Show Section Title

3. Click the Edit icon corresponding to the Section and select Rename from the
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menu of options.

Figure 117: Dashboard Object Edit Icon Drop-Down Menu with Rename Highlighted

Favorites v | Dashboards~ | [§ New~ | B® Open~ | Signed In As Traing

(B& = | [hprevew D> rn | I |

Caondition...
Format Section...
[  Rename...

= X

Drill in Place

&/ Collapsible
Show Section Header
Show Section Title

Enter the desired Section Title name in the text box within the Rename
window.

Figure 118: Rename Window

Rename Eﬂ
Section 1 ﬂ

Help OK || Cancel
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5. Select the Format icon within the Rename window to customize the Section
Heading’s font styles, color and other styles and formatting options. Click OK.
Figure 119: Section Heading Properties Window
Section Heading Properties [
|<9 5] ‘
Font
Family | Default (System) El Size
Color j Style | Default (System)El Effects | Default [System)El
cell
Horizontal Alignment Default(svstem)lzl Background Color j
Vertical Alignment | Default (System) El
[¥] Wrap Text
Border
Position | Default (System) E| Border Style | Default (System) E|
J;J Border Color j
[
Additional Formatting Options
[# Custom CSS Style Options (HTML Only)
| _OK | Cancel
6. Click OK within the Rename window.
7. Click the Edit icon corresponding to the Section and select Show Section
Title to display the customized section title when the dashboard runs.
Notes:
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Customize a Report View in a Dashboard

Step Action

1. Click on the report’s Properties icon.
Figure 120: Dashboard Report Icons

[Jux

2. Select Show View to open the Show View drop-down menu.
Figure 121: Dashboard Report Properties Icon Drop-Down Menu and Show View Drop-
Down Menu
Display Results »
Report Links...
7 Default Compound \."lev.n Show View | »
Title 1 Rename...
Table 1 Edit Analysis
Graph 1
3. Select the View (e.g., table, graph, etc.) that will display in the dashboard.

Figure 122: Dashboard Report View

88



National
E Finance

n @ Center
U. S. Department of Agriculture
N E W O R L EANS | L A

Edit a Text Section

Step Action

1. Drag and drop a Text object from the Dashboard Objects pane into an
existing Column within the Dashboard workspace.

Figure 123: Text Dashboard Object within a Dashboard Section

2. Click the Properties icon corresponding to the Text object.

3. Enter text and apply the desired formatting by using the formatting options
available (e.g., bold, italics, etc.).

Figure 124: Text Properties Window Preview Section Highlighted

Text Properties [

Enter text and formatting tags below to include on your Dashboard.

B £l Line Break | [C] Contains HTML Markup

[b]Ad Hoc Employee Demographics[/b] -

Preview

lad Hoc Employee Demographics

Help OK || Cancel
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Add and Edit Dashboard Pages

Step Action

1. Click the Add Dashboard Page icon from the dashboard top navigation bar
to create a new dashboard page.

Figure 125: Dashboard Navigation Bar with Add Dashboard Page Icon Highlighted
RS (hpreview DRun ([ | B

2. Name the new dashboard page and click OK.

Figure 126: Add Dashboard Page Window

Add Dashboard Page (2]

Page Name

Page Description

I Help | OK| Cancel
J IMPORTANT: This name appears within a new page at the top of the
7= Dashboard workspace.
3. Click the Edit icon from the dashboard navigation bar in the ad hoc

dashboard editing page and select Dashboard Properties.

Figure 127: Dashboard Edit Icon Drop-Down Menu

E.m.,?_| e Preview [>> Run = Hh Q

Dashboard Properties...
POF and Print Properties...

Page Report Links...

Prompts Buttons on Current Page  »

o/ Allow Saving Personal Customizations
Publish Page to Dashboard...
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View the Dashboard Properties window to customize the Dashboard Page
titles that appear within the dashboard, the order in which they appear,
naming conventions, etc.

Figure 128: Dashboard Properties Window

perties [

Set properties for the Dashboard. Delete, rename, and reorder Dashboard pages.

General Properties
/My Folders/Course 2 Chapter 3/Ad Hoc Dashboard--After Edits/Ad Hoc Employee Demographics

Style | Default (blafp) [ = |
Description

Filters and Variables /
Dashboard Report Links /
Prompts Apply Buttons | Use page settings =]
Prompts Reset Buttons | Use page settings [~]
Dashboard Pages

Except for Hide and Reorder, clicking Cancel will not undo operations in this section.
=2

Pages Hide Page Show Add To Briefing Book
page 1 g | @
page 2 E 5|
Help OK || Cancel

Choose Hide Page or use the arrows to the right of the table to edit the order
of the pages from Dashboard Pages.

Figure 129: Dashboard Pages Section of the Dashboard Properties Window

Dashboard Pages

Except for Hide and Reorder, clicking Cancel will not undo operations in this section.

| Pages Hide Page | Show Add To Briefing Book
page 1 ] [+
page 2 ] ] )
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Select the targeted dashboard page and click the Rename icon to rename a

page.
Figure 130: Dashboard Pages Section of the Dashboard Properties Window with Rename
Icon Highlighted

Dashboard Pages
Except for Hide and Reorder, clicking Cancel will not undo operations in this section. j@

| Hide Page | show Add To Briefing Book
] V]
page 1 [l Wl
i Rename: Renames a dashboard or report components.

Select the targeted Dashboard Page and click the Delete icon to remove a
page.

Figure 131: Dashboard Pages Section of the Dashboard Properties Window with Delete
Icon Highlighted

Dashboard Pages
Except for Hide and Reorder, clicking Cancel will not undo operations in this saection.

' Pages | Hide Page | Show Add To Briefing Book
page 2 o [¥]
page 1 O W

IMPORTANT: Deleting a page permanently removes the page and its
contents from a dashboard. Hiding a dashboard page temporarily prevents a
dashboard consumer from viewing that page but does not remove the page

from the dashboard.
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Save and Run a Dashboard

Step Action

1. Click the Save icon from the dashboard navigation bar to save the
Dashboard.

Figure 132: Dashboard Top Navigation Bar with Save Icon Highlighted
BRE  hpee prn (@B )

2. Click Run from the dashboard navigation bar to run the dashboard.

Figure 133: Dashboard Top Navigation Bar with Run Icon Highlighted

BRE | hree]>rn @ )

Figure 134: Ad Hoc Dashboard in Run View

wiNSIBHT Business Intelligence Delivered

Ad Hoc Employee Demographics

Ad Hoc Employee Demographics

Employees by Agency

Alternate Work Schedule

ALTERNATE_WORK_SCHEDULE_DESCR _ NAME_EMPLOYEE_LAST  NAME_EMPLOYEE_FIRST  NAME_EMPLOYEE_MIDDLE  EMPLOYMENT_TYPE_CODE_DESCR __ Employee Count
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3. Click the Edit icon and select Edit Dashboard from the drop-down menu to
return to the ad hoc dashboard editing page.
Figure 135: Dashboard Run View Edit Icon Drop-Down Menu
=

/  Edit Dashboard g =

& Print >

@ Refresh
Create Bookmark Link
Create Prompted Link
Apply Saved Customization »
Save Current Customization...
Edit Saved Customizations...
Clear My Customization

Notes:
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4.4. Customize and Create Ad Hoc Dashboards: Exercises

Exercise 4.1: Edit a Common Dashboard

Instructions: Follow the steps below to complete the exercise in Insight:

1.
2.

a > w o

Click the Catalog action link from the top navigation bar.

Expand the Shared Folders to navigate to the desired report by expanding the
following folders: Shared Folders >> Common Report Library >> Dashboards >>
New Hires Dashboard.

Click the Dashboards folder to see folder contents.
Click the More action link and select Copy from the drop-down menu.
Navigate to My Folders.

From the Tasks pane, click the Paste icon to add the New Hires Dashboard within
My Folders.

Select the Edit action link corresponding to the New Hires Dashboard.

From the ad hoc dashboard editing page, navigate to Section 4 and locate the
‘New Hire by Pay Plan - Grade’ report. Click the Delete icon.

Drag and drop Section 4 under Section 2.

Click on the Save As icon from the dashboard navigation bar. Save the dashboard
as “New Hires — Revised” in My Folders and click OK.

10. Click the Run icon.

Check Your Work:

Figure 136: Common Dashboard with Customizations

Mo Hires- Revised ome | Catalog avorites v
Mow Hires: by Worklarce 1 dews Hicos g Dvorsiy Demagraptics | ew rms by Superior Qualfcations | tew Hies over Tene | towrires k(B 5 [ehre
| Dashboard Objects

i <
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Exercise 4.2 Create an Ad Hoc Dashboard

Situation: Allison wants to include two of her weekly reports, “Employment Type by Pay
Plan — Graph” and “New Hires by Grade/Step” in a dashboard to ease her reporting
routine.

Instructions: Follow the steps below to complete the exercise in Insight:

1.
2.

From the top navigation bar, click the New action link and select Dashboard.

Within the New Dashboard window, enter the name as “Employee Demographics
by Agency Dashboard”.

3. From the location drop-down, select Browse Catalog.

4. From the Select Location window, select My Folders within the Folders pane.

Click OK.

a. A warning alerting the user that “This dashboard will not appear in the
“Dashboards” menu” will pop up. Click OK.

Click OK.

6. Navigate to the Catalog pane and expand the My Folders.

8.
9.

Within My Folders, locate “Employment Type by Pay Plan — Graph”. Drag and
drop the report into the Dashboard workspace.

Within Section 1, click the Edit icon and select Rename.

Type “Employment Characteristics” in the text box. Click OK.

10.Within Section 1 click the Edit icon and select Show Section Title.

11.From the Catalog pane, drag and drop the “New Hires by Grade/Step” report into

Column 1 within the Dashboard workspace.

12.Within Section 2, click the Edit icon and select Rename.
13.Type “Spotlight on New Hires” in the text box. Click OK.
14.Within Section 2, click the Edit icon and select Show Section Title.

15.Click the Save icon from the dashboard navigation bar.

16. Click the Run icon from the dashboard navigation bar.
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Check Your Work:
Figure 137: Employee Demographics by Agency Ad Hoc Dashboard

tmplayee Demograghics by Agency Dashboard
page 1
Dashboard Objects

4.5. Chapter Review
Chapter Summary
Having completed this chapter, you should now be able to:
e Demonstrate how to edit a common dashboard
e Demonstrate how to customize a dashboard with styles and formatting

e Demonstrate how to build a dashboard using existing reports

Notes:
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5.0. Create Filters and Prompts

5.1. Chapter Overview

This chapter will review the unique value and utility of filters and prompts when creating
ad hoc reports and dashboards.

Chapter Objectives
After completing this chapter, you will be able to:
e Describe the purpose of filters and prompts
e Demonstrate how to create a new filter within a report
e Demonstrate how to apply a saved filter to an existing report
e Demonstrate how to create a report prompt

e Demonstrate how to create a dashboard prompt

5.2. Purpose of Filters and Prompts

Within Insight, users can choose from four different mechanisms to control the amount
of restriction applied to data within a report or dashboard. These mechanisms differ by:

e When the mechanism is applied — before, during, or after the report runs.

e If the mechanism is applied the same each time or can change.

e If the mechanism is a visible element of a report or a dashboard.

Figure 138: Filters and Prompts

Report Prompt
» Restricts data before the report runs + Restricts data within a report each time the

report runs

« Visible element of the report that appears on a
page before the report is in the run view

 Applies every time the report runs

* Not a visible component of the table or
report; works behind the scene of a report

Table Prompt
+* Enables users to select data restrictions after * Enables users to select data restrictions after
the report runs the dashboard runs
» May change each time the report runs » May change each time the dashboard runs
+ Visible element of a table that appears directly * Visible component of the dashboard in the run
above the report table in the run view view
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Filters and Prompts: Filter

Filters are applied within the Criteria tab of the ad hoc report editing page and restrict
the data before the report is run.

Figure 139: Filters Pane

[l
|[= Selected Columns R

Double click on column names in the Subject Areas pane to add them to the analysis. Once added, drag-and-drop columns to reorder them. Edit a column's properties,
formula and filters, apply sorting, or delete by clicking or hovering over the button next to its name.

Organization Employment Type Employee Profile
5 AGENCY_ABBREVIATION 3= B EMPLOYMENT_TYPE_CODE_DESCR i [ NAME_EMPLOYEE_LAST i [ NAME_EMPLOYEE_FIRST &5 B NAME_EMPLOYEE_MIDDLE i

Rl m§ Filters that are applied to a report ¢
= Filters are listed in the Filters pane within % »
Add filters to the analysis criteria by clicking on Filter option for the specific colfmrnyfn the Criteria tab. on in the Filter pane header.

Add a saved filter by clicking on add button after selecting its name in the cata n

/ EMPLOYMENT_TYPE_CODE_DESCR is equal to / is in Part-Time

Filters and Prompts: Table Prompt

Table prompts appear as a component of the report, allowing users to manipulate how
data is restricted in the report after it runs.

Figure 140: Table Prompt

Employee Incentives (3Rs) Home | Catalog | Favorites ~ | Dashboards v

Employee Incentives (3Rs)

DEPARTMENT_CODE is aqual to DS
and "NOA Code™."NOA_CODE™ IN ('815, ‘818, '827)
and "Calendar Time™,"YEAR_ID" > 1950

Table prompts are part of a table
within the run view.

Incentive

Position Legal ~ -
Occ = Type - Legal Recruitment Recruitment
Grade/Step 2 Official Authority -
Series Title (NOA Code Authority Bonus %

Code)

arotyn, Berry A |DSOM 090 0 110
bl Selections in the table prompt e 9%
actively restrict the values in the
table.
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Filters and Prompts: Report Prompt

Report prompts appear on the page preceding a report in the run view, allowing users to
manipulate the restriction on the data each time the report runs.

Figure 141: Report Prompt

InSIGHT

Business Intelligence Delivered

Date of Action

Batwsen - ey

* Department Code Agency Name OrgLvl2

DS w (2l Column Values) » (Al Colurnn Vahuas)
Orglvls OrgLl6 Org LWl 7

(1 Column Values) = (AN Column vakes) > (AN Column values)
Pay Plan Oocupational Series Grade

(A8 Column Values) (A Cohurmn Values) (AN Codurmn Vakues)

Type of Appointment Work Schedulfl Fmployee Incentives (3Rs)
(4 Cohumn Values) * (4N Column Vel Employee Incentives (3Rs)
Incentive Type (NOA Code)

(& Column Values) -

Legal Authority 2nd Legal Aut

(&l Column Vahses) » (AN Cohsmn \al

Edt -Refresh - Copy

Org Structure POI

Employee Incentives (3Rs)

Report prompts appear on the page
preceding the report in run view.

OrgLvi3
{All Coburnn Values)

OrgLvig
{All Golumn Values)

.d

org vl
{All Codumn Valuss)

POL
(Al Cobumn values)

DEPARTHENT _CODE s eusl ta DS
and "NOA Code” NOA_CO0E™ IN (815, 816, 827)
and "Calendar Time", YEAR_I" » 1990

Incentive 2nd
- 5 Position | Lr gal ~ 2
Pay = : Employee  OcC i M Legal Recruitment  Recruitment R
plan |© ISP name Series %:?:_’a' (NOA c‘:::"__“"w Authority  |Bonus B
Code) Code

Report prompt selections restrict
the data as it appears in a report in
the run view.

Filters and Prompts: Dashboard Prompt

Dashboard prompts appear as a component of the dashboard, enabling users to

change the restrictions on the

data and immediately see the impact on the dashboard.

Figure 142: Dashboard Prompts

Dashboard prompts are a visible
component of the dashboard in the

T run view. s |
B —— =7
[ R —— rgl Oyt orglua
o 2 et e 8 e e Y - ey
Orglv § Orglvé Orglvl 7 Orglvi® ol
e Pl g R~y Rl e gy e ™
DccupstonaiSesies  Type of Apposatment  Work Schetue Type of Smpleyment  Employmert Statis
—Fect Vabe-  w  Gelectisbe-  m  -Seectsle-  w  -Selactisbe-  w  —Seect Ve -
f— Grace Doty Sasonsiats Doty Station Gty
e e T RS
Apply | _Fesel
Total Employes Headcount 16,631
| Average Age 45.00
Average Length of Servicoe 1.00
jon Occupational Categol
Allows users to toggle between = gy
the amount of restriction on data DI IS TR AT TV E |
in the dashboard after it is run. : BLUE COLLAR | 13
I aeeica B cer
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5.3. Create a New Filter
Add Filters from the Filters Pane

Step Action

1. Use the Filters pane in the Criteria tab of the ad hoc report editing page to
create new filters and view a vertical list of all filters applied to a report.

