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1.0. Training Information

1.1. Agenda

This course will include the following chapters:

2.0 Insight Overview

3.0 Understanding Data in Insight

4.0 Understanding Reports and Dashboards in Insight

5.0 Basic Navigation

6.0 Access Reports

7.0 Access Dashboards

1.2. Purpose

Insight: Using Reports and Dashboards provides an overview of Insight, the National
Finance Center’s business intelligence solution that provides integrated data and
flexible analytics to drive strategic business decisions.

1.3. Training Objectives

By the end of this course, participants will be able to:
e Describe the purpose of Insight as a reporting and analytics solution
e Describe how data, reports, and dashboards are structured in Insight
e |dentify key features of Insight’s basic navigation

e Demonstrate how to access, run, and export reports and dashboards
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1.4. Course Materials and Resources
Participants will be provided with the following course materials to assist their learning:
e Insight: Using 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

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

-
J

TIP: Helps users apply the techniques and procedures described in the text.
A tip suggests alternative methods that may not be obvious and helps users
understand the benefits and capabilities of the system.

Notes:
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2.0. Insight Overview

2.1. Chapter Overview

This chapter will review the purpose of Insight and how Insight provides users with
advanced reporting and business intelligence capabilities.

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

e Describe Insight and the value it provides for strategic reporting and decision
making

¢ |dentify the data sources available within Insight

e Describe Insight security and access

2.2.Insight Overview: Exercise

Exercise 2.1: Reporting Discussion

Instructions: In groups of three (3), discuss the following questions and be prepared to
share with the group.

1. What is your role in running or creating reports?

2. What reports do you run or create most often?

3. Are there instances in which you would like to have several reports that you run
all in one place?

4. What are trends or reports that your managers would want to see over time?
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2.3. Purpose of Insight
Figure 1: Purpose of Insight

What is Insight?

Insightis an enterprise-wide data warehouse and reporting solution with advanced
reporting and business intelligence capabilities.

How does Insight work?

Insight enables customers to make data-driven strategic decisions by providing a
full range of functions from operational reporting to executive dashboards and
predictive analytics.

« |ntegrated data warehouse allows users to see data in a consolidated view

« Common reports serve as templates for users to customize to specific needs

« Ad hoc reporting enables users to build reports tailored to unique requirements
* User-friendly functionality results in increased efficiency in report creation

What’s in it for me?

Insightis a cutting-edge solution that is accurate, reliable, and agile. System
functionality eases reporting whether a user is running an existing repont,
responding to ad hoc reporting requests, or using reports for strategic planning.

Notes:
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2.4. How Insight Works

Insight combines multiple data sources in one reporting application so users can view
data in new ways and engage in strategic reporting.

Figure 2: How Insight Works

Data Sources Integrated Within Insight User Created Reports

2.5. Data in Insight

Insight’s integrated data warehouse enables users to build reports and dashboards with
data from the following sources:

Figure 3: Build 1 Data Sources and Descriptions

Administrative Billings and ABCO provides billings for administrative accounts receivable and
Collections System (ABCO) provides internal accounting control and reporting.

Payroll Accounting System PACS provides biweekly net salary payroll data for salary payments and
(PACS) employee leave after the Pay Computation System (PAYE) runs. It also

provides Time & Attendance data for an employee (Note: Equivalent to
PAYTA in FOCUS).

Personnel Personnel contains employee profile information and processed
personnel actions such as transfer, promotion, accession, performance
appraisals, etc. (Note: Equivalent to PAYPERS in FOCUS).

Personnel History (PERHIS)  PERHIS contains historical payroll and personnel information.

Salary Salary provides the payroll actions processed each pay period (Note:
Equivalent to PAYPERS in FOCUS).

Table Management (TMGT) TMGT provides table records (reference data) containing selected data
elements from the payroll/personnel, financial, and administrative
systems.
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2.6. Security in Insight
Security and Access Overview

Insight security and access protocols provide users with tailored access to data, based
on Agency Security Officer (ASO) approved authorization. This influences:

Figure 4: Security in Insight

Whose data you can see
+ Organizationlevel: Department, Agency; Available Organization levels 2-8

+ Personnel Office Indicator: Department, Agency, POI

What data you can see
+ Sensitive Information: e.g., SSN, Disability, ERI, etc.
» Non-sensitive Information: e.g., OCC Series, Hire Effective Date, etc.

