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Insight: Creating Reports and Dashboard Overview

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

Insight: Creating Ad Hoc Reports and Dashboards Objectives
By the end of this course, participants will be able to:

Demonstrate how to format and make basic edits to common reports
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 action links within a report
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Share your knowledge,
experience and ideas

Sign the attendance sheet

X

™ Feel free to ask Use the “Parking Lot” to
guestions revisit discussion topics

Be respectful of other .

articiants 0() Give helpful feedback
Keep us on schedule '/:‘ Turn off your cell phones
with timely returns from > and refrain from checking
breaks ./ emall
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Please introduce yourself, providing the following information:
 Name

« Organization or Agency

» Description of position

» Fun fact about yourself
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Apply Basic Edits to Common Reports 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.

Apply Basic Edits to Common Reports Objectives
By the end of this chapter, you will be able to:

* Demonstrate how to customize the styles and formatting of a report
« Demonstrate how to sort data within a report

« Demonstrate how to add context to an existing report
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Demonstration in Insight
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Exercise 2.1 and 2.2

LLLLLLLLLLL

Refer to the Participant Guide to complete the following exercises:

 Exercise 2.1. Add Context to a Report

« Exercise 2.2: Sort Data in a Report

Your turn!

10
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Users can customize common reports by editing the styles and formatting of

report columns.

wlnsigaT Busi Intelligence Deli gn Out
Employee Listing of Cash Awards s Train
Criteria " Resuts | Prompts | Advanced 880
= Subject Areas G
= @Psf;cnm History * | [E'saiacted Columns oY
ent Type

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 2 column's properties, formula and fiters, apply sorting, or elete

Tabs in the Column Properties window
provide users with styles and
formatting editing options.

Metrics Organzation POl Pay Plan Personnel History Se?‘;s“"
8 employee Count 5[] Average Number of Awards per Employee 5[] Average Award Amount 55, § : Og stucture 55, B P01 5 B PayPlan I B Graderstep 55§ 2 Employee Name I 5 ocef
 Filters %>
Add filkers to the analysts criteria MPclicking on Filter option for the s§ = = on
3 butonaer scctn 5 gl e catoa g, Organization POI Pay Plan
ee 1] T CAST ( SUBSTRG( CAST (DATE_PE... is prompted <
ANDP - —
ee O | S ¥ POL CODE ompiad 3 1 Org Structure :— E POI &= E Pay Plan
ODE is prompted v 4
9 sot >
Edit formula

J % Column Properties

I W Filter
ne, or by clicki R Delete

Select Column Properties to

open the Column Properties

window from the Properties
drop-down menu.

E]
Style ' Column Format Data Format Conditional Format Interaction I
—
Font
Family | Tahoma E] Size 12
coor [y  style |Default (System)[=]  Effects | Default (System) [+ ]
Cell
Horizontal Alignment | Right E] Background Color _'ﬂ
Vertical Alignment ' Top E] Image
v Wrap Text
Border
Position ' Default (Wstem)?] Border Style Default (System)[TJ
] Border Color :J
# Additional Formatting Options
#l Custom CSS Style Options (HTML Only)
Help OK || Cancel

11
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Users can update reports with disclaimers or additional context in order to
communicate information to the report audience.

" Results ‘\Prompls\i Advanced\

F Areas

Eonnel History

5 @

|:| ‘ Compound Layout

S B B b T W

Appointment T

Calendar Time Select a view to
Contact Point . ) -
Disability Code includein a Y
Employee Typd report from the

ERI Code New View drop-

Fiscal Time down menu.
Location

Occupational Series i T
- r;r = | P "

y 'ﬂ; R _," m

Folders

ed Folders

T H /W R E=

U=

Ao Ao B@ =
T Title
[ Table
B Pivot Table
sting DfCashJE Trellis
IE Graph *
{0y Gauge *
an O® Funnel > "> 1990
@& map
%/ Filters
45 Selection Steps
Other Views » Column Selector
View Selector
Legend
Narrative
L] Ticker
(5] static Text

acal QL

1 |m: »

|E Selection Steps

IN ('840', '841', '842', '843', '844', '849, '878', '879'

¥ Create Target List |

Employee Cou

Average Numb
Average Awart
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Apply Basic Edits to Common Reports Accomplishments
Having completed this chapter, you should now be able to able to:

« Demonstrate how to customize the styles and formatting of a report

« Demonstrate how to customize reports with filters

« Demonstrate how to sort data within a report

« Demonstrate how to add context to an existing report

13
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Create Ad Hoc Reports Overview
This chapter will review how Insight’s ad hoc report capabilities allow users to
create new reports to meet their organization’s unique reporting needs.