Figure 143: Criteria Tab with Filters Pane Highlighted

Employee Roster by Work Schedule Catalog | Favorites ~ | [ 5 i Open + | Sgned In A Traind3 -
Criterla . Resus | Prompts | Advanced = (L]
Subject Areas » ol | E
L = Selected Columns %
Doubde chick on column names in the Subject Areas pane to add them to the analysis. Once added, drag-and-drop cohaming to recrder them. Edit a column’s properties,
formula and flters, apply sorting, of delete by clicking or hovering over the button net to s name.

Organization Emplayment Type Emgiayee Profike
H acEnCy_aBBREVIATION = [ EMPLOYMENT_TYPE_cODE_DESCR 5 El HaME_EMPLOYEE LaST 55 H NAME_EMPLOYEE_FIRST 55 H NAME_EMPLOYEE_MIDOLE 5

# [ Contact Point
#| () Contact Point Location
i [ Cisability Code

¥ oty Station Location

(2 Empicyese Profile
B accession_ist_aume "
B accession_anp_aum_ = Filters Pal
B accession_aumonty -l || Add filters to the analysis crtenia by chching on Filter option fior the spacific column in the Sslected Columng pane, o by clicking on the filter button in the Filter pane
« ™ Add a saved filter by cicking on add button after selecting its name in the catalog pane,
= Catalog LN
Lst Al = Audd Filters e,

¥ (23 My Foiders
#) [ shared Folders

2. Click the Filter icon from the Filters pane and select the targeted data
element.

Figure 144: Filters Icon Drop-Down Menu

1

"Organization"."AGEMCY_ABBREVIATION"

btion for the specific column in the Sele "Employment Type"."EMPLOYMENT_TYPE_CODE_DESC
fing its name in the catalog pane. "Employee Profile”."NAME_EMPLOYEE_LAST"
"Employee Profile"."NAME_EMPLOYEE_FIRST"
"Employee Profile"."NAME_EMPLOYEE_MIDDLE"

pane header.

Add Filters Her
Mare Columns ...

Filter: Restricts the data to a defined set of values.

] IMPORTANT: By selecting More Columns, the user can create a new filter
$7 on a data element that has not been identified as a report column.
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View the New Filter window to customize how the filter restricts data in the
report.

e Column: References the data element selected for the new filter.

e Operator: Allows users to choose the type of restriction applied to the
report (e.g., is equal to, is greater than, etc.).

e Value: Allows users to identify the values to be restricted by the filter.

e Protect Filter: Prevents the filter from being overridden by other filters
or prompts applied to the report.

Figure 145: New Filter Window

New Filter (2]

Column EMPLOYMENT_TYPE_CODE_DESCR iR

Operator |isequal to/isin |Z|

Value v @8

Add More Options~ | Clear All

[T Protect Filter

[C] Convert this filter to SQL

Help OK || Cancel
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Cl
Fi

ick OK to apply updates to the filter. The new filter will list vertically in the

Iters pane.
Figure 146: Filters Pane with New Filter Highlighted

Double click on column names in the Subject Areas pane to add them to the analysis. Once added, drag-and-drop columns to recrder them. Edit a column’s properties,

i
@ wm

|= Selected Columns

formula and filters, apply sorting, or delete by clicking or hovering over the button next to its name.

‘Organization Employment Type Employee Profile
B acency_asereviaTiON i B EMPLOYMENT TYPE CODE DESCR = [E NAME EMPLOYEE LAST i< B MAME_EMPLOYEE FIRST i< H NAME EMPLOYEE MIDDLE 3

b

g m
i

|E Filters
| Add filters to the analysis criteria by clicking on Filter option for the specific column in the S@lected Columns pane, or by clicking on the filter button in the Filter pane header.
Add a saved filter by clicking on add button after selecting its name in the catalog pane.

7 EMPLOYMENT_TYPE_CODE_DESCR is equal to / is in Part-Time

When there are multiple filters applied to one report, by default the filters
have an “AND” relationship. Click the AND action link to change the

relationship to “OR”.
Figure 147: Filters Pane with Logic Functionality Highlighted

<

QE-Fiiters
| Add filters to the analysis criteria by clicking on Filter option for the specific column in
Add a saved filter by clicking on add button after selecting its name in the catalog pai

f" EMPLOYMENT_TYPE_CODE_DESCR is equal to / is in Part-Time

F AGENCY_ABBREVIATION is equal to / is in AS-01
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Save a Group of Filters

1. Click the More Options icon from the Filters pane within the ad hoc report
editing page.
Figure 148: Filters Pane with More Options Icon Highlighted
= Filters ‘ ;]
;Add filters to the analysis criteria by clicking on Filter option for the specific column in the Selected Columns pane, or by clicking on the filter button in the Filter pane Ticater.
Add a saved filter by clicking on add button after selecting its name in the catalog pane.
f EMPLOYMENT_TYPE_CODE_DESCR is equal to / is in Part-Time
| AND 7 AGENCY_ABBREVIATION is equal to / is in AS-01
More Options: Allows users to save a group of filters as an indepe
item in the Catalog.
2. Select Save Filters from the menu of options.
Figure 149: More Options Icon Drop-Down Menu with Save Filters Highlighted
ns pane, or by clicki Add EVALUATE_PREDICATE Function gdq
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3. Use the Save As window to type the name of the filter in the space provided.
Figure 150: Filter Save As Window
Save As [
|Folders T Save In I
. | T Fotders.'--f""ﬂ""ts"!? /My Folders/Subject Area Contents/WorkForce Profill = | K 9 [
| ../1. Common Report Library,
| ..{2. Insight System Reports/ n
| /3. Shared Across Agencies
| /4. Agency Folders/../Workf
4
Name
I Agency 1 Part Time Employees I
w Replace current report filters with a reference to the saved filter
| Help | | OK || Canicel
q IMPORTANT: By default, Insight will recommend the user saves the filter
=8 | within a folder with the title of the Subject Area from which the item was
created (e.g., Workforce Profile). Users should comply with this
recommended location in order to use the filter in future reports.
4. A check box at the bottom of the Save As window allows the user to replace

the current list of filters with a grouped filter referenced by the saved name.
Uncheck this box in order to maintain the ability to edit filters individually.

Click OK.

Figure 151: Replace current report filters with a reference to the save filter Checkbox

Name
Agency 1 Part Time Employees
Description

il ¢

eplace current report filters with a reference to the saved filter I

Cancel
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ep A 0
1. Click the New action link from the top navigation bar and select Filter to
create a new filter that is an independent item in the Catalog.
Figure 152: New Action Link Drop-Down Menu with Filter Highlighted
All [=] B :
0 @New -
Analysis and Interactive Reporting
-2
Employee Loss Dashboard - E.. Dashboard Prompt
Open | Morew ?Cﬂnditinn
Published Reporting
Report
—ula Employee Incentives (3Rs) |—|__|_= Repurt Job
2. Select the desired Subject Area for the filter.
Figure 153: Subject Area Drop-Down Menu
Jashboards - | [ Mew~ | B® Open~ | Signed In As
Select Subject Area
@ Administrative Billings and Collections
o @ Payroll Accounting System
Mo
@@ Personnel History
@@ Workforce Profile
Catg
] IMPORTANT: The Subject Area of the filter(s) must correspond to the
$ Subject Area used to create the report.

107




National

Finance
Center
U. S. Department of Agriculture
N E W O R L EANS | L A

Use the New Filter page to create new filters from data elements in the
Subject Areas pane. Each filter will list vertically in the Saved Filter
workspace.

Figure 154: Saved Filter Workspace

= Subject Areas » @l saved Fitter
I workForce Profile +fl Create a filter for the current Subject Area. Click on a column from the Subject Area pane to Bad It to this filter. Select a saved filter (o apply IS contents to this new )
# | 3 Accounting Office Location
3 [0 app Mature of Action Code | &
# (2 Appointment Type
£l [ Calendar Time
¥ [J)Contact Point
B [ Contact Point Location
# [ Disabilty Code
# [ Duty Station Location
i [ 3 Employee Profile
7 [ Employee Profile Others
# [ Emphoyee Salary
i [ Employee Salary Others N
= Catalog i
) My Folders
#l (23 Shared Folders

Navigate to the Subject Areas pane and expand folders to identify the
targeted data element. Double-click the data element.

Figure 155: Saved Filter Workspace with Subject Areas Pane Highlighted

Untitled
E SUhjE_Ct Areas 3 @ | saved Filter
# [ Employee Profile « §| Create a filter for the current Subject Area. Click on 3

® [ Employee Profile Others

# [ Employee Salary

# [ Employee Salary Others

# [ Employes Leave

B 3 Employment Type
E' EMPLOYMENT_TYPE_COL
5 EMPLOYMENT_TYPE_(

[ Employee Separated

# [ Fiscal Time

® [Z3ERI Code

£ Health Benefit Added bt

m
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Use the New Filter window to choose the Operator (type of filter) and the
values which will be impacted by the filter.

Figure 156: New Filter Window

New Filter [2¢]
Column  EMPLOYMENT TYPE CODE DESCR [i2d

Operator |is equal to / is in E

Value el -]

Add More Options » | Clear All

[T] Protect Filter

[E] Convert this filter to SQL

Help OK || Cancel

Click OK to return to the New Filters page and view the new filter listed in the
Saved Filter pane.

Figure 157: Saved Filter Highlighted within the Filters Pane

Home | Catalog | Favorites v

= Subject Areas 2 @) || saved Filter
B [Z)Employee Profile - |
# [ Employee Profile Others
H [ Employee Salary L
E [JEmployee Salary Others [ A
E [Z)Employee Leave
E 3 Employment Type
B EMPLOYMENT TYPE_COI
B
# [ Employee Separated
® [Fiscal Time
® [_JERI Code Al
E [ZIHealth Benefit Added '
P | ‘

Area pane to add it

f EMPLOYMENT_TYPE_CODE_DESCR is equal to / is in Part-Time

Click the Save As icon to save the filter.
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1. Navigate to the Catalog pane from the Criteria tab of the ad hoc report
editing page.
Figure 158: Criteria Tab with Catalog Pane Highlighted
Employee Roster by Work Schedule
Criteria | Results | Prompts | Advanced .

;.E Subject Areas 1F_ @ﬂ ﬁ"%

=] @Wo;'kForce Profile ~ ;Egélectedaiumns
S [ Sceounting it Loction | = Double click on column names in the Subject Areas pane to add them to the
o :' App r\_lature Gidtiontate S formula and filters, apply sorting, or delete by clicking or hovering over the b
# [ Appointment Type
# [ Calendar Time
E [ Contact Point Organization Employment Type
[ [ Contact Point Location B AceEncY_aBBREVIATION i B EMPLOYMENT_TYPE_CODE_DESCR =
H [ Disability Code
# [ Duty Station Location
# [ Employee Profile e

——— e — | L

|= Catalog P s / @) [ |EFilters

List | All El |Add filters to the analysis criteria by clicking on Filter option for the specific col
| & B3 My Folders | Add a saved filter by clicking on add button after selecting its name in the cata
| ") Shared Folders
] IMPORTANT: When applying a saved filter to a new or existing report, the
P filter and report must be from the same Subject Area.
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Navigate to the saved filter from the Catalog pane of the ad hoc report
editing page and double-click the filter name.

Figure 159: Criteria Tab with Catalog Pane Highlighted

|E Subject Areas ) ’ﬁ‘ E R
= @WorkForce Profile = iE e e e R LT

[ Accounting Office Location | =
# [ App Nature of Action Code
[ Appointment Type
# [} Calendar Time !
[ Contact Point Organization Employment Type j
& [ Contact Point Location E AGENCY_ABBREVIATION i, ' E EMPLOYMENT_TYPE_CODE_DESCR i f
[ [ Disability Code
# [ Duty Station Location

|
| || Double click an column names in the Subject Areas pane to add them to the af
formula and filters, apply sorting, or delete by clicking or hovering over the bu

= Catalog ] e i

st | Al =] = Filters

5 [l My Folders Add filters to the analysis criteria by clicking on Filter option for the specific col
L2y, O &5 Add a saved filter by clicking on add button after selecting its name in the catal

= [} Subject Area Contents
B [ workForce Profile
ngency 1 Part Time Empl

7 part Time Eoplovees
# |_) shared Folders

IMPORTANT: Users can apply filters to a report even if the data element is
not included within the Selected Columns pane. This acts the same as if the
user were to select More Columns when creating a new filter.
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3. Use the Filters Options within the Apply Saved Filter window to customize

how the filter appears within the report.

e Clear all existing filters before applying: Removes all other
filters currently listed within the Filters pane.

e Apply contents of filter instead of a reference to the filter:
Allows the user to choose whether to control all future updates to
the filter in this report, or for the filter to update automatically in this
report when it is changed in its source location.

Figure 160: Apply Saved Filter Window with Filter Options Highlighted

Apply Saved Filter (2]

Filter Location and Contents
Filter Location

/My Folders/Subject Area Contents/Part Time Employees
Contents of Filter

' EMPLOYMENT_TYPE_CODE_DESCR is equal to / is in Part-Time

Filter Options
Choose one or more of the following options to control how the filter should be applied to the analysis.

[ clear all existing filters before applying

(] Apply contents of filter instead of a reference to the filter

Hell 4 OK || Cancel

Notes:
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QUICK TIP: Table Prompts

This section is a review of content introduced in Section 3.4 Customize Report
Structure.

Click the Edit View icon corresponding to the Table in the Results tab of the
ad hoc report editing page,

Figure 161: Report Table with Edit View Icon Highlighted

Home | Catalog | Favoritesw | Dashboards +

Employee Roster by Work Schedule

| Citeria  Hesilis . Prompts [ Advanced ™,

[SublectAreas @GP - BREM OF B % 6 | 4
= @ WorkForce Profile ‘_j Compound Layout

H 3 Accounting Office Location
&l (23 App Nature of Action Code:

& [ Appaintment Type E
& [ Calendar Time | Employee Roster by Work Schedule

® 3 contact Point
® 3 Contact Point Location
= [ Disability Code

.l Dty Stabon L ocafions [AGENCY_ABEBREVIATION __|EMPLOYMENT_TYPE_CODE DESCR _|NAME EMPLOYEE LAST  |NAME EMPLOYEE FIRST _|NAME_EMPLOYEE MIDDLE |
# [ Employee Profil T Fl-Tme | Albrecht | Terrance ) €

k. [ Erploes Prof Ot |Alexander |Korostelaw |KENNETH

& Bl Employce Salary |anderson | Jonathan | MACKIN

Drag the targeted data element to Table Prompts. Click Done.
Figure 162: Layout Pane with Table Prompts Highlighted

E Roster by Work Schedule Home | Catalog | Favorites «

Resilts '\ prompts | Advanced

Areas A EEET IR ElEED
porkForce Profile =
[] Accounting Office Location | EMPLOYMENT_TYPE_CODE_DESCR | Full-Time El

[ A4pp Nature of Action Code
[ Appointment Type

1 Calendar Time

1 Contact Point

[l Contact Point Location

|1 Disability Code

|] Duty Station Location

[ Employee Profile

[) Employee Profile Cthers

1 Employee Salary

Table Prompts 5]

Employment Type

5 emPLOYMENT_TYPE_CODE DESCR 5}

[ Employee Salary Others | Sections

[ Employee Leave 4 wrop Fere F

[ Employment Type N &

[ Employes Separated Table

[ Fiscal Time

] ERI Code - Columns and Measures [
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3. View the table prompt above the table which allows users to restrict data

within the table.