What you can do in Insight
* Insight Consumer: Run existing reports and dashboards, and
edit dashboards

+ Insight Author: Run existing reports and dashboards, edit and
create new reports and dashboards using ad hoc functionality,
manage permissions for saved folders

Notes:
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Insight tailors users’ view of data based on the level of the organization (e.qg.,
department, agency, etc.) they have access to.

Figure 5: Security by Org Level

User has access to data at the highest level
based on their department code. The user will be
able to view all organizational codes under their
respective department code.

— Department

User has access to data at the agency
level. The user will be able to view all
organizational codes under their respective
agency code.

User has access to data at
organizational level 2. The user will
be able to view all organizational
codes under their respective
organizational level 2.

Agency
(Org Level1)

Agency
(Org Level 1)

Org Level Org Level Org Level
L 2 2 2

Whereas users with access at the department level have the ability to view data across
all agencies, users with access at the agency level can only view data for their individual
agency. The same structure applies for org levels 3-8.

Figure 6: Access at the Department Level versus Access at the Agency Level

— Access at the Department Level ——

— Access at the Agency Level
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Report prompts provide users with all org
levels within the department.

Report prompts provide limited org levels for
a specific agency.
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Security and Access: Sensitive Information

Users’ tailored access to sensitive information impacts the view of common reports and
dashboards and what data is visible in ad hoc.

Figure 7: Sensitive Information in Common Reports and Dashboards

Access to Sensitive __ No Access to Sensitive Information:
Information: Common Common Report/Dashboard
Report/Dashboard
ce Demographics | New Hires by Diversity Demographics " New Hifes by Superior Qualfications | ew i orce Demograptiks | New Hires by Diversity Demographics e s by Supsaior Qualficatons | New Hi
Disabity Code Dstribution Disabity Code Distribution

8 No
£ Handicap/Handicap 7
3 ot Identfied)
Vision/Vision 1
Conditions

Dashboard populates with Dashboard summarizes data
sensitive information. to mask sensitive information.

Figure 8: Sensitive Information in the Ad Hoc Environment

__ Access to Sensitive Information: ___ _ No Access to Sensitive Information:
Ad Hoc Environment Ad Hoc Environment
Untitled Untitled

Criteria . Results | Prompts | Adva Criteria | Results | prompts | Advand
= Subject Areas o @ = Subject Areas 2@ ﬁ
= ([l workForce Profile A E! [ WorkForce Profile -

# [JAccounting Office Location # 23 Accounting Office Location
# [ Appointment Type L B [ Appointment Type =
# [ App Nature of Action Code | ® [33App Nature of Action Code | =
# 23 calendar Time # [ calendar Time
1) Contact Point Location 2 Contact Point Location
B [ Contact Point [# [ Contact Point
# (23 Disability Code [# [J)Duty Station Location
I T VS T W e T i# ) Employment Type
# [ Employment Type H [ Employee Profile
ol s 0 =021 Deofil [ - L il e

Users have accessto Users do not have

sensitive information in access lo sensitive
the ad hoc information in the ad hoc
environment. environment.

10
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Security and Access: Role

The Insight Consumer and Insight Author roles tailor the actions a user can take in the
application.

Figure 9: User Roles in Insight

Actions Insight Consumer Insight Author
Access Common Reports ¥ W
Access Common Dashboards v v
Edit Common Repaorts ¥
Edit Common Dashboards v v
Create Ad Hoc Reports v
Create Ad HocDashboards v
Save to My Folders ¥ ¥
Save to Shared Folders ¥

Figure 10: User Roles in Running Reports

Insight Consumer Role: Insight Author Role:
Running Reports Running Reports
T':“:TT,"T:T"::M ale-o-Bhae 039 ah 880 = i
Conguasnd Layout -
Employee  Ooc AL i)
©rS010300000000000000 | 1192 071 5. Karen ‘e‘ a. VI’
y wtl Dr5010100000000000000 | 1192 3 15/10 Ka—‘ Dunbar R 0301
G5010300000000000000 11 E oo Patrick, A o0 £5 o k] " [BSMRINI0000NMONO00D £152.  as. Lsria ool 0t
Users can make minor changes Users have access to the ad hoc
fo the appearance of a report. editing page to customize reports.