Create Ad Hoc Reports Objectives

After completing this chapter, you will be able to:

« Demonstrate how to create a new ad hoc report

« Demonstrate how to apply formatting from an existing report

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

16



22 National
Finance
Center

Create Ad Hoc Reports

N E W ORLEANS, LA

Demonstration in Insight
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Exercise 3.1, 3.2, and 3.3

LLLLLLLLLLL

Refer to the Participant Guide to complete the following exercises:
« Exercise 3.1: Create an Ad Hoc Report
« Exercise 3.2. Edit the Styles and Formatting of a Report

 Exercise 3.3: Create a Graph

Your turn!

18
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Users can customize the structure of a report from the Layout pane. The Layout
pane allows users to target data for Table Prompts, Sections, Totals, and exclude
data elements from a report.

Editing from: " Compound Layout” Done Revert

EMENCIE IR RN PlEER
Based on targeted data elements, the =
|ALTERNATE_WORK_SCHEDULE [NAME_EMPLOYEE_LAST  |NAME_EN Layou_t pane aI_IOWS users to break the
0 |Clexton _kmbery} report into Sections and Table Prompts,
_|Sohail |Anjum
8 | Antoszewski ‘sherrie add Totals, and more.
|Bianchi Douglas

‘ David Brisbois 1A [ 1] %
[= Layout

Table Prompts =] &

Sections =] 7]

Table &

Columns and Measures Z] 57
Employee Profile Workforce Daily

B acternate work_scHepute B (2] B name_emprovee ast B (2] B name_emprovee_rirst B} (2] B name_emprovee_miooLe B (2] [ employee count B

Excluded
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Create a New Ad Hoc Report

Using drag and drop capability, Insight ad hoc functionality enables users to
quickly create custom reports with their organization’s data.

Business Intelligence Delivered

— £ I ©

E new v

Home | Catalog | Favorites v | Dashboards v

Criteria '\R&sults\1 Prompts\| Advanced \

|= Subject Areas N ‘ 48
= @ WorkForce Profile * | l= selected Columns

[ Accounting Office Location
[ App Nature of Action Code [
(233 Appointment Type

[ Calendar Time
{13 Contact Point Employee Profile Workforce Biweekly

[ Contact Point Location £ ALTERNATE_WORK_SCHEDULE_DESCR i [ NAME_EMPLOYEE_LAST i [ NAME_EMPLOYEE_MIDDLE 35 [ NAME_EMPLOYEE_FIRST i, [1 Employee Count &

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, for|
by clicking or hovering over the button next to its name.

[(7) Disability Code
[ Duty Station Location
[ Employee Profile

I EEEEREEEER

The Subject Areas pane lists data Drag and drop data elements from the
elements available for report Subject Area pane into the Selected
creation. Columns pane.

20



Create New Graphs in a Report

3l National
Finance
Center

U. S. Department of Agriculture
N E W ORLEANS, LA

Insight allows users to create and format graphs directly within a report to provide
a visual representation of the data.

= | &8

3. & FENMETEE
E] Title

i Table

fH Pivot Table

E] Trellis >

I Graph > |d, Bar >
@ Gauge * By Line
M Funnel > & Area »
@ map D re

W Filters [ Line-Bar
g :

|y Vertical

‘ | Default (Vertical) l

Click the Properties
icon to make stylistic
and formatting edits to
the graph.

Sy b W= @ & BLE ml“? |dt Bar o L Default (Vertical) , [ Default, 1 20,

Employee Count
12
. 10
€

@ 06
<

2 o4

[}

Structure a graph by
dragging and dropping
data elements within the

Layout pane.

.

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

Graph Prompts

Sections 57  [7] Display as Slider
Bar Graph
:Bars
Bars (Vertical | Group By (Horizontal Axis)
Axis)
a AGENCY_ABBREVIATION
Employee !
o | (5 in

NAME_EMPLOYEE_LAST

= [7 show Subject Area Folders
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Create Ad Hoc Reports Accomplishments

Having completed this chapter, you should now be able to able to:
« Demonstrate how to create a new ad hoc report

« Demonstrate how to apply formatting from an existing report

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

22
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Customize and Create Ad Hoc Dashboards 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.