Figure 163: Report Table with a Table Prompt

Employee Roster by Work Schedule

| criteria  Results ' Prompts | Advanced

EISubject Areas 2@ G- BbHWR B SF B B =8

= @ WorkForce Profile * || Compound Layout
3 Accounting Office Location
3 App Nature of Action Code L Title % / b3
gg&::;?:?;?pe 1 Employee Roster by Work Schedule
[3 Contact Point = — hsZ R
3 Contact Point Location |
(3 Disability Code ([ EFPLOYMENT T YPE CODE DESCR Full-Time
3 Duty Station Location
[ Employes Profile Intermittent
[ Employee Profile Others e e LTl [NAME EMPLOYEE FIRST | NAME_EMPLOYEE_MIDDLE
[ Employee Salary AS-01 Albrecht Temance C
3 Employee Salary Others Alexander Korosteley KENNETH
[ Employes Leave Anderson Jonathan MACKIN
QEmeYmem Type i ! Andraa King-Jimenez P
¥ Fmnloves Senarated Arifa Javed L

ElCatalog E leh /@) Asmar Francesca NMN

List [all [~] Bibhuti Parida R

[ My Folders Brownlow Gretchen s

e ——— Cadle Eauoo 1

Notes:
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5.4. Create a New Report Prompt
Build Report Prompts

Step Action

1. Navigate to the Prompts tab of the ad hoc report editing page.

Figure 164: Report Prompts Tab

Employee Roster Home | Catalog | Favortes v | Deshtoards ~ | B vew - | BB Oopen~ | Sioned In As T
| erena | vesy EIw
= Definition
Add prompts for users when they run this analysis. B+ B T‘ 5
Prompt Label Type Prompt For Description Required Muw Columnn |
' Page 1 Page |
2. Click the New icon from the Prompts tab navigation bar.

Figure 165: Prompts Tab Navigation Bar with New Icon Highlighted

@& [+ 2l | -

; Type Prompt For . Description : Required ' New Column
' Page
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Select Column Prompt from the menu of options.

Figure 166: New Prompt Icon Drop-Down Menu

|l | 2

Type Prompt For Description
Page

Variable Prompt
Image Prompt

Select the desired data element from the Column Prompt drop-down menu.

Figure 167: Column Prompt Drop-Down Menu

L4 | Bl0a | 72 %

"Organization”."AGENCY ABBREVIATION" i e S
"Employment Type"."EMPLOYMENT TYPE CODE DEScR'| ~ Variable Prompt
"Employee Profile”."NAME_EMPLOYEE_LAST" Image Prompt

"Employee Profile”."NAME_EMPLOYEE_FIRST"

"Employee Profile”."NAME_EMPLOYEE_MIDDLE"

More Columns ...

IMPORTANT: By selecting More Columns, a user can create a report
prompt on a data element not represented as a column in the report.
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View the New Prompt window. This allows the user to customize the prompt.
e Prompt For Column: References the selected data element.
e Label: Customizes the text that appears next to the prompt.

e Description: Customizes the text that appears as a user hovers
over the prompt label.

e Operator: Allows the user to select the logical operation that will
be applied for the prompt (e.qg., is equal to, is greater than, is less
than, etc.).

e User Input: Determines the appearance of the prompt as a text
field, choice list, slider, check box, radio button, list box, or
calendar.

Figure 168: New Prompt Window

New Prompt: EMPLOYMENT_TYPE_CODE_DESCR (|

Prompt For Column  |"Employment Type"."EMPLOYMENT [z
Label EMPLOYMENT_TYPE_CODE_DESCF

Description

Operator |is equalto/ isin E
User Input | Choice List E
‘# Options

Help 0K || Cancel

IMPORTANT: The User Input options will depend on the type of data being
prompted (e.g., Calendar dates are the only data that can be prompted by a
calendar selection).
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Expand Options to view additional customizations available to the report

prompt, including All Column Values, Require User Input, etc.

Figure 169: New Prompt Window with Options Section Highlighted

Prompt For Column
Label
Description

Operator

User Input

New Prompt: EMPLOYMENT_TYPE_CODE_DESCR

[

"Employment Type"."EMPLOYMENT [igd]
EMPLOYMENT_TYPE_CODE_DESCF

isequalto/isin

Choice List
I

Choice List Values

Default selection
Choice List Width

Set a variable

Help

All Column Values E
[7] Include "all Column Values" choice in the list
[7] Limit values by
[¥] Enable user to select multiple values
[¥] Enable user to type values
[7] Require user input
None |Z|
@ Dynamic @ 120 Pixels
None E
| OK || Cancel

]

-

Click OK to return to the Prompts tab.
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View the prompt listed vertically within the Prompts workspace, documenting
the Prompt Label, Prompted For (data element targeted by the prompt), etc.

Figure 170: Prompts Workspace with Columns Highlighted

1=l Definition
Add prompts for users when they run this analysis,

I-Pmmp[ Label I Type I | Prompt For I Descrlﬁﬁaﬁ
ge 1 Page

EMPLOYMENT_TYPE_CODE_DESCR Column value | EMPLOYMENT_TYPE_CODE_DESCR

TIP: The New Column check box will update based on the user’s selection of
the Horizontal Layout icon and the Vertical Layout icon which structures the
prompts page layout.

TIP: The arrows along the right side of the Prompts workspace allow the
user to change the order of the prompts on the Prompts page.

The Display pane previews the report prompts as they will appear on the
Prompts page preceding the report in run view.

Figure 171: Prompts Workspace with Prompt Preview Highlighted

| Add prompts for users when they run this analysis.

[ Prompt Label : Type ' Prompt For
Page 1 Page
|| EMPLOYMENT_TYPE_CODE_DESCR ' Column value | EMPLOYMENT

= Display

Page 1

EMPLOYMENT_TYPE_CODE_DESCR. —>&fect Value X

Apply || Reset »
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10. Select the desired prompt and click the Delete icon to remove the prompt
from the report.
Figure 172: Prompts Workspace with Delete Icon Highlighted
[= Dedinition
Add prompts for users when they run this analysis. G HWJ, E
Prompt Label Type Frompt For Description | Required New Column
Page 1 Page
' EMPLOYMENT_TYPE_CODE_DESCR Column value |tMPLOYI-'H:NI_IYPE:_(XJl)h_UE5(J{ |
TIP: Once the user selects the prompt, it will be highlighted in blue in the
Prompts workspace.
Notes:
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5.5. Create a New Dashboard Prompt
Build Dashboard Prompts

Step Action

1. Click the New action link from the top navigation bar and select Dashboard
Prompt to create a new dashboard prompt.

Figure 173: New Action Link Drop-Down Menu with Dashboard Prompts Highlighted

«ANSIGHT Business Intelligence Delivered search | I © ~dvanced | Help
Home | Catalog | Favorites~ | Dashboards v BS Open v | Signed In As Fa
Analysis and Interactive Reporting
Create... % Recent [ Analysis
@ Analysis and Interactive Reporting Dashboards [ Dashboard

Analysis | Dashboard | More ~ P - | -
Waorkforce Profile Dashboard -... Workforce Profile Dashboard i Dashboard Prompt d
2 Published Reporting ==} Open | More~ ==} Open | Edit | Morew
Report | Report Job | More v

Published Reporting

ﬁ Actionable Intelligence Others Report
Agent | Action Employee Incentives (3Rs) Workforce Profile Dashboard Ry B9 Report Job @
=%t Performance Management Open | Edit| Morew Open | Edit | Morew Data Model
=art| scorecard | KFI | KPT Watchlist Empiovee L Style Template
El mployee Loss Sub Template
Browse/Manage... Open | Edit| More~ Actionable Intelligence
Al Content v & agent
@ My Analyses MOSt POPUIar {"} Action
@ My Reports (i) No recommendations are currently available. Most Popular items will be displayed he| performance Management
@ My Scorecards ()] scorecard
@ My Agent Subscriptions u KPI
@ My Agents KPI Watchlist
Report Jobs
Report Job History
—
2. Select the Subject Area from which the prompt will be created.

Figure 174: Subject Area Drop-Down Menu

Jashboardz +~ | J§ New+~ | B® Open ~ | Signed In As

Select Subject Areg

@ Administrative Billings and Collections
brce @ Payroll Accounting System
@ Personnel History

@ Workforce Profile
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View the Prompts page to build and customize dashboard prompts.

Figure 175: Dashboard Prompts Page

« | Signed In As Tra

| [ Definition

|| Add promgpts for users when they run tis anabysis.
G| B .
i Prompt Labed Type Prompt For Descriplion Required Mew Column
I Page 1 Page

Click the New icon from the Prompts page navigation bar.

Figure 176: Dashboard Prompts Page with New Icon Highlighted

&[] B 2 %
i Type ; Prompt For i Description l Required | New Column
|Page |

Select Column Prompt from the menu of options.

Figure 177: New Icon Drop-Down Menu with Column Prompt Highlighted

rr BR=11 1= R
Column Prnmpt..lé

Variable Prompt
Image Prompt

Prompt For Descriptio l Column
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Navigate the folders to the data element for the dashboard prompt within the
Select Columns window.

Figure 178: Selected Columns Window

Select Column (3]

Columns

Bl [ WorkForce Profile 2
B (3 Accounting Office Location |

B3 App Nature of Action Code
[ Appointment Type

3 Calendar Time

(3 Contact Point

[ Contact Point Location
[ Disability Code

[ Duty Station Location
(3 Employee Profile

[ [ Employee Profile Others
# [ Employee Salary

E 3 Employee Salary Others
H 3 Employes Leave

® [ Employment Type

® 3 Employes Separated

® (3 Fscal Time

E I ERI Code

E (3 Health Benefit Added
Bl [ Last Action Recieved

B (3 Location

[ 3 Life Insurance Added

[ 3 NAT ACT PREV 3 POS
E [ NAT ACT 2ND 3 POS

[ Fanos Cod

Help OK || Cancel

] IMPORTANT: Reference the steps in Section 5.4 Create a New Report
o Prompt.
Click the Save As icon from the Prompts page navigation bar.
Figure 179: Prompts Page with Save As Icon Highlighted
i)
& |+ | BE |~ %
| Prompt For | Description | Required Mew Column
value | EMPLOYMENT_TYPE_CODE_DESCR i F
’ IMPORTANT: Before the dashboard prompt will work, each report in the

dashboard will need to be updated with the filter “Is Prompted” on the
corresponding data element in order to restrict the report upon users’
selection.
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Link Dashboard Prompts to Reports in the Dashboard

Step Action

1. Click the Catalog action link from the top navigation bar.

2. Navigate to the report which will be impacted by the dashboard prompt and

click the corresponding Edit action link to open the ad hoc report editing
page.

Figure 180: Report in Catalog with Edit Action Link Highlighted

Catalog

Home | Catalog
v GE Eﬁ@“ v | Q Vi v I?_lv ® 5 || Lecation | /My Folders/Reports/Final
|El Folders [felGe _|Ty1:c' All [+] sot Name A-Z [=] [F] Show Mare Details
—_\ (23 My Folders -

[ [ Subject Area Contents 1 Alternative Work Schedule | Last Modified 3/18/2013 1:31:18 PM | Created By Train53
# [@ My Dashboard Open | Edit | Morew
& [ Dashboards

2B Reports Tab] Dashboard Prompt - Pay Period | Last Modified 3/18/2013 2:36:04 PM | Created By Train53

® [ Draft 3 Edit | More
# [ Final .
= 23 Shared Folders Emplgyes Boster by Work Schedule | Last Modified 3/18/2013 10:53:45 PM ‘ Created By Train53
& [E3 1. commen Report Library | Oy Edit [More
i 1. Goramo = o -

Click the Filters icon from the Filters pane in the Criteria tab and select the
data element used to create the dashboard prompt.

Figure 181: Filters Icon Drop-Down Menu

— (= |
Al
I Selected Columns

@

Double click on column names in the Subject Areas pane to add them to the analysis. Once added, drag-and-drop columns to reorder them. Edit a column's properties, formula and filters, apply sorting, or delete by dicking or
havering over the button next to its name.

Organization Employment Type Emplayee Profile

] AGENCY_ABBREVIATION i [E EMPLOYMENT_TYPE_CODE DESCR 5 ] NAME_EMPLOYEE LAST i /5 NAME_EMPLOYEE_FIRST i /[H NAME_EMPLOYEE_MIDDLE i,

EIFilters

"Organization”." AGENCY_ABBREVIATION" T e

"Employment Type"."EMPLOYMENT_TYPE_CODE DESCHF | oprer
"Employee Profile”."NAME_EMPLOYEE_LAST"

Add filters to the analysis criteria by dlicking on Filter option for the specific column in the Selected Columns pane, or by diicking on the filter button i
selecting its name in the catalog pane.

[ "Employze Profile”,"NAME_EMPLOYEE_FIRST"
"Employee Profile”, "NAME_EMPLOYEE_MIDDLE™
Mare Columns ..

Add Filters Here.

TIP: If the data element is not listed in the Selected Columns pane it will not

appear in the drop-down menu. Use More Columns to access a full list of
data elements in the Subject Areas pane.
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4. Navigate to the Operator drop-down menu from the New Filter window and
select Is Prompted.
Figure 182: New Filter Window with Operator Drop-Down Menu and Is Prompted
Highlighted
New Filter [x
Column EMPLOYMENT_TYPE_CODE_DESCR
Operator |is equal to [ is in -
Value :: ig;jaelqtl.?a“]iris not in L“
is less than
[ protect :: ‘\Jer:;'é:;rt\hoapequal o
[F1 Convert !s gb:fvter than or equal to
:: ;gilnul\
is ranked last
is ranked first
contains all
contains any
doss not contain
begins with
ends with
| Help | is LIKE (pattern match) | OK || Cancel
is not LIKE (pattern match) —
] IMPORTANT: Users should repeat this step for each data element in each
7= report impacted by a dashboard prompt.
5. Click OK.
6. Click the Save icon to save changes to the report.
Notes:
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Add Dashboard Prompts to a Dashboard

Step Action

1. Navigate to the dashboard in the Catalog which will be impacted by the
dashboard prompt.

2. Click the Edit action link for the desired dashboard.
Figure 183: Dashboard in Catalog with Edit Action Link Highlighted

Catalog

« () @_’E‘“ v | LEL_/ = b4 [T5] | Lecation | /My Folders/Dashboards
=l Folders = 5|Typ—: All [+] sort [Name A-Z [=] [C] Show More Details
= E M&l:ﬁ:;t Area Contents r—: Ad Hoc Employee Demographics | Last Modified 3/19/2013 2:32:12 PM | Created By Trains3
& U@ My Dashboard | D':' Expand | O Mare v
[ [ Dashboards I
3. From the Catalog pane, locate the saved dashboard prompt.
Figure 184: Ad Hoc Dashboard Editing Page with Dashboard Prompt in Catalog Pane
Highlighted
prom——
page 1
E Da shboa-rd Objects
[ column =
[E] section
L1 Alert Section =
@ Action Link
@? Action Link Menu
[ Unkor Image
|[FEl_Fmhedded Content =
| = Catalog
= |3 My Folders -
[ [ Subject Area Contents ' ‘
[# [z My Dashboard
# |} Dashboards
# [} Reports
I [i:5] Dashboard Prompt - Emple;ll :
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4. Drag and drop the dashboard prompt to the desired location in the
dashboard.
Figure 185: Dashboard Workspace with Prompt Highlighted
1
[ab
5. Click the Save icon to save changes before running the dashboard.
Notes:
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5.6. Create Filters and Prompts: Exercises
Exercise 5.1: Create a Filter Independent of a Report

Situation: Carrie runs a large number of reports highlighting different aspects her
agency’s workforce. For many of these reports, she only needs to see data on the full-
time employees.

Instructions: Follow the steps below to complete the exercise in Insight:

1. Click the New action link from the top navigation bar.

2. Select Filter from the menu of options.

3. From the Select Subject Area window, select Workforce Profile.
4

. Within the Subject Areas pane, expand the “Employment Type” folder and
double-click on “EMPLOYMENT_TYPE_CODE_DESCR".