11
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Insight Consumer Role: Insight Author Role:
Ad Hoc Environment Ad Hoc Environment

Home  Catslog | Favorites~ | Dashboards ~

_ _ Analysis and Interactive Reporting
RV BS Open ~ | Si T
Uz Dashboard
Published Reportin . . o I
77777777 po g res - New Hires by Dive, E New Hires - New Hires by Wor. 31 Dashboard Prompt
Mores O8I open | Morew 7 Condition
N - £5 - New Hires by Sup. Published Reporting
Actionable Intelligence R & repor
& Action Breos
, [ Data Model
TG e e ey = e (B srie Temotars
i:' :' jel Repol -ulle New Hire S-'il'-_:l i smplate
Open | Morew Edit| More v Lj Open | Edit | Mores &&?;;;E::::;“i -
res Dashboard Rpt 8 Agent
Edit] Morew {4 action
Users do not have access to the Performance Management
: lar 2 Scorecard
ad hOC en V’ronment to Crea te pendations are currently available. Most Popular items will be displayed hy u kPl
: B KP1 Watchlist
new reports, filters, efc.

Users have full access to the ad
hoc environment to create ad
hoc reports, dashboards, filters,
prompts etc.

2.7.Chapter Review
Chapter Summary
Having completed this chapter, you should now be able to:
e Describe Insight and the value it provides for strategic reporting and decision
making
e |dentify the data sources available within Insight

e Describe Insight security and access

Notes:

12
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3.0. Understanding Data in Insight

3.1. Chapter Overview

This chapter will review the way users interact with data in Insight, the frequency of data
updates in the warehouse, and resources available to support understanding of data in
Insight.

Chapter Objectives

By the end of this chapter, you will be able to:
e Describe how data elements are organized in Insight
e Describe the different types of data elements in Insight
e Describe the Insight data loading cycles

e |dentify where users can access a detailed description of available data elements

3.2. Data Structure

Data is structured according to a hierarchy of information, from the broadest view to the
most detailed view.

Figure 12: Data Structure in Insight

Subject Area

* The Subject Area is the broadest category of data.

» The Folder is a common theme by which data elements
are structured in a Subject Area.

» Folders can appear within multiple Subject Areas.

Subject Area

Data Element Data Element

* The Data Element is the building block for reports.

* There are three different types of data elements visible
within the ad hoc environment.

Value

» The Value is the individual piece of information reported
for a data element.

» Values can change as data refreshes in Insight.




The hierarchy of information is demonstrated within the Subject Areas pane in the ad

hoc report editing page.
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Figure 13: Example of Data Structure in Insight

=ISubject Areas

- @

El l@ WorkForce Profile

@ [ Accounting Office Location
@ [ App Nature of Action Code

= ) Appointment Type

[+ B~ APPOINTMENT TYPE

= Bl APPOINT TYPE_DESCR

@ Competitive-Career, C

@ Competitive-Career, S

/

@ Expedite

® [ Calendar Time
# [3Contact Point
# [ Contact Point Location

@ Competitive-Tempora
@ Competitive-Term, Ta
@ Excepted-Indefinite, E
@ Excepted-Permanent,
@ Excepted-Temporary,

® B Appointment Type Descrij

Types of Data

Subject Area: Workforce Profile

Folder: Appointment Type

O R L EANZS ,

Data Element: APPOINT_TYPE_DE SCR

Value: Competitive-Career, SES

Career

There are three types of data elements in Insight represented by unique icons.

Figure 14: Types of Data Elements

Measure

Hierarchy

Attribute

Represents related values that allow a user to drill-
down intc more detailed levels of the data.

Represents the largest set of data within /nsight.
There are three types of attribute data, including:

+ Time: Represents various dimensions of time

+ Source System: Represents data pulled from the
mainframe system

* Location

+ When users create a new report with a hierarchy data
element, the report will yield a pivat table

+ Only one hierarchy can be used within a single report
* Hierarchies should not be used as prompts

Time:
* Pay Period
Number

* Occ. Series

+ [Insight: Represents data created specifically for
Insight not previously housed in other data sources

Insight:

| Type | Description | Example | lIcon |

Represents numeric data values that can change
based on the scenario and can be aggregated.

* Employee Count

%

=

Source System:

* PATCO Code

Description

L A
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3.3. Data Loading Cycle

Insight data updates align with traditional NFC PINE, ABCO, and BEAR updates.
 Daily Updates: Insight updates after PINE' on a daily basis.
e Weekly Updates: Insight updates after ABCO? on a weekly basis.