Customize and Create Ad Hoc Dashboards Objectives

By the end of this chapter, you will be able to:

« Demonstrate how to edit a common dashboard

« Demonstrate how to customize a common dashboard with styles and formatting
« Demonstrate how to create a dashboard using existing reports

25
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Demonstration in Insight
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Exercise 4.1 and 4.2

LLLLLLLLLLL

Refer to the Participant Guide to complete the following exercises:
 Exercise 4.1. Edit a Common Dashboard

e Exercise 4.2: Create an Ad Hoc Dashbhoard

Your turn!

27
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Customize Common Dashboards

Common dashboards serve as templates for users to customize for their unique
needs by adding/removing components, updating print properties, and more.

| =3¢ | Remove a component of a
8 common dashboard by
clicking the Delete icon.

Print Options

Page Settings

Include and customize Paper Size | User Default EI

Orientation | Portrait [Zl

dashboard Headers and
Footers and set page

settings from the Print Print Rows | Visible [ » |

Options window.

[ Hide Margins

Header and Footer

7] Include Header | Edit

[] Include Footer Edit

OK | Cancel 28
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Create Ad Hoc Dashboards

Creating an ad hoc dashboard allows users to create a summary view of reports
that share a common theme and/or drive day-to-day decisions.

I-:llISlEHT Business Intelligence Delivered search [ © /oo | teb | sonow O
Ad Hoc Employee Demographics Home | Catalog @ Favorites v | Dashboards v L‘ Newv | BB Openv | Signed InAs Train56 v

pagel BRE GreewDro A Q
&/ Dashboard bbjeds
0] column
B section Drag and drop dashboard
@ :J;“S‘*U‘":” objects into the dashboard

ion Lini
Ry Acton ik ens workspace to format the layout
B Unkor Image and add context to a

[@ Embedded Content dashboard.

Text
B3 Folder

[l Catalog

= |2 My Folders

| @ [)Subject Area Contents
{ @ @My Dashboard

| @ (@ compound Layout

Locate reports to include in a
dashboard from the Catalog

pane. 29
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Customize and Create Ad Hoc Dashboards Accomplishments
Having completed this chapter, you should now be able to able to:

« Demonstrate how to edit a common dashboard

» Demonstrate how to customize a dashboard with styles and formatting

« Demonstrate how to build a dashboard using existing reports

30
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Create Filters and Prompts Overview
This chapter will review the unique value and utility of filters and prompts when
creating ad hoc reports and dashboards.

Create Filters and Prompts Objectives

After completing this chapter, you will be able to:

» 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

33
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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:

* When the mechanism is applied — before, during, or after the report runs.
 |If the mechanism is applied the same way each time or can change.
 If the mechanism is a visible element of a report or a dashboard.

* Restricts data within a report before it runs

* Applies every time the report runs

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

Report Prompt

* 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

Table Prompt

* Enables users to select data restrictions after
the report runs

* May change each time the report runs

* Visible element of a table that appears directly
above the report table in the run view

* Enables users to select data restrictions after
the dashboard runs

* May change each time the dashboard runs
* Visible component of the dashboard in the run
view

34
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Filters are applied within the Criteria tab of the ad hoc report editing page and
restrict the data before the report is run.

[

’}E Selected Columns

I@ ‘
| 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

E AGENCY_ABBREVIATION i, E EMPLOYMENT_TYPE_CODE_DESCR i, E NAME_EMPLOYEE_LAST i, B NAME_EMPLOYEE_FIRST im, E NAME_EMPLOYEE_MIDDLE

\\i“

"} Filters that are applied to a report I
|+ — == . . . . . S
|= Filters are listed in the Filters pane within PR »
Add filters to the analysis criteria by clicking on Filter option for the specific colfimngn the Criteria tab. ton in the Filter pane header.
Add a saved filter by clicking on add button after selecting its name in the ca n

| ¥ EMPLOYMENT_TYPE_CODE_DESCR is equal to / is in Part-Time

35
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Table prompts appear as a component of the report, allowing users to
manipulate how data is restricted in the report after it runs.