5. Within the New Filter window, make the following selections:
a. Operator = “is equal to / is in”
b. Value = Full-Time

6. Click OK.

7. Click the Save As icon.

8. From the Save As window, save the Filter as “Full-Time Employee” in the default
Subject Area Contents folder.

9. Click OK.

Check Your Work:
Figure 186: Full-Time Employee Filter Independent of a Report

Full-Time Emplcvyel Home | Catalog | Favorites v | Dashboards v E New v | B Open v | Signed In As Trair
Gsmed HI
ElSubject Areas 4 W || saved Filter
=] [J?]]Workfurce Profile 4 || Create a filter for the current Subject Area. Click on & column from the Subject Area pane to add it to this filter. Select a saved filter to apply its contents to this new filter.
[ Appointment Type . o ]
] Calendar Time .n;‘?z EMPLOYMENT _TYPE_CODE_DESCR is equal to / is in Ful-Time

[ Contact Point
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Exercise 5.2: Add a saved filter to a report

Situation: Carrie would like to add the existing Filter “Full-Time Employee” to the
common report “Leave Data and Usage by Employee”.

Instructions: Follow the steps below to complete the exercise in Insight:

1. Click on the Catalog action link from the top navigation bar.

2. Expand the Shared Folders to navigate to the desired report by expanding the
following folders: Shared Folders >> Common Report Library >> Compensation
>> | eave >> Leave >> Leave Data and Usage by Employee.

Click the Edit action link corresponding to Leave Data and Usage by Employee.

4. From the Criteria tab of the ad hoc report editing page, locate the Catalog
pane.

5. Navigate to the “Full-Time Employee” filter by opening the following folders: My
Folders >> Subject Area Contents >> Workforce Profile.

Double-click on the Full-Time Employee filter.
Within the Apply Saved Filter window, click OK.

Click the Save As icon.

© © N o

Within My Folders, save the report as “Leave Data and Usage by Employee —
Full Time Only”.

10.Click OK.

Check Your Work:

Figure 187: Saved Filter within an Existing Report

eave Data and Usage by Employee- Full Time Only|

Criteria ' Results \| Pmmpts‘| Advanced

[ Appointment Type

[20) calendar Time

[0 contact Foint

[22) Disability Code

[0 Employee Leave

[23 Employee Profile

[0 Employee Profile Others
[ Employee Salary

[ Employee Salary Others
[0 Employee Separated
(22 Employment Type

[Z2) Fiscal Time

HEEEEHEEREBEE®

=/ Subject Areas : GE} ’?‘&E @
El (@) Workforce Profile * | [2 Selected Columns

Double click on column names in the Subject Areas pane to add them to the analysis. Once added, drag-and-drop columns to re]

Employee Frofile Employee Leave
E employee Count i, [ Average AL Used YTD 3= [] Average AL Balance =[] Average SL Used YTD =5[] Average

N

ElFilters
AND "y ORG_CODE_LEVEL_2_DESCR is prompted

W AND f ORG_CODE_LEVEL_3 DESCR is prompted
AND"7 ORG_CODE_LEVEL_4_DESCR is prompted

AND"7 ORG_CODE_LEVEL_5_DESCR is prompted

#l [ Health Benefit Added ~ ||| AND7 ORG_CODE_LEVEL_6_DESCR is prompted
= Catalog - 7@ | | AND  ORG_CODE_LEVEL_7_DESCR is prompted
List [All [~] AND"7 ORG_CODE_LEVEL_8 DESCR is prompted
[Z My Folders AND"F "Workforce Biweekly"."TIME_LINK" = "Calendar Time"."TIME_LINK"
[} shared Folders AND f "Calendar Time"."PAY_PERIOD_NUMBER" = VALUEOF("WFP_BWKLY _PP_init"."wfp_bwkly_pp_var")
AND"F “Calendar Time"."YEAR_ID" = VALUEOF("WFP_BWKLY _PP_YR_intt"."wfp_bwkly_pp_yr_var")
AND" 7 AGENCY CODE is prompted

>

[AND /" Ful-Time Employee
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Exercise 5.3: Create and apply a dashboard prompt

Scenario: Padma wants to include her “Employment Type by Pay Plan” report in a new
dashboard that includes a prompt on Pay Period Number.

Instructions: Follow the steps below to complete the exercise in Insight:

1.

a & DN

Click on the New action link from the top navigation bar.

Select Dashboard Prompt from the menu of options.

Select the Workforce Profile Subject Area.

From the New Prompts page, click the New icon and select Column Prompt.

From the Select Column window, expand the Calendar Time folder, select the
PAY_PERIOD_NUMBER data element, and click OK.

6. The New Prompt: PAY_PERIOD_NUMBER window appears, click OK.

Click the Save As icon. Save the Dashboard Prompt in My Folders as
“Dashboard Prompt—Pay Period”, and click OK.

From the top navigation bar, click on the Catalog action link.

Within My Folders navigate to the previously saved “Employment Type by Pay
Plan” report. Click the Edit action link.

10.Navigate to the Criteria tab.

11.From the Filters pane, click on the Filters icon. Select More Columns.

12.In the Select Column window, expand the Calendar Time folder and select

PAY_PERIOD_NUMBER from the menu of options. Click OK.

13.From the New Filter window, select Is Prompted as the Operator and click OK.

14.Click on the Save icon from the report navigation bar.

15.From the top navigation bar, click the New action link and select Dashboard.

16.1n the New Dashboard window, type “Employment Type Dashboard”.

17.From the location drop-down, select Browse Catalog.
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18.In the Select Location window, select My Folders from the Folders pane. Click
OK.

19. A warning alerting the user that “This dashboard will not appear in the
“Dashboards” menu” will pop up. Click OK.

20.In the New Dashboard window, click OK.

21.From the ad hoc dashboard editing page, navigate to the Catalog pane, and
expand My Folders.

22.Locate the recently saved dashboard prompt “Dashboard Prompt—Pay Period”
and drag and drop it to the Dashboard workspace.

23.From the Catalog pane, locate the ad hoc report “Employment Type by Pay
Plan” and drag and drop it into the Dashboard workspace.

24.Click the Save icon from the dashboard navigation bar.

25.Click the Run icon from the dashboard navigation bar.

Check Your Work:
Figure 188: Ad Hoc Dashboard with Pay Period Number Prompt

Employment Type Dashboard Home | Catalog | Favorites v | Dashboardsw | § New v | E® Open~ | Signed InAs Traini

page 1 EQE QPre«ne‘wDRun ‘E@‘
ElDashboard Objects

E Column

B Section

i:_\ Alert Section
i@ Action Link

@h Action Link Menu ’ bl
@ Link or Image a o

Embedded Content

B Text

[Z]) Folder

ElCatalog
|_ZJ My Folders
|2 Shared Folders

L A
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5.7. Chapter Review

Chapter Summary

Having completed this chapter, you should now be able to:

Notes:

Describe the purpose of filters and prompts

Demonstrate how to create a new filter within a report
Demonstrate how to apply a saved filter to an existing report
Demonstrate how to create a report prompt

Demonstrate how to create a dashboard prompt
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6.0. Create Tables and Pivot Tables

6.1. Chapter Overview

This chapter will review the value and utility of tables and pivot tables, and how users
can create reports with tables and pivot tables in Insight.

Chapter Objectives

After completing this chapter, you will be able to:
e Describe the difference between default tables and pivot tables
e Demonstrate how to create a new table within a report

e Demonstrate how to create a pivot table within a report

6.2. Compare Tables and Pivot Tables

Users have the ability to create tables and/or pivot tables within the Insight ad hoc
environment. While most reports will default to a table, users can create pivot tables to
more clearly highlight the key trends and relationships in the data.

Figure 189: Tables and Pivot Tables in Insight

Tables

*+ Organizes data ina
simple structure of rows
and columns

*  Displays a static view of
the relationship between
data items

= Default view for attribute
data elements
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6.3. Create a Table within a Report

Step Action

1. Click the New View icon and select Table from the Results tab of the ad hoc
report editing page.

Figure 190: New View Drop-Down Menu with Table Highlighted

| cnteria ™ Results . prompts | Advanced

EiSubject Areas @ E N BhEE B 4% B BB =8
= @WorkForce Profile * || Compound Layout i
3 Accounting Office Location i

3 App Nature of Action Code: Table . bl
3 Appointment Type = PNDFTE
3 Calendar Time Trellis

[ Contact Paint - & Graph >

[ Conttact Point Location ALTERNATE_WORK_S{Fr -
3 Disability Code

[ Duty Station Location Four 10 Hour Days Per Weel @ Funnel > Abdolalipour Masumeh
3 Employee Profile @& map Abdolalipour Masumeh
3 Employee Profile Others ? Filters Abigail Butler
[ Employes Salary ;; Selaction Steps Abrams Judith
3 Employee Salary Others Other Views > Agius Elizabeth
3 Employee Leave Ahmad Aamir
3 Employment Typs h Ajay Kumar

Lo Epploee conarate S rm o -

2. Click the Edit View icon to open the Layout pane.

Figure 191: Table Edit View Icon Highlighted

Bl B = 8

|NAME_EMPLOYEE FIRST |NAME_EMPLOYEE MIDDLE |EMPLOYMENT TYPE CODE_DESCR ;(E:I;H)I:(twee
Masumeh E Full-Time 1
Masumeh G Full-Time 1
Butler A Full-Time 1
Judith ] Full-Time ::
Elizabeth E Full-Time 1
Aamir Full-Time 1
Kumar L Full-Time 1
Sanaa ] Full-Time 1
Bollig-Fisch B Full-Time 1
Tania K Full-Time 1
Dutta Full-Time 1
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3. View the Layout pane to manipulate how the data elements are arranged

within the table (i.e., within Table Prompts, Sections, etc.).

Figure 192: Table Layout Pane

Editing from: " Compound Layout™ | Done | | Revert

IE]

[[Ev i b | W I | @) & F & G | [E]E

| =l Layout
Table Prompts (2] 58
Sections (58

Table &3

| | Columns and Measures =] &l
Employes Profile Employment Type Workforce Biveeekh

B avTernaTe work_screpuLe_pescr B (21 B name_evpLovee wast B (2] 8 nave empLover mirst B} (2) 8 name_emeLovee miope B} (2] B emprovment Tvpe_cone pescr B (2 [ Employes count

Excluded

] IMPORTANT: This functionality is covered in detail within Section 3.4
$7 Customize Report Structure.

QUICK TIP: Remove a default table within a report

Step Action

1. Click the Delete icon to remove a default table from a report. When an ad
hoc report is created without a hierarchy data element, it will include a table
by default.

Figure 193: Table Delete Icon Highlighted

EEL IR

EMPLOYEE_FIRST gNAME_EMPLOYEE_MIDDLE EMPLOYMENT_TYPE_CODE_DESCR !Egu’l:‘t"'ee

b5

Ell ] e OT e P
m==@m

1
[1
l1
:

1
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6.4. Create a Pivot Table within a Report

Step Action

1.

Click the New View icon from the Results tab navigation bar and select Pivot

Table.

Figure 194: New View Icon Drop-Down Menu with Pivot Table Highlighted

3 National

q Finance

Center

U. S. Department of Agriculture

N E

w

O R L EANS | L A

Criteria * Results ' Prompts | Advanced
<

=/Subject Areas

[ WorkForce Profils
[3 Accounting Office Location
3 App Nature of Adtion Code
3 Appaintment Type
3 calendar Time
3 Contact Paint
3 Contact Paint Location
3 Disability Code
3 Duty Station Location
[ Employee Profile
[ Employee Profile Others
[ Employee Salary
[ Employee Salary Others
(3 Employee Leave
3 Employment Type

ElG)

Eiv B B3 b T W@

Compound Layout

& &
] Tite

& B

[ [ Fmnloves Senarated
ok

ALTERNATE_WORK_ SRS

Four 10 Hour Days Per Wee

. Tab
[ Pivot Table
[ Treliis >

@ Graph  *

ER g

bg

Pivot Table

NAME_EMPLOYEE_LAST

NAME_EMPLOYI

(I® Funnel > Abdolalipour Masumeh
@ map Abdolalipour Masumeh
TP Filters Abigail Butler
1§ selection Steps Abrams Judith
Other Views ¥ Agius E ZapEth
Ahmad Aamir
Ajay Kumar
Al Harahsheh Sanaa

Click the Edit View icon for the pivot table report component.

Figure 195: Pivot Table Edit View Icon Highlighted

B B RS =i

B A%

|E 1
|6 1
A |11
] 1
|Elizabsth E Full-Time 1
Aamir Full-Time |11
Kumar I Full-Time 11
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Drag data elements to the following sections within the Layout pane to edit
the structure of the pivot table.

e Pivot Table Prompts: Allows users to actively manipulate how
data is restricted in the pivot table.

e Sections: Breaks the pivot table into individual segments based
on a specific data element.

e Rows: Lists data elements that will display as rows within the pivot
table.

e Columns: Lists data elements that will be manipulated as part of
the pivot table.

e Measures: Lists numerical data elements that will populate within
the pivot table based on defined rows, columns, etc.

e Excluded: Excludes data elements from displaying in the pivot
table.

Figure 196: Pivot Table Layout Pane

Editing from: " Compound Layout” Done R

B @b Ha W S P E | [E[I]E | B

< i

|Elayout

Pivot Table Prompts (2] {8

Sections =&
Pivot Table {8l
Columns [ Z] [
Measure Labels| B}
Rows Z1 Measures

Employee Profile Employment Type Workforce Bweskly

B auternaTe_work_schepue_pescr B 21 B nave_emprovee st By (B B nave_enpiovee_rmst B (E) B name_emprovee_miooie B} (E) B emeLovment Tvee cone pescr B} || [ employee count By

Excluded
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The report will pivot based on data elements in Columns, resulting in a
division of the data elements in Rows. Click Done.

Figure 197: Pivot Table Layout Pane with Columns Highlighted

Editing from: " Compound Layor Dore M| Revert)

Gy ¥-lb Hiln W@ S T | o | [E]E)E | B

E Layout

Pivot Table Prompts [Z] &

Sections (2163
Pivot Table
Columns =1 [
Messure Labels | [ (2]
Employment Type | 5] EMPLOYMENT _TYPE_coDE_pEsck [y
Rows 21 (fE# Measures
Emdres Wil Workforce Biweskly
B aLTERNATE_WoRK_SCHEDULE_DEsCR [ Employe Count 5y

Excluded
Employes Profile

& neme_ewpLovee_LasT By B name_empovee_rrsT S B nave_empoves_miooLe By

View the updates to the pivot table based on customizations made in the

Layout pane. Click the Save As icon to save customizations made to the
report.

Figure 198: Pivot Table in the Results Tab with Save As Icon Highlighted

Advenced .

WEHBRER B IP 26 B@ 2=

O

PS

| Compound Layout

B/%
Employee Count
| |Ful-Time | Intermittent

|Part-Time

ALTERNATE_WORK_SCHEDULE_DESCR | 1 |

|Four 10 Hour Days Per Weelﬁ - |239 | | |
H| ||Must Have 40 Hours Per Werekﬂrl?r ) l? I N |
| | INot Under A Compressed Work Schedule 540 12 187 |

@
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6.5. Create Tables and Pivot Tables: Exercises

Exercise 6.1: Create a Pivot Table

Scenario: Charlie needs to create an ad hoc report that represents the amount of
separations processed over time by location. He decides to represent the information in
a pivot table so he can identify trends over time.

Instructions: Follow the steps below to complete the exercise in Insight:

1.

Click the New action link from the top navigation bar.

2. Select Analysis from the menu of options.
3.
4

. From the Criteria tab, drag and drop the following data elements from the

From the Select Subject Area window, select Workforce Profile.

Subject Areas pane to the Selected Columns pane:
a. From the Location folder, select Location Hierarchy.

b. From the Employee Separated folder, select
SEPARATION_PROCESSED_YEAR.

c. From the Workforce Biweekly folder, select Employee Count.
Navigate to the Results tab.
Click the Edit View icon corresponding to the pivot table.

Within the Layout pane, drag the SEPARATION_PROCESSED_YEAR column
to the Columns section. Click Done.

Expand “All Locations” to view separations processed by year for each state.