» Biweekly Updates: Insight updates after BEAR® on a biweekly basis.
Figure 15: Insight Data Loading Calendar

March 2013
Su M T w T F S

wo By

ﬂ.'i* Yo w 8w ). 1

Pay Period 4 PayPeriod 5 [I] PayPeriod 6 [l

'BEAR =7 ABCO ‘ PINE ¢ Insight Biweekly . Insight Weekly * Insight Daily
Update Update Update

1 PINE = Personnel Input and Edit System
2 ABCO = Administrative Billings and Collections System

3 BEAR = Biweekly Examination Analysis and Reporting

15
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3.4. Insight Data Refresh Report

Insight includes a Data Refresh Report that users can access to validate the last date
data was updated in the warehouse. The report is structured by Subject Area.

Figure 16: Insight Data Refresh Report

Data Refresh Report

Subject Area Ad-Hoc Table Load Frequency Last Loaded
Personnel Accounting | ABOVE_EARNINGS_PACS BIWEEKLY February 27, 2013
March 04, 2013
March 18, 2013
APPOINTMENT_LIMITATION_PACS BIWEEKLY February 27, 2013
March 04, 2013
March 18, 2013

APP_CHRG_PACS BIWEEKLY February 27, 2013
March 04, 2013
BOND_PACS BIWEEKLY February 27, 2013

March 04, 2013
March 18, 2013
CHAR_CONTRIBUTION_PACS BIWEEKLY February 27, 2013
March 04, 2013
March 18, 2013
CHILD_SUPPORT_AND_ALTMONY_PACS | BIWEEKLY February 27, 2013
March 04, 2013
March 18, 2013
CHK_ADDRESS_PACS BIWEEKLY February 27, 2013
March 04, 2013
March 18, 2013
DIFFERENTIAL_PAY_PACS BIWEEKLY February 27, 2013
March 04, 2013
March 18, 2013
EARNING_LIMITATION_PACS BIWEEKLY February 27, 2013

March 04, 2013
T3 Rows1-25

The Data Refresh Report is located in the Insight System Reports folder within the
Catalog Shared Folders.

Notes:

16
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3.5. Insight Data Dictionary

The Insight Data Dictionary outlines the data available within Insight. Use the Insight
Data Dictionary as a reference to better understand:

e Data elements that comprise each Subject Area
e COBOL name, FOCUS name, and description for each data element
e Data source - either Insight or PPS

e Update frequency for each data element in the warehouse

Figure 17: Insight Data Dictionary

D
Subject Area 3 a Element OBOL Data FOCLUS Name |Alias Update Frequency in |
- . - flement - - Insight
.o NCC-BREAGSVE-IND |SVE,IND co118 Siweeily
-V -
y= Fiofile f—}"fﬁ(w';fc_!l.‘u_sv: IND T[MCEBREALSVL-IND  |SVGIND ol Blwetly
* The Codes Are: &« Not Ap
“/ S PP P G S S psperion/issaion Ao (8 IS S
PrisonnBPAcountng | EMpIoyee Prafile [ACCESSIGN_a5T_ANTH_CODE [RCCESSION-1ST-ALITH. |AGC_3_ATH_CO' |C38e3 By [PR-Penicrmel [BrWertly
+ B ADBOINTM YD - 00
= E D
B APPOINT TYPE_DESC Fresonnel Fistony Farsannal Aczion |ALCESSION 15T _AUTH_(DDE [ACCESSION-TST-ALTH. |ACC_3_ATH_CD |C5623 Fes Siweeiy
@ Competitive-Caraer, e
© Competitive-Career, WorkForce Profile Empioves Profile |ACCESSION _I5T_AUTH_CODE |ACCESSION-1ST-ALITH. |ACC_3_ATH_CD |C5623 Frs-Persornel |Biweetly
4 t00¢
@ Competitive-Tempor;
@ Competitive-Term, T: Personnel Acounting | Empioyee Profile [ACCESSION_2ND_AUTH_CODE [WCCESSION-ZHD-ALTH- |ACC_2_ATH_CD |Co62d v [Pro-Persannel [Brweety
E System co0e
@ Excepted-Indefinite,
Hiskory Fersannel Action |RCCESSIGN_IND_RUTH_CODE [WCCESSION-SHO-AMTH- |ACE_2_ATH_CO |Coaad v [PLRHIS BiWeeily
cope pm T denify The Legal Authority For The
sccession. Reguested By Beth Abfond 330786

Notes:
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3.6. Understanding Data in Insight: Exercises
Exercise 3.1: Data Structure

Instructions: Choose True or False for each of the statements below:
1. True/False Values remain static and will never change.