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

Employee Incentives (3Rs)
DEPARTMENT_CODE is equal to DS
and "NOA Code","NOA_CODE" IN (815, ‘815, '827")
and "Calendar Time"."YEAR_ID" = 1990

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

| =

Es
Position Incentive Legal 2nd
Employee Occ . Type . Legal Recruitment Recruitment
TR Org Structure Grade/Step Series (T)iftfliglal (NOA Authority Authority — %
Code) Code
Carolyn, Berry A |DS070107000000000000 (3144 0o /0 0110 ASSOCIATE 816 - VPW Mo 2Znd Lega $0.00 0%
COMMISSIONER |RELOCATION Authority Code
FOR FIELD INCENTIVE
OPERA
Carolyn, Barry A |DS070107090000000000 [3144 00 /0 0110 ASSOCIATE 816 - VPW No 2nd Legal  |$0.00 0%
COMMISSIONER |RELOCATION Authority Code
FOR FIELD INCENTIVE
=
Neall, Sean M H H ONAL 816 - VPW Mo 2nd Legal $0.00 0%
SeleCt|OnS In the table prompt NISTRATOR. |RELOCATION .-'-‘Htf*a’i:v nge
actively restrict the values in the
table.

36
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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.

s ANSIGHT Business Intelligence Delivered Search
Employee Incentives (3Rs) Home | Catalog
Employee Incentives (3Rs)
Date of Action
i . & Report prompts appear on the page
* Department Code Agency Name OrgLvl 2 OrgLvl3 OrgLvl4 precedlng the report Inrun view.
DS i». (Al Column Values) .»/ (Al Column Values) i@ (Al Column Values) i» (Al Column Values) 53]
Org Lvl5 OrgLvl6 OrglLvl7 OrgLvi8 POI
(All Column Values) ¥ (Al Column Values) v, (All Column Values) (Al Column Values) l» (Al Column Values) il
Pay Plan Occupational Series Grade
(All Column Values) ¥ (All Column Values) v (All Column Values) Al
Type of Appointment Work Schedulfl Employee Incentives (3Rs) Home | Catalog | Favorites+ | Dashboardsv | J§ New+
(All Column Values) ¥/ (All Column Vall' Employee Incentives (3Rs)
% DEPARTMENT_CODE is equal to DS
Tacentive Type (NOA Code) and "NOA Code™."NOA_CODE" IN (815, ‘816, '827)
(All Column Values) > and "Calendar Time","YEAR_ID" > 1850
Legal Authority 2nd Legal Aut
{All Column Values) v (Al Column Val
Edit -Refresh - Copy
‘Position LULEETAGE L/ gal e
Employee | Occ = Type 4 Legal Recruitment Recruitment R
Grade/Step Name |Series ‘?iftflié]al (NOA C‘::g:’"ty Authority Bonus % | B
Code) Code
DS04010901030 Elese, Hairston A (4619 i‘-‘lANﬁ’PO‘J.‘ER x 1816 - [vPw |No 2nd Legal $0.00 0% $9
DE070109010400000000 [Likaka, Osumaka 22| Report prompt selections restrict % i
13
DS040112020000000000 146 [157 HUDSS "‘Sta\ifv} the data as It ap pears In a report In % 0
L 0
i the run view.
DS040112050300000000 @146 :Zemedcm, Ava P (0 _ % ;5‘_
ANALYST |RELOCATION Authority Code
|INCENTIVE 37
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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.

Dashboard prompts are a visible
component of the dashboard in the
run view.

=

* Department Code  Agency Name Org Lvl 2 Org Lvi 3 Org Lvi 4
Ds % -Smimct Vel |w|  -Smiect limbe— |w| —Smect Veium- v St Vme- |
OrgLvl 5 Org Lvl & Org Lvl 7 Org Ll 8 oI
—Salect Valyeee 7| et Vmbme ¥ Smlect Unbme T <Smiect Vb (7] oSeect Vabm- 7
Oceupstional Series  Type of Appointment  Wark Schedule Type of Employment  Emplayment Status
—Gmimct Vislpm- |w|  --Smimef Veme wl  -Smleet Umiume w|  Gmlecf Vabee | Smiscf Ve wl
Py Plan Grade Duty Station Stke Duty Station City
—Smiect Vilum—- |w|  --Smiect V= w|  Select Umus— w|  —Gelect Vb v

Lipply || Res

A

Total Employee Headcount
Average Age

‘Average Length of Service

L

Allows users to toggle between

the amount of restriction on data ADMINISTRATNE_
1

Occupational Category

in the dashboard after it is run. BLUECDLLARE
kA
'F)I | I ClLERDTCAL - LA
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Demonstration in Insight
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Exercise 5.1, 5.2, and 5.3
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Refer to the Participant Guide to complete the following exercises:
 Exercise 5.1. Create a Filter Independent of a Report
 Exercise 5.2: Add a Saved Filter to a Report

 Exercise 5.3: Create and Apply a Dashboard Prompt

Your turn!
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Users have the ability to create filters within a report or as stand alone objects to
be used in future reports.