9. Click the Save As icon. Save the report within My Folders as “Separations

Processed by Year.”
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Figure 199: Separations Processed by Time and Location Pivot Table

Separations Processed by Year

Home

Catalog

Favorites v

Dashboards v

E L EANS, L A

B tew~

B open v

Criteria | Results Prompts 1 Advanced
= =. =+ W= =
E Subject Areas RS A BN E ST B EE S =
=] @Wnrkfnrce Profile “* | compound Layout
(2 Appointment Type
(27 calendar Time E Title % Z R
Contact Point .
0 _ b Separations Processed by Year
[ pisability Code
[ Employee Leave i % / *®
[ Employee Profile
[ Employee Profile Others T
[ Employee Salary
2000 2005 2006 2007 2008 2009 2010 2011 2012 2013
[0 Employee Salary Others
[23 Employee Separated il Location Hierarchy
[=] Dim Location_B1 Total 1 94 77 65 93 116 193 179 689 9216718
ElCatalog # b/ @ 1 2 43
List | All [¥] ALABAMA 3 2 3 7 3 13 1 181
[ My Folders [E] ALASKA ! 19
[ ) shared Folders [£] ARZONA 1 2 72
[¥] ARKANSAS 2 1 49
CALIFORNIA 1 2 2 3 1 2 2 31 4 961
COLORADO 2 1 2 5 23 1) 461
" N
Bulses v 7R E= £ CONNECTICUT 1 4 83
D Title DELAWARE 1 11

6.6. Chapter Review

Chapter Summary

Having completed this chapter, you should now be able to:

Notes:

Demonstrate how to create a new table within a report

Demonstrate how to create a pivot table within a report

Describe the difference between default tables and pivot tables
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7.0. Write Formulas in Insight

7.1. Chapter Overview

This chapter will review how Insight enables users to customize data in a report using
mathematical logic.

Chapter Objectives

e Describe scenarios when a user would write formulas in Insight

e Demonstrate how to edit formulas in Insight

7.2.Use Formulas to Customize Data in a Report
When to Customize Data using a Formula

Users can customize data elements using mathematical logic through the Edit Column
Formula feature. This feature is valuable for users to perform powerful calculations and
manipulations to data, including:

e Modify data elements: Allows users to apply mathematical functions to
customize data elements for agency-specific needs (e.g., average, running
sum, etc.).

Figure 200: Modifying Data Elements

Historical Employee Data Home | Catalog | Favorites v | Dashboardsv | [§ New~ | B® Open+ | SignedIn As Trai
Criteria ©  Hesults ‘\Pmmpg‘| Advanced . B@
EISubject Areas SH S BhER B-9% B0 BE 2|48
B [ workForce Profile * || compound Layout
B (3 Accounting Office Location |

3 App Nature of Action Code | Q] 7

[ Appeintment Type Historical Employee Data
2 calendar Time
(3 Contact Point M |73 s
3 Contact Paint Location
2 Disability Code
(3 Duty Staticn Location I T T T [Employes
[:[Empln}‘EE Profile |AGENCY_ABBREVIATION |NAME_EMPLOYEE_LAST NAME_EMPLOYEE_FIRST NAME_EMPLOYEE_MIDDLE ;AGE |GRADE [LENGTH_OF SERVICE |OCC_SERIES_CODE Count
[ Employze P I - L ops 1 ne | | Running Sum
£ Emph alary AS-01 |&lbrecht |Temance lc | 58|11 i 1{0301 |
[ Employes Salary Others |Alexander |Korostele KENNETH | 7js il 26(0131
£ Employee Leave Anderson |omathan MACKIN | ssjis i 330131
[ Employment Typs Y |Andrea |King-Jimenez i | sal1s 1 13[0131
i PaEmolovee Senarated | rifa [saved It | a5 I 140131
S Catalog % leh /| |asmar |Francesca NMN | aais | 130131
ist |All |Bemard |LEvitie. K. 25108, 1 410303
@ B vy Folders |Bibhuti |Parida [rR | 6715 | 38/0110
&M s |Brownlow |Gretchen s 72|14 22{0131
|Carla |Banron 12 J. 454 ] 13]013L
|Choudhry [Mali | =afis | 2[0131
|Clark |LsCesha W 6315 | 42|0131
|Callier |Diane B 4713 | 3|0301
2 |Connie |Green [m | =olos | 1|o131
CViews AR RE |Cook Amanda [ | as12 | 18[0131
[ Tite LS |De Jesus ill I | 4614 i 7]0131
1= = Deborah Foscano B 50/15 210131
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e Combine columns: Allows users to combine or “concatenate” multiple data
elements into a new column (e.g., John + Smith = John Smith).

Figure 201: Combining Columns

Dashboards ~

2RE O B2V - IF BRI BE 2 =8

=1 [{fl WorkForce Profile * || Compound Layout
@ [ Accounting Office Location |
|

[ 3 App Nature of Action Code %/ x
[ 3 appaintment Type
[ (3 calendar Time

@ (3 Contact Point . Tshie Ql/ ®
[ (3 Contact Paint Location
[ [3 Disability Code

Historical Employee Data

& (3 Duty Station Location AGENCY_ABSREVIATION  W[Full Name AGE  |GRADE  |LENGTH_OF SERVICE  |OCC SERIES CODE  |Employee Count
& CQEmployee Profile AS-01 albracht Terrance C 58(11 1|0301 1
&l (3 Employee Profile Others | Alexander Korostelev KENNET] 7115 260131 1
[ [ Employee Salary  Anderson Jonathan MACKIN 58|15 33|0131 1
B CEmployee Salary Others }Andrea King-Jimerez P 24[15 13|0131 1
&l [ Employee Leave - Arifa Javed L 4315 14|0131 1
§ Egmplwmem Twemd A iAsmar Francesca NMN 24[15 13/0131 1
ke i Bernard Levine K 25(03 40303 1
[=ICatalog E ek /W Bibhuti Parida R 67|15 38|0110 1
List Al [=] | Brownlow Gretchen S 72|14 2z2[0131 1
23 My Folders 45|14 13|0131 1
[ shared Folders 3815 2/0131 i
69[15 42[0131 1
47[13 3|0301 1
30[09 1|o131 1

e Scenario planning: Allows users to view how data changes based on a
given scenario (e.g., 50% increase in headcount across regions).

Figure 202: Scenario Planning

CiSubject Areas AR E - BRER B B BE S =18
3 Residence Address Location = Compound Layout
E3RNO Code
3 5ave Grade Title Q}/ ®
3 Severance Pay 2 il i
B3 state Tax Added Historical Employee Data
Thrift Saving Added — Tl
e E == Bl
[E3 tnion 2
ElCatalog t{? B EE AGENCY_ABBREVIATION GRADE 50% Increase in Headcount Employes Count
List [all [=] ot ES g'gg :
[l [ My Folders 04 300 2
[l [ shared Folders 05 4.50 3
; o7 10.50 7
i 05 15.00 10
11 12.00 8
12 21.00 14
13 39.00 25
14 39.00 25
— —
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Use Formulas to Modify Data

Step Action

1. Navigate to the Selected Columns pane within the Criteria tab of the ad
hoc report editing page.

Figure 203: Report Criteria Tab

Lriteria "\m!m:m- B @
AT E

* = Salactod Columns B

Double chok Gn cokumn names in the Subjct Aress pand to 533 them i3 the analvee. Once sdded, dragrand-drop columng ta recrder tham. Lt 8 columels proparties, formuls and fiters, aoghy sorting, e debeta by chcking o hovel
th button ret 1o &2 name

Organzation Emphoyee Profile OO Senes rkfono
| AGENCY_aseefvIaTION B [ MaME_EMPLOYTE LAST I [ name_EMPLOWEE FIS:ST I (] MAME_EmPLOYEE MIDOLE =2 [ AGE L (] LEnGTH_ oF seavice B [ GRaoe I [ ooc_semtes co0€ =[] Employ

- Filters. P
Ak Fiters to the anabysis criteria by cicking on Filter option for the sprcfic column in the Selexted Dk pane, o by clcking on the fiter button in the Fiter pare heades, Add a s filer by clicking on add tnitton after
salacting 5 narme in the catalog pane.

2. Click the Edit icon for the desired data element and select Edit Formula.

Figure 204: Data Element Edit Icon Drop-Down Menu with Edit Formula Highlighted

Historical Employee Data
Criteria r\Rm.ils\[ Pmmpis\[ Advanced

ESubject Areas o Eﬁ W@E
=] @ ‘WorkForee Profile * | |[= selected Columns

3 Accounting Office Location
3 App Nature of Action Code
3 Appaintment Type

[ Calendar Time

[ Contact Paint Organization Employee Profile

[ Contact Paint Location H AGENCY_ABEREVIATION i [§ NAME_EMPLOYEE_LAST := [ NAME_EMPLOYEE_FIRST i [§ NAME_EMPLOYEE_MIDDI

(2 Disability Code A

3 Duty Station Location I @ Edit formula

[ Employes Profile i m

23 Employes Profile Others Eltfcmula

Double click on column names in the Subject Areas pane to add them to the analysis. Once added, drag-and-drop columns to
the button next to its name.

m

=

[ Employee Salary ElFilters
[Z3 Employee Salary Others Add filters to the analysis criteria by dicking on Filter option fig slected Columns pane, or by clickin
3 Employes Leave sslecting its name in the catslog pane.
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View the Edit Column Formula window to customize the Column Heading and

apply formulas to the values within the column.

Figure 205: Edit Column Formula Window

Edit Column Formula

Column Formula . Bins

Folder Heading
Column Heading

7] custom Headings
Contains HTML Markup
Aggregation Rule (Totals Row) | Default (None)
Available
ulusaiazns e
=2 @ WorkForce Profile = ‘
[ (3 Accounting Office Location | |
& [ App Nature of Action Code | _
[ 3 Appointment Type 15
# [ Calendar Time
[E [3 Contact Point
& (3 Contact Point Location >
[ [ Disability Cade
[ (3 Duty Station Location
# 3 Employee Profile
[ 3 Employee Profile Others
E [ Employee Salary
[ 3 Employee Salary Cthers
E [ Employee Leave
[ 2 Employment Type = |
oot : | (e

Column Formula
|"Emplayee Profile"."NAME_EMPLOYEE_LAST"

Filter.... Column ~ Varizble +

Help

Click the Custom Headings check box to edit the Folder Heading and

Column Heading.

Figure 206: Edit Column Formula Window with Custom Headings Checkbox Highlighted

Edit Column Formula

Column Formula Eins.

Folder Heading |Employee Profile

Column Heading |Insert New Column Name

I [¥] custom Headings I
| contains HTML Markup

i [£J Accounting Office Location | | |

f."Emplu:u',ree Profile"."MAME_EMPLOYEE_LAST"

Aggregation Rule {Totals Row) | Default (None) El
Available Column Formula
(Subject Areas ]

| B () WorkForce Profile - |

TIP: The customized Column Heading appears within the report when it is

run.
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Leave the Aggregation Rule at default, as this impacts the calculation users
can apply to the table from the Layout pane.

Click Column to choose from a menu of data elements in the pane to use in
the formula.

Figure 207: Edit Column Formula Column Drop-Down Menu

i AGENCY _ABEREVIATION |
tion ® NAME_EMPLOYEE_FIRST
I NAME_EMPLOYEE_MIDDLE
on ACE
LENGTH_OF_SERVICE
thers GRADE
thers OCC_SERIES_CODE
Employee Count
- f...) Filter. .. Column ~ Variable ~ + - x | Yo { )] |l

OK || Cancel

«um ~ | Column: Allows the user to choose the data element(s) to use in
the formula.

The mathematical operations available to users appear below the Column
Formula workspace. To use the mathematical operations, click the
corresponding icon or click Function for a menu of mathematical functions.

Figure 208: Edit Column Formula Function Icon and Mathematical Operations Icons

[ ==
Column Formula
"Employee Profile”."NAME_EMPLOYEE_LAST"||

I fiid IHIter... Column ~ Variable vI i = X / O ( ) ]
—— L

f...) Function: Contains a menu of functions to modify a data element.
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Navigate the Function folders to the desired function. An example of how to

use the function and a description of the function is available for reference.

Click the desired function and click OK.

Figure 209: Insert Function Window

Insert Function

Functions

Selected

Syniax

Where

Example

Description

Help

El [£3 Functions
= [3Aagregats
E 3 Running Agaregate
El mave

El msum
E

E NT
=l rmax
ELL
= [ 5tring
E @ Math
& [Z3 Calendar/Cate
Bl :

.

R=UM
RSUM{expr)

axporis any expression that evaluates to a numerical

value,

SELECT manth, revenue, RSUM(revenus) as R
4

This function calculates a running sum based on

racords encounterad s far,

Cancel

E]

IMPORTANT: Each time a user adds a data element or mathematical
operation, the formula will be highlighted in the Column Formula workspace.

TIP: Before adding another data element or mathematical operation, click

the cursor where the new item will be added to avoid overwriting the existing

formula.

Notes:
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Concatenate Data Elements

Step

Action |

1. Click the Edit icon for the targeted data element from the Selected Columns
pane of the Criteria tab, and select Edit Formula.
Figure 210: Data Element Drop-Down Menu with Edit Column Formula Highlighted
Historical Employee Data
Criteria . Results | Prompts | Advanced

[=ISubject Areas 2 WJE

=] @ WorkForce Profile * | |[= sSelected Columns
(9 Accounting Office Location Double click on column names in the Subject Arsas pane to add them to the analysis. Once added, drag-and-drop columns to
3 App Nature of Action Code - ' ! Sk
B3 Appointment Type the button next to its name.
(3 Calendar Time £
[ Contact Paint Organization Employee Profile
[ Contact Point Location 5 AGENCY_ABEREVIATION = |- NAME_EMPLOYEE_LAST := ] NAME_EMPLOYEE_FIRST i i NAME_EMPLOYEE_MIDD
(3 Disability Code S
[2 Duty Station Location |
3 Employee Profile i T =
2 Howem e || % e
3 Employee Salary Others Add filters to the analysis criteria by dicking on Filter option fd & Delete dected Columns pane, or by dickin
[ Employes Leave selecting its name in the catalog pane.

] IMPORTANT: Users can only concatenate attribute data elements, not
L

measures or hierarchies.

Customize the Column Heading with a title that indicates the result of the
concatenated data elements from the Edit Column Formula window.

Figure 211: Edit Column Formula Custom Headings Highlighted

Edit Column Formula [x]

Column Formula ™. Bins

Folder Heading | Employee Profile

"] Contains HTML Markup

Aggregation Rule (Totals Row) | Default (Nong) El

Available Column Formula

[Subject Areas | [Employee Profile"."NAME_EMPLOYEE_LAST'|
| & ) WorkForce Profile

H 3 Accounting Office Location
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Click the Concatenate icon from the menu of mathematical operations below
the Column Formula workspace.

Figure 212: Column Formula Workspace

Column Formula
"Employee Profile”."NAME_EMPLOYEE_LAST"[[|

' i) Filter... Column - Variable - + - x ! % [ m

Concatenate: Joins multiple data elements so the values of each
data element are merged in a single cell.

Use the Subject Areas pane and Column Formula workspace to build the
equation to mimic the following: Data Element 1||' ||Data Element 2.

Figure 213: Column Formula Workspace with Concatenation Formula Highlighted

Edit Column Formula [

Column Formula Bins

Folder Heading |Employee Profile
Column Heading |Full Name
¥ custom Headings
[T contains HTML Markup

Aggregation Rule (Totals Row) | Default (None) [+]
Available Column Formula
[Subject Areas 1 W ["Employee Profile’."NAME_EMPLOYEE_LAST"||"'||"Employee

: Profile’."NAME_EMPLOYEE_FIRST"||" ||"Employes Profile”,"NAME_EMPLOYEE_MIDDLE"
= WorkForce Profile

7| 23 Accounting Office Location [
slec # 3 App Nature of Action Code

K [ 3 Appointment Type

[ £ Calendar Time

= (3 Contact Point

TIP: Users can replace the space in Data Element 1||' ||Data Element 2 with
a number of options including a dash (i.e., -), comma (i.e., ‘,’), etc.

Click OK.
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Click the Edit icon for the targeted data element and select Delete from the
menu of options to delete the additional data element(s) concatenated while

using the Edit Column Formula workspace.