2. True/False Subject Area >> Folder >> Data Element >> Value represents the
hierarchy of data from broad to narrow.

3. True/False Folders and data elements are organized in alphabetical order.

Exercise 3.2: Types of Data

Instructions: Match the data element type to its description and icon.

1. _ Measure — . :
A. & Largest set of data; consists of three types: Time,

Source System and Insight.

2. Hi h - i
—rierarcny B. j Numeric data values that can be aggregated in some

way.

3. Attribute .
C. LA Related values that allow a user to drill-down into more

detailed levels of the data.

18



Center
U. S. Department of Agriculture

N E W O R L EANZS , L &

3.7.Chapter Review

Chapter Summary

Having completed this chapter, you are now able to:
e Describe how data elements are organized in Insight
e Describe the different types of data elements in Insight
e Describe the Insight data loading cycles

e |dentify where users can access a detailed description of available data elements

Notes:

19
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4.0. Understanding Reports and Dashboards in Insight

L A

4.1. Chapter Overview

This chapter will review the purpose of the Common Report Library and the value of

common reports and dashboards in Insight.

Chapter Objectives

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

Describe the purpose of the Common Report Library

Describe the types of common reports available within the Common Report

Library

Describe the value and utility of dashboards

Identify the relationship between reports and dashboards

4.2.Common Report Library

The Common Report Library is a set of frequently used, government-wide reports and
dashboards that serve as templates for agencies to customize for their specific needs.

Figure 18: Description of the Insight Common Report Library

What the Common Report
Library IS

A collection of frequently used,
government-wide standard
reports.

Templates for users to customize
based on their agency specific
requirements.

Combination of reports and
dashboards.

An example of the type of
reporting users can conduct using
the ad hoc environment.

What the Common Report
Library IS NOT

A comprehensive list of all reports

agencies use.

“Final” reports expected to fit every

organization’s specific need.

The only common reports and
dashboards that will be available
within /nsight.

21
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The structure of the Common Report Library follows the Office of Personnel
Management’s (OPM) Business Reference Model (BRM) categories which outline each
function in the Human Resource (HR) life cycle. Each folder within the Common Report
Library represents one of these functions.

Figure 19: Folder Structure of the Common Report Library

ANSIGHT Business Intelligence Delivered
Catalog Home | Catalog
- Eﬁ ,E‘“ - | - A= v 5 (5 | Location (Shared Folders/1. Common Report Library
=l Folders ’E‘@ |Ty|:e All lz‘ sort | Name A-Z |Z| [ show More Details

3 My Folders
[ (23 Sharsd Folders
(4. Common Report Library:
(i 2 Insight System Reports

E] Administrative Billings and Collections | Last Modified 3/5/2013 9:01:52 AM | Created By System Account
13, Sharad Across Agencies E] Benefits | Last Modified 3/5/2013 9:01:52 AM | Created By System Account

Expand | Maorew

D4 Agency Folders Expand | Moraw

Compensation | Last Modified 3/5/2013 9:01:52 &M | Created By System Account
Expand | Mora

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

Fa

Expand | Morew

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

Performance Management | Last Madified 3/5/2013 9:01:52 &M | Created By System Account
Expand | Morew

| B

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

The Common Report Library contains both reports and dashboards, which are
represented by different icons and serve different purposes in the reporting process.

Figure 20: Reports and Dashboards

e Jossorpton ——— [eampe _Jion

Report Areport is a combination of information that  Operational E]
answers a business question. Reports can * Leave Data and Usage
include a table, text, graph, etc. by Employee
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* Operational * Leave Data and Usage
* Managerial Managerial Report
Dashboard A dashboard presents a “snapshot” of data Dashboard E=
ao

findings across multiple reports within a * New Hires Dashboard
common theme or purpose.

Dashboards provide management
summaries, drill-down analysis, trend
analysis, variance analysis, etc.
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4.3. Types of Reports in the Common Report Library
Operational Reports

Operational reports are the most detailed reports and answer a business question with
a simple table or graph.