New Filter
Create filters to restrict data to

defined parameters in the New
Filter window.

Column EMPLOYMENT_TYPE_CODE_DESCR 728

Jterd | Operator |is equal to / is in [~]
Value v @B

Add More Options v | Clear All

[7] Protect Filter

[T] Convert this filter to SQL

[E SubjectiAreas {,G&ﬂ @&?
& @ WorkForce Profile 2 \E Selected Columns
[ Accounting Office Location | = ' y > 5
@ [ App Nature of Action Code Double click on column names in the Subject Areas pane to add them to the al
) formula and filters, apply sorting, or delete by clicking or hovering over the bu
[ Appointment Type
= # [ Calendar Time
Brzay [ Contact Point o
Bl i eviticE PR e Double-click on a saved =% §
# [ Disability Code .
[ [ZJDuty Station Location fl|te!’ from th_e C_atalog
| ———— — pane in the Criteria tab to
= TN, ‘ c
E Catalog 68 ¢ GEH apply it to areport.
List |All [~]
E]Ij R B s Je specific CO|LI
G a saved filter by clicking on add button after selecting its name in the catal
= ect Area Contents
=3 WorkForce Profile
f Agency 1 Part Time Empl
 Part Time Employees
@ [ Shared Folders 41
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Table prompts allow a user to manipulate restrictions on data within a report from
the run view.

Favorites v | Dashboards~ | [ New+

* Resilts " prompts | Advanced

Editing from: * Com|

Ft Areas R E-0 B U R ST & ([EE
rkForce Profile -
) Accounting Office Location
) App Nature of Action Code

‘ EMPLOYMENT_TYPE_CODE_DESCR [Full-Time [ ]

) Appointment Type I
[} Calendar Time il [£
1 Contact Point H

) Contact Point Location
) Disability Code

[ Duty Station Location

1 Employze Profile

1 Employee Profile Others
[ Employee Salary

The table prompt drop-down menu
provides options to restrict the data in
the report after it runs.

Table Prompts (21 &
Employment Type
& empLOYMENT_TYPE_CODE DESCR Y

) Employee Salary Others Sections
] Employee Leave LG -
h Employment Type =
) Employee Separated Table &
i Fiscal Time =
Rt Code || | cotumngffind Measures =] &
o R
= B o il Employee Roster by Work Schedule
= ENCY. Asaammomaﬂ 8 name_empLOYEE LasT B (2 _[—\ — \f—\[
olders Advanced
red Folders

e = Subject Areas iR E A BRER R I® EIEER IR
= @WorkForce Profile * || compound Layout

3 Accounting Office Location
3 App Nature of Action Code Title % 7 R
3 Appointment Type
3 calendar Time

m

Employee Roster by Work Schedule

[ Contact Paint =1 || Wrabie hs R
Drag and drop data 3 Contact Point Location
: [ Disability Code [ EMPLOYMENT_TYPE_CODE_DESCR  Full-Time I
elements into Table 53 Doty Staton Lpcation -
s Intermittent
Prompts within the Layout 9 Employes Proflle Pat e |
3 Employee Profile Others AME_EMFLOYEE FIRST  |NAME_EMPLOYEE_MIDDLE
pane. [3Employee salary AS-01 Albrecht Temance c
[ Employee Salary Others Alexander Korostelev KENNETH
3 Employee Leave Anderson Jonizthan MACKIN
B 3 Employment Type H Andrea King-Jimenez P
[ P2 Fmnloves anF]I'HfPI" Arifa Javed L
[=ICatalog -_ =s) / EP) Asmar Francesca NMN
List [al [=] Bibhuti Parida R
&) My Folders Brownlow Gretchen
(3 shared Folders Carla Bar!'on J
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Report prompts appear on a page preceding the report in run view and allow
users to customize restrictions on a report each time the report runs.