Figure 214: Data Element Edit Icon Drop-Down Menu with Delete Highlighted

| criteria ' Results | Prompts | Advanced

Z'Subject Areas
=l [ workForce Profile

&

[Z3 Accounting Office Location
3 App Nature of Action Code

3 Appointment Type

3 calendar Time

3 contact Paint

3 Contact Point Location
[ Disability Code

3 Duty Station Location
[ Employes Profile

[3 Employes Profile Cthers
[ Employes Salary

(3 Employee Salary Others

[ Fmploves Leave

m

[7)ed
=ISelected Columns

Double click on column names in the Subject Areas pane to add them to the analysis. Once added, drag-and-drop columns to reor:
hovering over the button next to its name.

Jrganization i Employes Proﬁle_
: B AGENCY_ABBREVIATION 3% B Full Name 35 B NAME_EMPLOYEE_FIRST = :[H NAME_EMPLOYEE_MIDDLE i
& sot s

@ Edit formula

% Column Properties

AGE

EIFilters

Add filters to the analysis criteria by clicking on Filter option for the specific colu ¥ Delete
sﬁct\ng its name in the caialﬂ pane,

ne, or by clicking on

Navigate to the Results tab to view the result of the concatenated items.

Figure 215: Results Tab with Concatenated Data Element Highlighted

[=isubject Areas AW S Bl B A% @ BE SR W
2 ([ WorkForce Profile * || compound Layout
E (3 Accounting Office Location
&1 (2 App Nature of Action Code | ||| [t s R
&1 (9 Appointment Type 17 Historical Employee Data
E (3 calendar Time |
(3 contact Point B EYa.
& 3 Contact Point Location
® [2 Disability Code .
B (3 Duty Station Location |acency_assreviaion [ [Full Name WlaGe  |GRADE  [LENGTH OF SERVICE  |OCC_SERIES CODE  |Employee Count |
Bl [ Employee Profile AS-01 Albrecht Terrance C | | 58(11 1[0301 !
Bl [ Employee Profile Others Alexander Korostelev KENNETH 71]15 26/0131 1
B 3 Employee Salary | Anderson Jonathan MACKIN 58|15 33/ 0131 1
B (3 Employes Salary Others Andrea King-Jimenez P 4415 13|0131 3l
Bl [ Employee Leave Arifa Javed L 43|15 14|0131 1
Bl [ Employment Type = N Asmar Francesca NMN 4415 130131 1
B [ Emnloves "a;;“"" Bemard Levine K 25(03 4[0303 1
SCatalog s /W Bibhuti Parids R 6715 380110 1
List |Al Brownlow Gretchen 5 72[14 22[0131 1
2 My Folders Carla Barron J 45|14 13|0131 1
[ shared Folders Choudhry Malik 3815 2|0131 1
Clark LaCesha W 6315 420131 1
47[13 3/0301 1
30(09 10131 1

149



National

Finance
Center
U. S. Department of Agriculture
N E W O kR LEANS, LA

Apply Formulas for Scenario Planning

Step Action

1. Click the Edit icon for the targeted data element and select Edit Formula
from the Selected Columns pane of the Criteria tab.

Figure 216: Data Element Edit Icon Drop-Down with Edit Formula Highlighted

Historical Employee Data
Criteria ( Results \1 Prompts \| Advanced

ISubject Areas & @ | [0
[ Residence Address Location  +
ElSelected Columns
E2RNC Code

[ 5ave Grade Double click on column names in the Subject Areas pane to add them to the analysis. Once added, drag-and-drop columns to rearder then)
[ Severance Pay hovering over the button next to its name.

[ state Tax Added

[ Thrift Saving Added ‘Organization Employze Profile | : Worlforce Biweekly

aTse B AGENCY_ssBREVIATION = B GRADE = |:[§ Employes Count i

[E3Unien -

[ Unien Address Location A [ @ Edit formula
[ veteran Preference 3

[ veteran Status
Bl (O wWorkforce Biweskly EIFilters
E" &CCY = | || Add filters to the analysis criteria by dicking on Filter option for the specif|
ECatalo M. sslecting its name in the catalog pane.
g o5 7 @]

= o
=48 Fdit formula

Bt ter
& Delete

mns pane, or by clicking cn the filte)

TIP: Users can only apply formulas for scenario planning to measure data
elements, not attributes or hierarchies.

2. Customize the Column Heading with a title that indicates the result of the
scenario illustrated.

Figure 217: Edit Column Formula Window with Custom Heading Section Highlighted

Edit Column Formula

Column Formula \\ Bins

Folder Heading |Workforce Biweskly

Column Heading |50% Increase in Headcount]
[ custom Headings
—
I Contains HTML Markup

Aggregation Rule (Totals Row) | Default (Mone) El
Available Column Formula
rSubjecl: Areas [ "Workforce Biweekly"."Employes Count™ 1.5

| =] [l workForc= Profil= - |
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Select the operation that will produce the desired scenario from the menu of
mathematical operations below the Column Formula workspace.

Figure 218: Edit Column Formula Window with Mathematical Icons Highlighted

Edit Column Formula

Column Formula Bins

=

Folder Heading
Column Heading
I custom Headings
Contains HTML Markup

Agaragation Rule (Totals Row) | Default (None) [=]
Available
gsubject Areas
WorkForce Profile =
Accounting Office Location
App Nature of Action Code
Appaintment Type

Column Formula

Contact Point Location Y
Disability Code

Duty Station Location

Employee Profile

Employes Profils Cthers

Employes Salary

Employee Salary Others

& Employee Leave
& E3Employment Type |
moae S i |

K- || Fiter... || column «

“Workforce Bineekly”. Employes Count™1.5

Variable ! 0= |x Lfg o | {]) 1] !

[ Treat as an attribute column

Help

increase by 50% use *1.5).

decrease by 50% use *.5).

50, use +50).

decrease by 50, use -50).

Multiply: Increases the value by a defined increment (E.g., to
/ Divide: Decreases the value by a defined increment (E.g., to
Plus: Increases the value by a defined amount (E.g., to increase by

Minus: Decreases the value by a defined amount (E.g., to

Click OK.
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Add another instance of the customized data element to the Selected
Columns pane from the Subject Areas pane. This will allow the user to
compare the current state of data with the resulting scenario created using
formulas.

Figure 219: Criteria Tab with Modified Data Elements Highlighted

Historical Employee Data Home | Catalog | Favorites~ | Dashboards

Criteria "m 1 Prompts 1 Advanced .

ESubject Areas o W | [RPeE

[ [ Save Grade
[ [ Severance Pay
[l [ State Tax Added
1 [ Thrift Saving Added
= TS

= Egunion
[ 3 Union Address Location

| | = Selected Columns

Double click on column names in the Subject Areas pane to add them to the analysis. Once added, drag-and-drop columns to reorder them. Edit a column's properties, fg
hovering over the button next to its name.

Organization Employze Profile E OCC Series  Waorkforce Biweekly
&l acency_asBREVIATION i, | LENGTH_OF service i[5 GRADE i |F occ_serEs_ oDk | [§ 50% Increase in Headcount i [ Employes Count 5

Navigate to the Results tab to view the result of the report.

Figure 220: Criteria Tab with Modified Data Elements Highlighted

Historical Employee Data

| Cricwria > Results  Prompts | Advanced
ESubject Areas AR E D B2 G- Em ERE =48
[ [ Residence Address Location . Compound Layout
[ EIRNO Code
[E (3 5ave Grade Title I% / ®
[ [ Severance Pay _ .
[ State Tax Added Historical Employee Data
[ B3 Thrift Saving Adderd | == b/ R
= BaTsP =l :
E (3 Union =
|Ecatalog b/ @ |GENCY_ABEREVIATION  |GRADE I [50% Increase in Headcount | Employee Count |
e | £5-01 0o . 4|
!LIS'[ All El W ; 2|
= 3 My Folders ™ ] 2|
(23 shared Folders [ 05 3|
B 07 ‘ 7
| P}
11
22
az]
14
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7.3. Write Formulas in Insight: Exercises

Exercise: 7.1 Write a Formula

Instructions: Follow the steps below to complete the exercise in Insight:

1.

Click on the New action link from the top navigation bar.

2. Select Analysis from the menu of options.
3.
4

. From the Subject Areas pane of the Criteria tab, double-click the data elements

From the Select Subject Area window, select Workforce Profile.

outlined below to add them to the Selected Columns pane.
a. From the Organization folder, select AGENCY_CODE.
b. From the Organization folder, select AGENCY_NAME.
c. From the PATCO folder, select PATCO_CODE_DESCR.
d. From the Workforce Biweekly folder, select Employee Count

Within the Selected Columns pane, find the AGENCY_CODE data element and
click the Edit icon.

From the menu of options, select Edit Formula.

Click the Custom Headings check box and update Column Heading as “Agency
Code- Name”.

Within the Column Formula workspace, click the cursor after
"Organization"."AGENCY_CODE".

Click the Concatenate icon. Within the Column Formula workspace, click the
cursor after the concatenate symbol.

10. At the end of the formula in the Column Formula workspace type the following:

‘-* (apostrophe, dash, apostrophe).

11.Click the Concatenate icon. Click the cursor after the concatenate symbol.
12.Click the Column icon and select AGENCY_NAME. Click OK.
13.Within the Selected Columns pane, locate the AGENCY_NAME data element.

Click the corresponding Edit icon and select Delete.

14.Navigate to the Results tab to validate the results of the Agency Code and

Abbreviation column.

15.Click the Save As icon from the Results tab navigation bar.
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16. Save the report to My Folders as “PATCO by Agency”.
17.Click OK.

Check Your Work:
Figure 221: Agency Code-Name Concatenated Data Element in PATCO by Agency Report

PATCO by Agency

| Ciiteria = Results ‘\Prompts\i Advanced

= Subject Areas ;R E B ER/IE T
= [ Workforce Profile “ || compound Layout
23 Appointment Type
[ Calendar Time Title
[ Contact Point
(3 Disability Code PANCO by Remcy
[ Employee Leave
# (3 Employee Profile
[CJEmployee Profile Others
[_J Employee Salary T

B & @ =4

VRS

m

B/ R

Agency Code- Name |PATCO_CODE_DESCR Employee Count

[ Last Action Recieved

[JEmployee Salary Others 01-Agency for Service Area 1| ADMINISTRATIVE 29
[ Employee Separated CLERICAL 6
[Z2 Employment Type OTHER 6
._:mscal Time PROFESSIONAL 83
[ Health Benefit Added TECHNICAL 1

02-Agency for Service Area 2

ADMINISTRATIVE

[ Life Insurance Added CLERICAL =

23 Location 0 OTHER ;

= Catalog % A 7 Eﬂ 03-Agency for Service Area 3| ADMINISTRATIVE 50
s CLERICAL 12

7.4. Chapter Review
Chapter Summary
Having completed this chapter, you should now be able to:
e Describe scenarios where a user would write formulas within Insight

e Demonstrate how to edit formulas within Insight

Notes:
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8.0. Create Calculated Items

8.1. Chapter Overview

This chapter will review how to create calculated items in order to group a defined value
set within a report.

Chapter Objectives
After completing this chapter, you will be able to:
e Demonstrate how to create a new calculated item

e Demonstrate how to use a saved calculated item in a new or existing report

8.2. Create a New Calculated ltem
When to Create a New Calculated ltem

Users can customize the values within a data element by creating new defined groups
of values - a new calculated item. The calculated item appears within a report (table,
graph, etc.) in place of the original individual values and once created, the calculated
item can be applied to multiple reports within that Subject Area.

For example, an organization has a high concentration of employees in New York, New
Jersey, and Connecticut and refers to this as the “Tri-State Area”.

Figure 222: Calculated Item Example

Before After

Values for New York, New
Jersey and Connecticut
appear in individual cells in
the report.

MNew “grouped” cell called
Tri-5State area appears in
the report.
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Combine Values as a New Calculated Item

Step Action

1.

Click the New Calculated Item icon from the Results tab of the ad hoc

report editing page.
Figure 223: Report Navigation Bar with New Calculated Items Icon Highlighted

Results ' Prompts | Advanced \\

Areas :';GE}.EQVIQ_}JVEQG@ B @ G @ o &= 88

kFarce Profile “ || Compound Layout
Accounting Office Location | _ || |

App Nature of Action Code |
Appomtmeajt L Employee Roster by Work Schedule
S =S

(= New Calculated Item: Groups values of a data element into a

pav) defined set.
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View the New Calculated Item window to create a defined group of values
based on a menu of data elements included in the report.

Display Label: Allows users to customize the name for the
grouped values.

Values From: Lists the available data elements the user can
choose from for the calculated item.

Function: Provides a list of mathematical operations (e.g., sum,
min, max, average, first, last, count, count distinct, etc.) available
for the calculation.

Available: Lists the values within the data element.

Format: Allows the user to customize the styles/format of the
calculated item to distinguish it from other values (e.g., font and
color, cell background and border color).

Figure 224: New Calculated Item Window

Display Label
Values From | Organization. AGENCY _ABBREVIATION E|
Function | Custom Formula E|
Available
|=] Organization.AGENCY_ABBREVIATION | -

6o Selected

Format

Help

@ 2501
@ as-02
@ 2503
@ 2504
@ 2505
@ 25-06
@ 2507
@ 25-08
@ 4510
@ As-11
@ As-12
@ 2513
@ 2514
@ A5-15
@ 2516
@ 2517
r -

| Catalog.

“m

Move

[7] Remove calculated item members from view

OK || Cancel

Assign a name for the grouped values in the Display Label text box.
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Use the Values From drop-down menu to select the data element targeted for
the calculated item.

Figure 225: New Calculated Item Window with Value From Drop-Down Menu Highlighted

New Calculated Ttem (]

Display Label Not Full-Time

Employment Type EMPLOYMENT_TYPE_CODE_DESCR a
Organization. AGENCY_ABBREVIATION

Employment Type.EMPLOYMENT_TYPE_CODE_DESCR.
Employee Profile. NAME_EMPLOYEE_LAST

Employee Profile. NAME_EMPLOYEE_FIRST

Selected

@ Full-Time
@ Intermittent
@ Part-Time

Move

Catalog

Format [] Remove calculated iterm members from view

Help OK || Cancel

IMPORTANT: Users cannot create new calculated items with measure data
elements.
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Select Sum from the Function drop-down menu.
Figure 226: New Calculated Item Window with Function Drop-Down Menu Highlighted

New Calculated Ttem

Display Label Mot Full-Time

Custom Formula

WJVIPLOYMENT _TYPE_CODE_DESCR [+ |

£

Available Min ([ ] Selected
=] Employmd{ Max 'lT_TYPE_(ODE_DESER -
Averages
@ Full-T@hd Frst
@ Interrfgtt Last
@ Part-Tjfn|Count
‘Count Distinct
&
Mave
+ *ll) % s C))
Catalog
Format [[] Remove calculated item members from view
Help OK || Cancel

Use the blue arrows to move the targeted values from Available to Selected.
Figure 227: New Calculated Item Window with Move Arrows Highlighted

New Calculated Item

Display Label Mot Full-Time
Values From | Employment Type.EMPLOYMENT_TYPE_CODE_DESCR. El
Function | Sum [=]
)

Available
=] Employment Type.EMPLOYMENT_TYPE_CODE_DESCR

@ Full-Time
0 Intermittent
“0 Part-Time

_FJ Catalog

Format

Help

Remove

Remove Al

Selected

@ Intermittent
@ Part-Tims

[] Remove calculated item members from view

OK || Cancel
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Click the Format icon to view the Edit Format window and customize the
styles and format of the calculated item to distinguish it from other values
(e.g., font and color, cell background and border color). Click OK.

Figure 228: Calculated Item Edit Format Window

Edit Format (=

o= |
Font

Family | Default (System) E| Size
Color j Style Defau\t[sysbem]El Effects Dafault(system)El
Cell
Herizontal Alignment Defauh{svstamJEI Background Color j
Vertical Alignment |Default {Svstem)El
[¥] Wrap Text
Border
Position | Default (System) B Border Style | Default (System) E‘

Jg J Border Color | |+
R

[ Additional Formatting Options

I Custom CSS Style Options (HTML Only)

Help {0kl cancel | |

Select the Remove calculated item members from view check box to
prevent the individual values grouped together in the new calculated item
from appearing within the report. Click OK.