Figure 21: Operational Report
eT— row | Cadnfeotm bt B o Sowien |

Leawve Data snd Usape by Employes
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e DEPARTMENT CODE i el 0 DA
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Operational report Average S Used ¥TD
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relating to a single topic. Average CL Used ¥TD
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Managerial Reports

Managerial reports provide a mid-level data detail. Drill-down functionality gives users a
more detailed data view based on the selection, ideal for supervisors and managers.

Users can distinguish managerial reports from operational reports as the title will include
“Managerial Report.”

Figure 22: Managerial Report
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Dashboards provide the user with the “30,000 foot view” of data across a common
theme or purpose with the ability to drill-down to a detailed look at a specific subset of

information.
Figure 23: Dashboard
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Reports and dashboards serve different purposes in the reporting process based on the
depth or breadth of information the user needs to answer a business question.

Figure 24: Comparing Reports and Dashboards
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4.4. Understanding Reports and Dashboards in Insight: Exercises

Exercise 4.1: Common Report Library

Instructions: Circle the four (4) statements that accurately describe the Insight
Common Report Library:

1.

lllustrates the type of reporting
users can conduct in the ad hoc
environment.

Contains “final” reports that cannot
be edited or customized.

Contains the only common reports
that will be available within Insight.

Serves as a collection of templates
for users to customize based on
their agency specific requirements.

2.

Includes a comprehensive list of all
reports that agencies use.

Includes a collection of frequently
used, government-wide standard
reports.

Contains a combination of reports
and dashboards.

Contains only reports that | create
as an individual user.
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Exercise 4.2: Reports and Dashboards

Instructions: Write “R” next to the situation(s) in which you would create a report and
write “D” next to the situation(s) in which you would create a dashboard.

1. You need to provide agency leadership with the amount of leave
each employee has remaining for the fiscal year.

2. Department leadership has asked you to create a snapshot view of
the number of employees in each agency, the amount of open
positions in each agency, and number of retirements from each
agency for the last 5 years.

3. You want to see a summary view of the reports you share with your
leadership on a bi-weekly basis.

4, You need to create a list of employees on injury leave by pay plan.

4.5. Chapter Review
Chapter Summary
Having completed this chapter, you are now able to:
e Describe the purpose of the Common Report Library

e Describe the types of common reports available within the Common Report
Library

e Describe the value and utility of dashboards

e |dentify the relationship between reports and dashboards
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5.0. Basic Navigation

5.1. Chapter Overview

This chapter will review Insight’s user friendly functionality, including basic navigation
and accessing the Common Report Library.

Chapter Objectives

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

e Describe Insight key terms

e Demonstrate Insight sign in and basic navigation

e Describe structure of Insight My Folders and Shared Folders

5.2.Insight Key Terms

The Insight Participant Guide Appendix contains a glossary of key terms and icons that
are helpful as users navigate Insight, including:

Analysis: Another name for report in Insight, an analysis answers an inquiry
or request against an organization’s data.

Catalog: Organization system that provides access to personal and shared
folders, including the Common Report Library.

Dashboard: A “snapshot” of data findings across multiple reports in a
common theme or purpose.

My Folders: Folders that contain the user’s privately saved reports; these
reports cannot be accessed by other users.

Prompt: Mechanism that the user can manipulate to restrict the data at the
time the report or dashboard runs.

Shared Folders: Folders that allow the user to access the Common Report
Library, Insight System Reports, Shared Across Agencies, agency specific
folders, and other reports users have made available.
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Sign in to Insight

Step

1.

Action |

Sign in using User ID and Password.

Figure 25: Insight Sign in page

Sign In
Enter your usar id and password.

User ID

Password

Sign In

] Accessibility Mode

English [=]

FEEREETEEEEREEEREREELRELERE LR A RN N G FF TR R Rk AR R
You are accessing a U.S. Government information system, which includes (1) this computer, (2) this computer
network, (3) all computers connected to this network, and (4) all devices and storage media attached to this
network or to a computer on this network. This information system is provided for U.S. Government-authorized
use only. Unauthorized or improper use of this system may result in disciplinary action, as well as civil and
criminal penalties.. By using this information system, you understand and consent to the following: o You have
no reasonable expectation of privacy regarding any communications or data transiting or stored on this information
system. At any time, the government may for any lawful government purpose monitor, intercept, search and seize any
communication or data transiting or stored on this information system. o Any communications or data transiting or
stored on this information system may be disclosed or used for any lawful government purpose.o Your consent is final
and irrevocable. You may not rely on any statements or informal policies purporting to provide you with any expectation
of privacy regarding communications on this system, whether oral or written, by your supervisor or any other official,
except USDA.s Chief Information Officer.