Home | Catalog | Favorites v | Dashboardsv | ¢ Newv | BB Open~ | Signed InAs Tra

Employee Roster b

Add prompts for usergfvhen they run this analysis.
|& |+ | B | .

| Prompt Label I Type ‘ Prompt For Description ‘ Required New Column
Page

'j Page 1

Navigate to the Prompts tab of the ad hoc

report editing page to create a report : : : -
p rom pt New Prompt: EMPLOYMENT_TYPE_CODE_DESCR [

Prompt For Column "Employment Type"."EMPLOYMENT [igd
Label EMPLOYMENT_TYPE_CODE_DESCF

Description
= Display ¥
Page 1 JZ Operator |is equal to / is in u
‘ User Input | Choice List [Z‘
=] Options -
Choice List Values | ol Column Values B

[7] Include "All Column Values" choice in the list
[7] Limit values by

/ [¥] Enable user to select multiple values
. V] Enable user to type values
CUStOI’nIZG the type Of [7] Require user input
restriction, input, and other Bl 7
) B hoice List Width namic © ixels
characteristics of the I SRS e
report.

Set a variable |None E]

Help OK || Cancel
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Users can create dashboard prompts to restrict the data returned across multiple
reports within the dashboard.

W INSIGHT

Create...
Analysis and Interactive Reporting
Analysis | Dashboard | More v
it Published Reporting
Report | Report Job | Mare v
Actionable Intelligence
Q Agent | Action
=2 Performance Management
T=—| Scorecard | KPT | KPI Watchlist
Browse/Manage...
| All Content ~
@ My Analyses

@ My Reports
@ My Scorecards

Business Intelligence Delivered

Home

Recent

Dashboards

Others

E Employee Incentives (3Rs)
Open | Edit | Morew

E Employee Loss
Open | Edit| Morew

search [IET N © /-

Catalog

oQ
[m]m]

Favorites v

Dashboards

Workforce Profile Dashboard -.
Open | Edit | Morew

Workforce Profile Dashboard Ry
Open | Edit | Morew

Home | Catalog

Select Dashboard Prompt
from the New action link
menu.

Published Reporting
Report
Report Job
Data Model
Style Template
Sub Template
Actionable Intelligence

= Agen

Favorites v

Dashboards v

‘* New v

BS Open v | Signed In As Trai

5 15|

@ My Agent Subscriptions

@ My Agents

=] Definition

Report Jobs
Report Job History

Add prompts for users when they run this analysis.

b [+ @ BE| 7 X

‘ Prompt Label

| Type ;Prompt For | Description | Required

New Column

" Pagel

Customize the dashboard prompt from the
Prompts page.

Page
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Create Filters and Prompts Accomplishments

Having completed this chapter, you should now be able to able to:
» 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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Create Tables and Pivot Tables 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.

Create Tables and Pivot Tables Objectives

After completing this chapter, you will be able to:

» Describe the difference between default tables and pivot tables
« Demonstrate how to create a new table within a report

« Demonstrate how to create a pivot table within a report
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Comparing Tables and Pivot Tables

Users have the ability to create tables and 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.

Tables

* Organizes data in a
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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Demonstration in Insight
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Refer to the Participant Guide to complete the following exercise:

e Exercise 6.1: Create a Pivot Table

Your turn!
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Most reports in Insight will include a table by default, allowing users to customize
the structure and layout of data in the report.

Criteria ~ Results ' Prompts | Advanced Select Table from New View
=tlect frems U & L4 e d - lEiI/ drop-down menu to add a table
= [fﬁ]WclrkFc.rce Profile * || Compound Layout Title to a I’EDOI’I'.
[(3 Accounting Office Location ] Table
3 &pp Nature of Action Code Table )
= it Pivot Tapls
(3 appointment Type 5 m:.- a
(3 calendar Time [ Trellis
£3 Contact Point T lm Graph *
3 Contact Point Location ALTERNATE_WORK_ SNSRI
(3 Disability Code s J——— 5
£ Duty Station Location Four 10 Hour Days Per Week] 3® Funnel
3 Employee Profile @ wap
D Emp|-:|}'ee Profile Others Editing from: ” Compound Layout” | Done Revert
3 Employee Salary (B 26 UE @ 3® @ Eos
[ Employee Salary Cthers : <
[ Employes Leave = = ‘ =
[ Employment Type " ELfy(,J,Ut ==
Table Prompts @ @
Sections @@ h
Table
olumns an leasures “Z
Tables are the default s it B 18
Employee Profile Employment Type Workforce Biweekl