Figure 229: Remove Calculated Item Members From View Checkbox Highlighted

New Calculated Ttem (]
Display Label Mot Full-Time
Values From | Employment Type.EMPLOYMENT_TYPE_CODE_DESCR [ |
Function | 5um =]
Available ] Selected
|= Employment Type EMPLOYMENT_TYPE_CODE_DESCR | @ Intermittent
@ Ful-Time © Part-Time
0 Intermittent
<0 Part-Time
&
Mave
Move All
€
Remove
Remave All
| Catalog
| Format emove calculated item members from view
Help I Clz(I Cancel
—
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Edit/Save a Calculated ltem

Step Action

1. Expand the Selection Steps pane within the Results tab.

Figure 230: Selection Steps Pane Highlighted in the Results Tab

Results " prompis | Advanced

Areas SR E D BHR/E SF B EHE =8
Force Profile [ compound Layout
| ccounting Office Location | |
o Nature of Action Code | _ e BZR
Ppointment Type 1 Employee Roster by Work Schedule
alendar Time
[ontact Point Tabs D7 R
Lontact Point Location
Disability Code
: [AGENCY_ABEREVIATION _|EMPLOYHENT_TYPE_CODE_DESCRNAME_EMPLOYEE_LAST _|NAME_EMPLOYEE_FIRST | NAE_EMPLOYEE MIDDLE
i As-01 ot Full-Time albr [Terrance lc
[mployez Profile Alexander |Korastelev | KennETH
fmployee Salary Anderson |Jonathan |MaCKan
Tepiayes salary, Diners Andrea |ing-Jimenez 3
[mployes Leave i Arifs |7aved I
[mployment Type o asmar |Frencesca [
olaen Seomet——__~ s (B ~fic
Bvd Bibhuti |parida |r
Brownlow |Gretchen s
biders Carla |Barron |3
4 Folders Choudnry |Mali |
Clark |LaCesha |w
Collier | Diane I
Connie |Green L
Cook |Amanda B
T w— De Jesis £l il
A R ] Deborah |Fossano iE
Doherty [kenneth il
i—— =

5 Selection Steps

2. Locate the data element used to create the calculated item from the
Selection Steps pane.

Figure 231: Selection Steps Pane with Data Element Highlighted

Compound Layout

/R

Employee Roster by Work Schedule

/R

= Selection Ste; ps

| 2. Then, New Step...

Employment Type - EMPLOYMENT_TYPE_CODE_DESCR Q
w 1. Start with all members
w 2. Then, Add Not Full-Time

l 3. Then, New Step...

Employee Profile - NAME_EMPLOYEE_LAST G
w 1. Start with all members

l 2. Then, New Step...
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Select the action link displaying the name of the calculated item. A drop-down
menu appears allowing the user to choose whether to edit the calculated item
or save the calculated item to the Catalog.

Figure 232: Selection Steps Pane with Data Element Drop-Down Menu Highlighted

= Selection Steps

K

l 2. Then, New Step...
Employment Type - EMPLOYMENT_TYPE_CODE_DESCR
w 1. Start with all members
w 2. Then, Add Not Full-

]z Then, New Step... Edit Calc Item

Employee Profile - NAM®=
w 1. Start with all members /7

l 2. Then, New Step...
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Select Save

Calc Item and the Save As window appears. Save the

calculated item within the Subject Area Contents folder in My Folders

(default).

Figure 233: Save As Window with Calculated Item

Save As

Tl

c"-

.| Help

Folders o [
| My Folders../WorkForca

2. Insight System R.eports;'j

/3. Shared Across Agencies,

4. Agency FDIders,u'..HWoﬂdE

Save specia'l. 6iJject5 like Filters and Members from quick access folders view to guarantes proper catalog placement.

1
/My Folders/Subject Area Contents/WorkForce ProﬁlnE| If; ﬁ ~
| 1% Bgancy 1 Part Time Employees
/1. Common Report Library| “F Part Time Emplayees

le

Name
Mot Full-Time
Descripticn

T | |

Ok || Cancel

IMPORTANT: Insight will automatically recommend that the user saves the
new calculated item to a folder with the title of the Subject Area from which

the item was
recommende

created (e.g., Workforce Profile). Users should comply with this
d location in order to use the calculated item in future reports.

Notes:
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8.3. Use a Saved Calculated Item in a Report

Step Action

1. Navigate to the Catalog pane within the Results tab of the ad hoc report
editing page.

Figure 234: Results Tab with Catalog Pane Highlighted

Alternative Work Schedule

| Criteriz * Results ' prompts | Advanced
[FSublectAreas W 2Bl S Y He B @
| = @ WorkForce Profile = Compound Layout

E 3 Accounting Office Location

& 23 App Nature of Action Code A
E 3 Appaintment Type =
E 3 Calendar Time |
E 3 Contact Paint i | |

&[22 Contact Point Location ALTERNATE_WORK_SCHEDULE_DESCR NAME_EMPLOYEE_LAST |NAME_EMPLOYEE_FIRS
[ [ Disability Code f /
[ 3 Duty Station Location
[# [ Employee Profile

& [ Employee Profile Others JrEe
£ Employee Salary |Abrams
& 3 Employes Salary Others i_cfgi"s
[ [ Employze Leave Ahmad
[ 3 Employment Type |
o .

Four 10 Hour Days Per Week Abdolalipour
|Abdalalipour

|Butler
|Judi
-

| = catalog # leh 7
Al [=]

[Ziy Folders

§ [ [ Subject Area Contents

Jﬁ [0 shared Folders

i
£
£
H
£

TIP: Saved calculated items can only be added to reports that contain the
data element whose values were grouped using the calculated item.

] IMPORTANT: The Subject Area of the calculated item(s) must correspond to
$7 the Subject Area used to create the report.
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Double-click the saved calculated item.

Figure 235: Calculated Item within the Catalog Pane Highlighted

Alternatve work schedule MR
| citeria  Results '\ prompts | Advanced
[ESubject Areas ’ 4}?@_' E. % BhE@| FH & ] 7 = | 28

= @‘.’Joranrce Profile = | Compound Layout
B (3 Accounting Office Location | I

& [ App Mature of Action Code | =

= [3 Appointment Type =

E 3 calendar Time

= 3 Contact Paint |

:_: % gﬁigﬁ?ﬁfyjﬁon |Four 10 Hour Days Per Week |abdolalipour

B [JEmployes Profile pour

B [3 Employes Profile Others

E 3 Employee Salary

= Catalog E b 7 W |

List [all [=] 4

B3 My Folders i
= [0 5ubj

" Part Time Employses
[# [ shared Foldars

[Andrews !

The report will update with the grouped values of the calculated item.

Navigate to the Selection Steps pane to confirm the calculated item has
been added to the report.

Figure 236: Selected Steps with Calculated Item Highlighted

E Selection Steps
Employee Profile - NAME_EMPLOYEE_FIRST
w 1. start with all members

1 2. Then, New Step...

Employee Profile - NAME_EMPLOYEE_MIDDLE
w 1. Start with all members

1 2. Then, New Step...

Employment Type - EMPLOYMENT_TYPE_CODE_DESCR
& 1. Start with all members

Lo 2. Then, Add 'Not Full-Time'

TIP: Use the List drop-down menu within the Selection Steps pane to
choose from a list of data elements included in the report.

Click the Save As icon to save changes to the report.
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8.4. Create Calculated Iltems: Exercises

Exercise 8.1: Create a New Calculated Item

Scenario: Emily needs to create a report that outlines appointment type, PATCO, and
Pay Plan by agency. She would like to consolidate types of appointment to make the
report easier to read.

Instructions: Follow the steps below to complete the exercise in Insight:

1.

Click the New action link from the top navigation bar.

2. Select Analysis from the menu of options.
3.
4

. From the Subject Areas pane of the Criteria tab, double-click the data elements

From the Select Subject Area window, select Workforce Profile.

outlined below to add them to the Selected Columns pane:
a. From the Appointment Type folder, select APPOINT_TYPE_DESCR.
b. From the PATCO folder, select PATCO_CODE_DESCR.
c. From the Pay Plan folder, select PAY_PLAN_CODE.
d. From Workforce Biweekly, select Employee Count.

Navigate to the Results tab. Reorder the columns to following the following
order:

a. PATCO_CODE_DESCR
b. APPOINT_TYPE_DESCR
c. PAY_PLAN_CODE

d. Employee Count

From the Results tab navigation bar, click the New Calculated Item icon.

7. Within the Display label, type “Competitive Appointment Type”.

9.

From the Values From drop-down menu select “ Appointment
Type.APPOINT_TYPE_DESCR”.

From the Function drop-down menu select Sum.

10. Select the following values in the Available pane and move them to the

Selected pane by using the blue “Move” arrow:
a. Competitive — Career, Conditional

b. Competitive — SES Career
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c. Competitive — Temporary, Special Need, SES
d. Competitive — Term, Taper, Indefinite, SES - Military

11.Select the Remove calculated item members from view check box and click
OK.

12.Repeat the steps 6-11 to create a New Calculated item within
APPOINT_TYPE_DESCR titled “Excepted Appointment Type” using the values
below:

a. Excepted-Excepted — Limited (More than 1)
b. Excepted-Permanent, SES-Non-career
c. Excepted-Temporary, SES-Time Limited Noncareer

13.From the Results tab, click the Save As icon and save the report as “Employee
Appointment Type” in My Folders.

14.Click OK.

Check Your Work:
Figure 237: Competitive Appointment Type and Excepted Appointment Type Calculated Items

Employee Appointment Type
| Criteria ~ Results ' Prompts | Advanced "
& Subject Areas rRE B -9 0 REA =B 0
=1 [{ workforce Profile “ | Compound Layout
# 3 Appointment Type
& [ Calendar Time HZR
# [ Contact Point A
® [ Disabllty Code | Employee Appointment Type
& [ Employee Leave HZR
# () Employee Profile
# [ Employee Profile Others
# [ Employee Salary PATCO_CODE_DESCR APPOINT_TYPE_DESCR PAY_PLAN_CODE Employee Count
B [ Employee Salary Others ADMINISTRATIVE Expedite EF 3
& () Employee Separated ES 7
3 3 Employment Type EX 1
& [ Fiscal Time S a7
3 [JHealth Benefit Added [Competitive Appointment TypefjAs 3
® (2 Last Action Recieved EH 15
# [ Life Insurance Added i = 25
& (3 Location 4 = 11
= T 5 = 260
) — L Excepted Appointment Type  JIES 115
List  All [=] oL 8
# [ My Folders IGM 26
% [ Shared Folders GS 9621
BLUE COLLAR Expedite WG 1
Excepted Appointment Type | WG 13
CLERICAL Expedite Gs 238
Competitive Appointment Type | GS 38
Excepted Appointment Type | GS 586
= Y No Data Excepted Appointment Type  |GS 1
Sl B-7¥ % OTHER Expedite GSs 105
Title Competitive Appointment Type | GS 26
[ 1able Excepted Appointment Type  |GL 1
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8.5. Chapter Review

Chapter Summary

Having completed this chapter, you should now be able to:
e Demonstrate how to create a new calculated item

e Demonstrate how to use a saved calculated item in a new or existing report

Notes:
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9.0. Create Managerial Reports Using Action Links

9.1. Chapter Overview

This chapter will review how users can build ad hoc managerial reports by creating
action links that drill-down to an operational report.

Chapter Objectives
After completing this course, you will be able to:

e Describe scenarios when reports should use action links

e Demonstrate how to create an action link to an existing report

9.2. When to Create a Managerial Report

Insight allows users to create managerial reports with action links that navigate to a
more detailed report.

Figure 238: Creating Managerial Reports

When to Create a No Need for a
Managerial Report Managerial Report
v' Report creator would like to x Report creator uses two
have access to supporting reports almost every day and
detail on a subject, but does would like access to both.

not need the detail as a main

x Report creator finds one
component of the report.

report to contain too many

v" Report creator would like to columns and would like to
show the relationship break it up into multiple
between the data in two reports.
reports.
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9.3. Create an Action Link Within a Report

Step Action

1. Navigate to the Selected Columns pane from the Criteria tab.

Figure 239: Criteria Tab with Selected Columns Pane Highlighted

Home | Catalog | Favorites v | Das E new

Employee Roster by Work Schedule
Criteria ' Results | Prompts | Advanced .

ESubject Areas 5 O ke

& @ werkForce Profile “}[Gsalected Columns

[ 23 Accounting Office Location )
B [ App Nature of Action Cork Double click on column names in the Subject Areas pan= to add them to the analysis, Once added, drag-and-drop columns to reorder them. Edit a column's propartiss, formula and
Bl [ App Nature of Action Code hovering over the butten next to its name.

)

® [ Appointment Type

@ [ calendar Time

® [ Contact Paint

® [ Contact Point Location
® [ Disability Code

® [ Duty Station Location
& [ Employee Profile

Bl [ Employee Profile Others —
Bl [ Employee Salary |EFilters

3 Employee Salary Others | Add filters to the analysis criteria by dicking on Filter option for the specific column in the Selected Calumns pane, or by dicking on the filter button in the Filtsr pane header. Add a save
& [ Employee Leave || selecting its name in the catalog pene.

Bl [ Employment Type "

Bl [ Employee Separated A e e

Bl [ Fiscal Time

El [JERI Code

D e

T

 Organization : Employment Type : Employee Profile
[l AGENCY_ABBREVIATION = B EMPLOYMENT_TYPE_CODE_DESCR 5 [H NAME_EMPLOYEE_LAST = [H NAME_EMPLOYEE_FIRST = [ NAME_EMPLOYEE_MIDDLE

2. Click the Edit icon for the targeted data element and select Column
Properties from the drop-down menu.

Figure 240: Data Element Edit Icon Drop-Down Menu with Column Properties Highlighted
W | [WF[48

EISselected Columns

Daouble click on column names in the Subject Areas pane to add them to the analysis. Once added, drag-and-drop colum
howvering over the button next to its name.

m

Organization Employment Type Employee Profile
E AGENCY_ABEREVIATION i= B EMPLOYMENT_TYPE_CODE_DESCH :=F B MNAME_EMPLOYEE LAST i= ‘H NAME_E

' Column Properties

I Filters ﬁ_I:'lLtEﬁ
Column Properties
Add filters to the analysis criteria by dlicking on Filter option for the speci P mns pane, or by d

selecting its name in the catalog pane.

] IMPORTANT: Action links cannot be applied to Grand Totals or Sub-Totals
= within a table.
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Navigate to the Interaction tab.

Figure 241: Column Properties Window with Interaction Tab Highlighted

Column Properties (=]

Style Column Format Data Format Conditional Forma

Column Heading

Primary Interaction | Default (Drill) El

Value

Primary Interaction | Default (Drill)

Help OK || Cancel

Use the Primary Interaction drop-down menu to change the Primary
Interaction to Action Links.

Figure 242: Interaction Tab with Value Primary Interaction Drop-Down Menu Highlighted

Column Properties [

Style Column Format Data Format Conditional Format Interaction

Column Heading

Primary Interaction | Default (Drill) E|

Value

Primary Interactionf Default (Drill)

Default (Drill)
None

Send Master-Detail Events
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Click the New icon to open the New Action Link window.

Figure 243: Interactions Tab with New Icon Highlighted

Column Properties (]

Style | Column Format | Data Format *| Conditional Format i

Column Heading

Primary Interaction | Default (Drill) E|

Value
Primary Interaction El
7
Action Links &\g
Link Text Action Show Link N
Add Menu Action Links N
7
= E

[ panet display in a popup if only one action link is available at runtime

Help

OK || Cancel
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Select Navigate to Bl Content from the drop-down menu.

Figure 244: New Action Link Window with Bl Content Drop-Down Menu

New Action Link ...

Link Text
Action

Show Link @ always

Help

Conditionally

E)

484 Navigate to a Web Page
{:‘a’ Invoke a Web Service Create an Action to navigate to an Analysis or

Dashboard Page.
{:‘;} Invoke a Java Method

{:‘;‘} Irivoke a Browser Script
Invoke an HTTP Reguest

New Action Link: Creates a new action link in a report or
{% dashboard providing access to an existing report.
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Navigate to the Folders pane to select the existing report from the Catalog
targeted for the drill-down. Click OK.