Navigate the Insight Home Page

1.

View the Insight home page.

Figure 26: Insight Home Page

i InsigHT Business Intelligence

LM Most Popular

@ Mo recommendations are currently svailable. Most Popular ters will be disolryed here wher results bacome svailable.

TIP: The tab in the top left corner of the screen will update based on the
page within Insight the user has accessed.
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Step Action

2. Navigate to the top navigation bar. This provides shortcuts to a number of
frequently accessed pages within Insight.

e Home: Returns user to the home page.

e Catalog: Provides users access to My Folders and Shared
Folders, including the Common Report Library.

e Favorites: Provides a shortcut to favorite reports that have been
bookmarked for easy access.

e Dashboards: Provides user access common dashboards and My
Dashboard.

e New: Allows the user to create a new report, dashboard, or other
reporting component.

e Open: Provides the user access to an existing report or
dashboard.

Figure 27: Top Navigation Bar

— O

Home | Catalog | Favorites + | Dashboards ~ | J§ New + | B& Open +

brkforce Profile Dashboard - Workforce Profile Dashboard -

o0
oD

ken | Edit | Mores Open | Edit | Mores
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3. View the center navigation which includes shortcuts to the most recent and

popular reports and dashboards.

e The Most Popular section of the home page populates with the
most frequently accessed reports among the user’'s community.

e Click the Open, Edit, More action links under each report or
dashboard to view or customize these reports/dashboards from the
home page.

Figure 28: Center Navigation on Insight Home Page

«ANSIBHT Business Intelligence

Home | Catalog | Favorites «

Create... Recent
Analysis and Interactive Reporting Dashboards
Analysis | Dashboard | More~ New Hires Cashboard - New Hi Waorkforce Profile Dashboard -...
Published Reporting Qo Open | Morew Qo Open | More
Report | Report Job | More~

Actionable Intelligence Others

“w¥  Agent| Action Employes Incentives (3Rs)
+ Performance Management Open | Edit | More~

' Scorecard | KPI | KPT Watchlist

}\ Most Popular
Browse/Manage... P

@ Mo recommendztions are currently available. Most Popular items will be displayed here when results become available.

_ | All Content ~
@ My Analyses

5.4. Insight Catalog

Access the Insight Catalog

Step Action

1. Click the Catalog action link from the top navigation bar.
Figure 29: Catalog Action Link on Insight Home Page
Search _Q Advanced | Help ~ | Sign Out C

Home Catalog Favorites~ | Dashboards « | [§ Mew ~ | B® Open~ | Signed In As train57

Workforce Profile Dashboard -...
=in} Open | More~
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2. View the Folders pane. This contains My Folders and Shared Folders where

all saved reports and dashboards are stored.

e My Folders: Personal folder; only the user has access to the reports
and dashboards in My Folders.

e Shared Folders: Public folder; contains the Common Report Library,
Insight System Reports, Shared Across Agencies folder, and Agency
Folders.

Figure 30: My Folders and Shared Folders in Folders Pane

INSIBAT

Business Intelligence

Home | Catalog

T [Fz ‘Type All lz‘ Sort Name A-Z lz‘ [7] Show More Details

1. Common Report Library | Last Modifisd 4/29/2013 9:46:43 AM | Created By weblogic
Expand | More~

2. Insight System Reports | Last Modified 4/26/2013 1:03:11 PM | Created By weblogic
Expand | More~

Expand | Morew

G 3. Shared Across Agencies | Last Modifisd 4/26/2013 1:03:27 PM | Created By weblogic

4. Agency Folders | Last Modified 4/26/2013 1:03:43 PM | Created By weblogic
Expand | Mora~

TIP: Users with the Insight Author role can create new folders within My
Folders and Shared Folders. Insight Authors can control access to new
folders created within Agency Folders. For more information regarding
controlling access and permissions, reference Appendix B.
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Step Action