Vi e\N_ t O d is p | ay d ata ] ALTERNATE WORK SCHEDULE DESCR B (] B nave_evpLovee tast B (2] 8 nave evpioves mrer B (2] B nave evproves miooie B () B everovvent Tvpe_cope pescr B (2 [ Employes Count
within a report. Excluded
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Pivot tables allow users to manipulate the way data displays in an Insight report
to highlight trends or relationships among the data.

| criteria * Results ' prompts { Advanced

[SSubject Areas R E A BRI EF ST HE
= @WﬂrkForce Profile |« | Compound Layout
3 Accounting Office Location

3 App Mature of Action Code
3 Appointment Type

3 calendar Time
s T

m

‘ Trellis  »

lE Graph ¥
'RK_SIFnY Gauge ¥
rweek] D@ Funnel »
@ wap
W Filters
A5 selection Steps
Other Views »

Select Pivot Table from the
New View drop-down menu.

[ Employee Salary Others
[ Employes Leave

Abdolg
.:’:I:iga'l kForce Profile

‘AbramfAccounting Office Location

agius [JApp Nature of Action Code

3 Employment Type A
#_FAFmnloves Senaratad 2
)

Ahmac#Appointment Type

Aay Kealendar Time

Al Harontact Point

(Contact Point Location
Disability Code

Duty Station Location
Employee Profile

JEmployee Profile Others

Editing fro

S (Wi W@ S ®| @ o [[O[E |

[Cosnlonn Colan

= Layout

Pivot Table Prompts (= (&3l

| )

]

68 ¢

,,@,]

m

View and edit a pivot table
from the Results tab.

v &y 2R 397 B BEaB &

Compound Yfyout
—

ALTERNATE_WORK_SCHEDULE_DESCR

@b/ %

Employee Count
|Full-Time  [Intermittent  |Part-Time |

|Four 10 Hour Days Per Week 1239
Must Have 40 Hours Per Weekq P 7
Not Under A Compressed Work Schedule 40

\
| B
12 187

Sections (=183
Pivot Table &
Columns 2] &
Measure Labels | (2
Employment Type ] EMPLOYMENT_TYPE_CODE_DESCR [}
Rows =1
Employee Profile
B ALTERNATE_WORK_scHEDULE_DESCR Y

vee_ast 5} B name_emprovee rirsT B 5 name_emproves_mmote B}

Make edits to a pivot table in
the Layout pane.
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Create Tables and Pivot Tables Accomplishments
Having completed this chapter, you should now able to able to:
» Describe the difference between default tables and pivot tables

« Demonstrate how to create a new table within a report

« Demonstrate how to create a pivot table within a report
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Write Formulas in Insight Overview

This chapter will review how Insight enables users to customize data in a report
using mathematical logic.

Write Formulas in Insight Objectives

After completing this chapter, you will be able to:

» Describe scenarios when a user would write formulas in Insight
« Demonstrate how to edit formulas in Insight
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Users can customize data elements using mathematical logic through the Edit
Column Formula feature. This feature is valuable for report customization within
three main situations:

 Modify data elements: Allows users to apply mathematical functions to customize data
elements for agency-specific needs (e.g., average, running sum, etc.).

« Combine columns: Allows users to combine or “concatenate” multiple data elements
into a new column (e.g., John + Smith = John Smith).

« Scenario planning: Allows users to view how data changes based on a given scenario
(e.g., 50% increase in headcount across regions).
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Demonstration in Insight
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Refer to the Participant Guide to complete the following exercise:

« Exercise 7.1: Write a Formula

Your turn!
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Using the Edit Column Formula feature of Insight, users can manipulate data in a
report by using mathematical operations to create new scenarios.

7108 o

ESelected Columns

the button next to its name.

Organization

Employze Profile

>

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, formu

‘B AGENCY_ABEREVIATION = | H NAME_EMPLOYEE_LAST i=‘H NAME_EMPLOYEE_FIRST i ‘B NAME_EMPLOYEE_MIDDLE = ‘B AGE i | B LENGTH_OF_SERVICE =}

Apply formulas to the values within a
column and customize the Column
Heading from the Edit Column Formula
window.

<

=IFlters

Add filters to the analysis criteria by dicking
selecting its name in the catalog pane.

r
Column i i
4 = [EmmEditformula F Edit Column Formula
S® Flter 2
Column Formula . Eins
lter option fg 98 Delete IS

Folder Heading

Column Heading
[F1 custom Headings
Contains HTML Markup

Select Edit Formula from the Edit
icon’s drop-down menu.