Figure 245: Select Bl Content For Action Window with Folders Pane Highlighted

Select BI Content For Action [
Folders ,ﬁ‘@ pen In
B 23 My Folders /My Folders/Reports/Final =l [ | v
[ Subject Area Contents  §%) Alternative Work Scheduld
% EZ;::U:KS ‘mployee Roster by Work Schedule
[ Draft Employment Type Dashboard Prompt
[ Final Historical Employes Data

[£3 shared Foldars

ame
ilternative Work Schedule
Pescription

Help OK || Cancel

View the Create New Action window and click OK.
Figure 246: Create New Action Link Window

Create New Action (=

i Zj Navigate to BI Content
u Select the BI Content from the Catalog that you want to navigate to.

Help || Options... - Cancel
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9. View the New Action Link window which has updated with the report selected
in the previous step. Click OK.
Figure 247: New Action Link Window with Show Link Options Highlighted
.New Action Link ... [x]
Link Text
ion @ LE »
Show Link. @ plways © Conditionally I
|
| | Help | Cancel
TIP: By default, action links appears for all values. Select the Conditionally
radio button to update the action link to appear under restricted conditions.
10. Click the Do not display in a popup if only one action link is available at

runtime check box from the Interaction tab. Click OK.

Figure 248: Do Not Display in a Popup if Only One Action Link is Available at Runtime

Checkbox
Column Properties [x]
Style Column Format | Data Format Coenditional Format | Interaction l
Column Heading
Primary Interaction | Default (Drill}) El
Value
Primary Interaction | Action Links El
g
Action Links Ly
| Link Text | Action | Shaw Link A
| | Alternative Work Schedule | Alternative Work Schedule | Always Enabled 2N
7
il

¥ Donet display in a popup if only cne action link is available at runtime

Help
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11. Click the Save As icon and save the report with a title indicating it is a

managerial report.

] IMPORTANT: For action links to properly filter for the data element to which
P they are applied, users must apply Is Prompted filters for that data element in
both the managerial and drill-down reports. Review section 5.5 Create a New
Dashboard Prompt for an overview of how to add the Is Prompted filter.

QUICK TIP: Add Is Prompted Filters to the Managerial and Drill-Down
Reports

Step Action

1. Navigate to the Criteria tab of the managerial report and locate the Filters
pane.

Figure 249: Filters Pane in the Criteria Tab

I
Employes Roster by Work Schedule Home | Catalog avores ~ | D3 5 . Dpan w | SRgne

Criterla ' fesults | Prompts | Advanced = [HEE]

Subject Areas ] '-‘i}!;i (=)

- @\.'_IC'K‘H“"""' Profile = Selected Columns O
z: ® Location
" _JA U,‘,_ Code Double chick on column names in the Subject Areas pand to add them to the analysss. Once added, drag-and-drop cohemins to reorder them. Edit a column’s properties,

j!\: o formula and filters, apply sarting, o delate by dicking or hovering over the button next to 1S name.

i (3 Cah
[ Contact Point Ovganization Emplayment Type Emgployee Profile

#] () Contact Point Locaticn H aGENCY_ABBREVIATION = [ EMPLOYMENT_TYPE_CODE_DESCR 5 [l NAME_EMPLOYEE LAST 5= E) NAME_EMPLOYEE_FIRST =2 H NAME_EMPLOYEE_MIDOLE 5

i [ Cisability Code

¥ oty Station Location

(2 Empicyese Profile

B ACCESSION_1ST_AUTH 1
B accession_aND_aum_ = Filters P o
B accession_aumostry =l add filters to the analysis crtenia by chching on Filter option for the spacific oolumn in the Sslected Columns pane, of by clicking on the filter button in the Filter pane headay

- b Add a saved filter by clicking on add button after selecting its name in the catalog pane.,

«
= Catalog AN |
Lt (A0 =] Add Filters Here.
3 (23 My Folders

3 [ shared Folders
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Click the Filters icon and select the data element on which to create a filter.

Figure 250: Data Element List in Filters pane

1] [

© "Organization”."AGENCY_ABBREVIATION" a& »
btion for the specific column in the Selec "Employment Type"."EMPLOYMENT_TYPE_CODE_DESCR" hana header.
ing its name in the catalog pane. "Employee Profile"."NAME_EMPLOYEE_LAST"
"Employee Profile"."NAME_EMPLOYEE_FIRST"
Add Filters Here. "Employee Profile"."NAME_EMPLOYEE_MIDDLE"
More Columns ...

From the Operator drop-down, select Is Prompted. Click OK.
Figure 251: New Filter Window with Is Prompted Highlighted

New Filter (]

Column  EMPLOYMENT_TYPE_CODE_DESCR

Operator | is equal to [ is in -
i=lue  |is 2qual to [ isin =
Value is not equal to [ is not in ~/d®

is less than

is greater than

is less than or equal to
is greater than or equal to
[Clconvertis between

is null

is not null

is ranked last

is ranked first
contains all

contains any

does not contain

[ Protect

begins with
ends with
Help is LIKE (pattern match) OK || Cancel

is based on results of another analysis

Click the Save icon to save the managerial report with the Is Prompted filter.

Click the Catalog action link in the top navigation bar and navigate to the
drill-down report.

Navigate to the Criteria tab of the drill-down report and locate the Filters
pane.

Click the Filters icon and select the data element on which to create a filter.

From the Operator drop-down, select Is Prompted. Click OK.

Click the Save icon to save the drill-down report with the Is Prompted filter.
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Drill-down in a Managerial Report

Step Action

1. Navigate to the saved managerial report and run the report after the
managerial and drill-down reports have the Is Prompted filter. The values in
the column targeted with the action link will be hyperlinked.

Figure 252: Action Links Highlighted in a New Managerial Report
l.Elnpluvee Roster by Work Schedule Managerial Report _
Intermittent »'_Jk_gu‘n _H i
[Cyfithia 1S
Part-Time éi:;:iula“li‘pour :‘!ERE-Z
Allen 1
Ay I
Antlz b .
Antoszewskd 1
Zaiai X
2. Click the hyperlinked values and the drill-down report appears, filtered by the

selection.

Figure 253: Managerial Action Link Drill-Down Results

Employee
Count

ALTERNATE WORK SCHEDULE DESCR  NAME EMPLOYEE LAST |NAME EMPLOYEE FIRST |NAME EMPLOYEE MIDDLE  EMPLOYMENT TYPE CODE DESCR
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9.4. Create Managerial Reports Using Action Links: Exercises

Exercise 9.1: Use Action Links to Create an Ad Hoc Managerial Report

Scenario: Emily needs to create a report for her manager that displays PATCO
information by Agency and also provides specific information about employee
appointment type. To do this, she will create a managerial report with the option to drill-
down into PATCO to see the appointment type for each PATCO category.

Instructions: Follow the steps below to complete the exercise in Insight:

1. Click the Catalog action link from the top navigation bar.
2. Click My Folders to show folder contents.

3. Click the Edit action link corresponding to “Employee Appointment Type” report
that was saved in a previous exercise.

4. Within the Criteria tab, click the Filters icon from the Filters pane and select
“PATCO”.” PATCO_CODE_DESCR?” from the drop-down menu.

5. In the New Filter window, select Is Prompted from the Operator drop-down
menu. Click OK.

6. Click the Save icon from the report navigation bar.
7. Click the Catalog action link from the top navigation bar.

8. Click My Folders and click the Edit action link corresponding to the “PATCO by
Agency” report that was saved in a previous exercise.

9. Navigate to the Criteria tab.

10.Click on the Filters icon from the Filters pane and select “PATCO”,
“PATCO_CODE_DESCR?” from the drop-down menu.

11.In the New Filter window, select Is Prompted from the Operator drop-down
menu. Click OK.

12.From the Selected Columns pane, click on the Edit icon for the
PATCO_CODE_DESCR data element and select Column Properties.

13.Navigate to the Interaction tab in the Column Properties window.

14.1In Value, select Action Links from the Primary Interaction drop-down menu.
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15.Click on the New icon to open the New Action Link window.

16.Click the New Action Link icon and select Navigate to Bl Content.

17.Within My Folders select the report titled “Employee Appointment Type” and click
OK.

18.The Create New Action window appears, click OK.
19.Click OK from the New Action Link window.

20.Select the Do not display in a popup if only one action link is available at
runtime check box

21.Click OK in the Column Properties window.
22.Navigate to the Results tab and click the Save As icon.
23.Save the report to My Folders as “PATCO by Agency Managerial Report”.

24.Click the Catalog action link and navigate to the recently saved PATCO by
Agency Managerial Report.

25.Click the Open action link corresponding to the report.

26.Click on the values within the PATCO_CODE_DESCR to drill-down to the
“Employee Appointment Type” report and click OK.

Check Your Work:
Figure 254;: PATCO by Agency Managerial Report

e |

PATCO by Agency Managerial Report
Agency Code- Name PATCO_CODE_DESCR Employee Count
01-Agency for Service Area il ADMINISTRATIVE 29
CLERICAL 6
OTHER
PROFESSIONAL 83
TECHNICAL 1
02-Agency for Service Area  ADMINISTRATIVE 31
CLERICAL 3
OTHER 1
03-Agency for Service Area  ADMINISTRATIVE 50
CLERICAL 12
OTHER 2
PROFESSIONAL 1
TECHNICAL 5
04-Agency for Service Area 4 ADMINISTRATIVE 1009
CLERICAL 36
OTHER 14
PROFESSIONAL 154
TECHNICAL 53
05-Agency for Service Area J ADMINISTRATIVE 71
CLERICAL 5
OTHER 16
PROFESSIONAL 45
TECHNICAL 8
06-Agency for Service Area G ADMINISTRATIVE 303
e — 3
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Figure 255: Employee Appointment Type Drill-Down Operational Report

Employee Appointment Type Home | Catalog | Favorites~ | Dashboards v | [ New v~

Employee Appointment Type
PATCO_CODE_DESCR APPOINT_TYPE_DESCR PAY_PLAN_CODE Employee Count

ADMINISTRATIVE Expedite EF 3

ES 74

EX 1

GS 47

Competitive Appointment Type AA 3

EH 15

ES 25

EX 11

GS 260

Excepted Appointment Type | ES 115

GL 8

GM 26

G5 9621

9.5. Chapter Review
Chapter Summary
Having completed this chapter, you should now be able to:
e Describe scenarios when reports should use action links

e Demonstrate how to create an action link to an existing report

Notes:
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10.0. Course Summary

10.1. Course Accomplishments

Having completed this course, participants should now be able to:

Demonstrate how to create a new report using basic ad hoc functionality

Demonstrate how to edit an existing dashboard or create a new dashboard
using basic ad hoc functionality

Demonstrate how to restrict data in reports using filters and prompts
Demonstrate how to customize reports with tables and pivot tables
Demonstrate how to customize reports by writing formulas
Demonstrate how to manipulate data elements using calculated items

Demonstrate how to create drill-down capability within a report

10.2. Additional Resources

For additional resources please refer to the Insight website: www.nfc.usda.gov/insight
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11.1. Appendix A: Course Glossary

Term

Add Dashboard Page

Ilcon

L

Description

Adds a new page to the dashboard.

Advanced tab N/A Provides users with access to view analysis by
XML code, SQL, and SQL clauses.

Catalog pane N/A Lists My Folders and Shared Folders containing
saved reports, dashboards, filters, prompts, etc.

Clear All Sorts in All N/A Clears all sorts in a report.

Columns

Clear Sort N/A | Clears sort for that specific column.

Column «um | Allows users to choose the data element(s) to use
in the formula.

Column Format tab N/A | Allows users to customize the report column
heading and the way data is grouped within
columns (e.g., merge common cells or remain
separate).

Column Properties N/A Allows users to visually format the styles and

tab appearance of the column (e.g., font, colors,
conditional formatting, etc.).

Columns and N/A | Adds sums and format headings/values, etc.

Measures

Concatenate |1| Joins multiple data elements together so the

values of each data element are merged in a
single cell.

Conditional Format

N/A

Allows users to highlight certain data elements
within the column based on a defined condition.
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Term Icon Description
Criteria tab N/A | Allows users to add/remove data elements or
“columns” included in the report, apply basic edits
such as styles/formatting, filters, sorting, etc.
Data Format tab N/A | Allows users to customize how the data appears

within a report column (e.g., as a number, text,
percentage, etc.).

Delete

Deletes a data element, report component, or
dashboard component.

Delete Current Page

Deletes the current dashboard page.

Divide / Decreases the value by a defined increment (E.g.,
to decrease by 50% use *.5).
Edit Formula N/A | Allows users to create a formula to change how

the data in the column appears or to combine
columns (e.g., First Name, Last Name = First
Name Last Name).

Edit View / Customizes the structure and/or styles of a report
component (e.g. Title, Graph, table, etc.) within the
Results tab.

Excluded N/A | Temporarily removes columns from appearing in
the table.

Filter Restricts data to certain fields before the report

runs.

Format Heading

Provides a menu of options to customize headings
or titles in reports.

Format Text

A

Allows users to customize the style of text.

Function

...)

Contains a menu of functions to modify a data
element.
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Description

Arranges items in a dashboard section
horizontally.

Import Formatting

Applies the formatting from an existing report to a
new ad hoc report.

Interaction tab N/A | Allows users to add action links to column
headings and values.

More Options Allows users to save a group of filters as an
independent item in the Catalog.

Minus = Decreases the value by a defined amount (E.g., to
decrease by 50, use -50).

Multiply X Increases the value by a defined increment (E.g.,

to increase by 50% use *1.5).

New Action Link

Creates a new action link in a report or dashboard
providing access to an existing report.

New Calculated Item

-:")

Group values of a data element into a defined set.

New 4. Creates a new item for the function that the user is
editing.

New View Displays a menu of additional components (e.qg.,
graph, static text, narrative text, etc.) to include in
a report.

Operator N/A Determines the type of restriction applied to the
report (e.g., is equal to, is greater than, etc.).

Pivot Tables N/A | Organizes data in an interactive table that can be
manipulated, displaying data in a dynamic way to
reveal patterns and relationships.

Plus + Increases the value by a defined amount (E.qg., to

increase by 50, use +50).
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Description

Previews a dashboard before it runs in a new
window.

Print Options

Customizes the print settings for the report.

Prompts tab

N/A

Provides users with the ability to create report
prompts that allow the report consumer to
manipulate restrictions on data displayed in the
report.

Properties

XN

XYZ

Displays a menu of options to format a component
of a report or dashboard. Options will vary
depending on the type of component a user is
editing.

Rename

Renames a dashboard or report components.

Results tab

N/A

Allows users to view the result of the selected data
elements and formatting in the Criteria tab, add
components to the report such as text tables, and
graphs.

Run

Runs the dashboard to view results.

Save

Saves the changes made to an existing report or
dashboard, or saves the report or dashboard to a
particular location.

Save As

Provides a new name for a report or dashboard
and saves it in the Catalog.

Sections

Separates the report table into individual segments
based on a specific data element.

Selected Columns
pane

N/A

Allows users to apply a variety of customizations to
each data element included as a column in the
report.
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Description

Sorts the way data is displayed (e.g. ascending,
descending, etc.).

Static Text

N/A

Includes a text component to the report (e.g., Pl
Do Not Distribute).

Style

Applies Style and Conditional Formatting to a
graph view.

Style tab

Provides users with a number of options to
customize the appearance of fonts, cells, and
borders of a column or graph.

Subject Areas pane

N/A

Lists the available data elements within that
Subject Area.

Table Prompts

N/A

Creates a drop-down menu to allow users to
manipulate how data is restricted in a report by
toggling between values.

Table

N/A

Organizes data in a structure of rows and columns,
displaying a static view of the relationship between
data.

Title

N/A

Adds a title to the report (e.g., Employee Profile
Report) and/or indicate the day and time a report is
run.

Totals

Displays a menu of options to apply sub-totals
and/or grand totals in a report table.

Vertical Layout

Arranges items in a dashboard section vertically.
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