(=

Aggregation Rule (Totals Row) | Default (None)
Available
Stibject Areas

=l @ WorkForce Profile (2
& [23 Accounting Office Location
& [23 App Nature of Action Code

& [Z3 Appointment Type
# [Z3 Calendar Time

& [23 Contact Point

& [23 Contact Point Location >
& [33 Disability Code

& (23 Duty Station Location

# (3 Employee Profile

& [3 Employee Profile Others

# (3 Employee Salary

& (23 Employee Salary Others

Column Formula
"Employee Profile"."NAME_EMPLOYEE_LAST"

# (3 Employee Leave
& 23 Employment Type
= . SbIf S

Filter...

Xaolodedebolibelidodedl I

Column Variable v +

OK || Cancel

Select the mathematical
operations to manipulate data in
the column from the Edit Column

Formula window.
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Write Formulas in Insight Accomplishments
Having completed this chapter, you should now able to able to:

» Describe scenarios where a user would write formulas in Insight
» Demonstrate how to edit formulas in Insight
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Create Calculated Items Overview
This chapter will review how to create calculated items in order to group a
defined value set within a report.

Create Calculated Items Objectives

After completing this chapter, you will be able to:

« Demonstrate how to create a new calculated item

« Demonstrate how to use a saved calculated item in a new or existing report
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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.

Before After

Values for New York, New
Jersey, and Connecticut
appear in individual cells in
the report.

New “grouped” cell called
Tri-State area appears in
the report.
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Demonstration in Insight
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Refer to the Participant Guide to complete the following exercise:

e EXxercise 8.1: Create a Calculated Item

Your turn!
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Within Insight, users can create new calculated items to group values within a
data element as a defined set.

New Calculated Item [x] I
Display Label Not Full-Time
Values From | Employment Type.EMPLOYMENT_TYPE_CODE_DESCR [ ]
i [Tas] m
Available 2] Selected
=] Employment Type.EMPLOYMENT_TYPE_CODE_DESCR \ @ Full-Time
<O Full-Time ‘
© Intermittent
@ ‘Part-Time
®
Move
p>
Move all
Remove
K
Remove Al
ME Catalog
_Format | | gffove calculated item members from view
Help OK || Cancel

| | | |
Choose the values within a data element
to group within a new calculated item.
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Create Calculated Items Accomplishments

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

« Demonstrate how to create a new calculated item

« Demonstrate how to use a saved calculated item in a new or existing report
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Create Managerial Reports Using Action Links Overview
This chapter will review how users can build ad hoc managerial reports by
creating action links that will drill-down to an operational report.

Create Managerial Reports Using Action Links Objectives
After completing this chapter, you will be able to:

» Describe scenarios when reports should use action links

« Demonstrate how to create an action link to an existing report
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Insight allows users to create ad hoc managerial reports with action links that
navigate to a more detailed report.

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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Refer to the Participant Guide to complete the following exercise:

« Exercise 9.1. Use Action Links to Create an Ad Hoc Managerial
Report

Your turn!
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From the Criteria tab of the ad hoc report editing page,
links that drill-down to an existing report in the Catalog.

Change the Value Primary I

Interaction to Action Link in order to §

enable drill-down action links in the
report. |

Lfmat Data Format | Conditional Format | Interaction .

ary lnteracuon | Default (Drill)lz]

Value

Primary Interact

[Action Links |

Action Links

| Link Text | Action | Show Link

| Add Menu Action Links

|

N N b 1%

|
[7] Do not display in a popup if only one action link is available at runtime

/

Choose whether the drill-down is a direct link
or whether users will select the report from a
menu.

N

Click the New icon to
create a new action link
and navigate the
Catalog to the desired
drill-down report.

|
Help

OK || Cancel

users can create action
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Create Managerial Reports Using Links Accomplishments
Having completed this chapter, you should now be able to:

» Describe scenarios when reports should use action links

« Demonstrate how to create an action link to an existing report
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Insight: Creating Reports and Dashboards Training
Accomplishments

Having completed this training, 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 action links within a report
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Questions
Are there any unanswered questions or concerns regarding today’s training?

Provide Feedback

Please fill out the training feedback form before you leave to allow for continuous
iImprovement of the course.

Help

For additional resources please refer to the Insight website:
www.nfc.usda.gov/insight
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