3. View the Common Report Library.

Figure 31: Insight Common Report Library

Catalog Home | Catalog = Favorites +
- Eﬂ (]G] v | N v 3 e | Location (Shared Foldersf1. Common Repart Library
&l Folders G2 | Tyvee (AN [+] sort |Name A-Z [=] [E] Show More Details
[ My Folders — —
= B she E] Administrative Billings and Collections | Last Modified 4/29/2013 9:46:44 &M | Created By weblogic
o Y Expand | More
32 Insight System Reports
£33, shared Acrass Agencies E] Benefits | Last Modified 4/29/2013 5:46:44 AM | Created By weblogic

Ea4. Agency Folders Expand | More~

E] Compensation ‘ Last Modified 4/29/2013 9:46:44 AM ‘ Created By weblogic
Expand | Morew
i” Dashboards | Last Modified 4/23/2013 9:46:43 AM | Created By weblogic
L Expand | Mare~

E] Labor Relations | Last Modified 4/29/2013 9:46:44 AM | Created By wehlogic
Expand | Morew

E] Performance Management | Last Modified 4/25/2013 9:46:44 AM \ Created By weblogic

= Tasks Expand | More~
E—lg-\.f:::mon Rel::.[zrt Library E] :::::T:‘Il:zinsattlons | Last Modified 4/29/2013 9:46:44 AM | Created By weblogic
RSS #P Creats Shortcut —
4. Identify reports and dashboards using the unique icon that precedes the title

of each item.

-=i=| Reportor Analysis: Includes a combination of information that
—Ianswers a single business question. Reports can include a table,
text, graph, etc.

Dashboard: Presents a snapshot of data findings across multiple
UL reports in a common theme or purpose. Answers several
business questions on a similar theme.

Notes:

34



National
Finance
Center

U. S. Department of Agriculture

N E W O R L EANZS ,

Manipulate the View Within the Catalog

Step
1.

Action

Manipulate the Catalog view by using the Type or Sort drop-down menus,
which change how items are displayed in the Catalog.

Figure 32: Type and Sort Drop-Down Menus

L A

Catalog

v R ’E‘“ E LR s Location /Shared Folders/1. Comman Report Library

= Folders IE= [=] sort |Name A-Z [=] [ show More petails

[ My Folders

= [23 Shared Folders E] Administrative Billings and Collections | Last Modified 4/2%/2013 9:46:44 AM | Created By weblogic
i) Expand | Mara

[32. Insight sy pol
3. Shared Across Agencies E] Benefits | Last Modified 4/29/2013 9:46:94 AM | Created By weblogic

= Agency Folders

Expand | More

E] Compensation | Last Madified 4/23/2013 9:46:44 AM | Created By weblogic
Expand | Mora~

il.l Dashboards | Last Madifiad 4/29/2013 9:46:43 AM | Created By wablogic
=5 Expand | Maore~

W E] Labor Relations | Last Modified 4/23/2013 9:46:44 AM | Created By weblogic
Expand | Maore~

Use the Type drop-down to filter the Catalog to a certain type of item (e.g.,
Analysis (report) or Dashboard).

Figure 33: Type Drop-Down Menu

Catalog

v ) ’E‘“ Ev [lea 7 S~ v 24 [E) [1 || Lecation shared Folders/1. Common Report Library

& Folders [ﬁ@ TypeflDashboard Sort  Name A-7 lz‘ [] Show More Details
[C3 My Folders -

= [23 Shared Folders ings and Collections | Last Modified 4/25/2013 9:46:44 AM | Created By weblogic

= 5 1. Commen Report Library
&= Subject Area Contents
(&% Dashboards
3 administrative Billings and

Briefing Book fified 4/29/2013 9:46:44 AM | Created By weblogic

Condition

3 Benefits

[ compensation 3 qDashboard Prompt [t Modified 4/25/2013 9:46:44 AM | Created By weblogic
(3 Labor Relations D_ata Model

[C3 Performance Management Filter )

[Z1 Personnel Transactions Financial Reporting M wcgified 4/29/2013 9:46:43 AM | Created By weblogic

23 Regulatory Compliance KPI

[ separations
[ staff Acquisition A
£ Workforce Profile

3 2. Insight System Reports -

Last Modified 4/22/2013 9:45:44 AM | Created By weblogic

P T — b hoement | Last Modified 4/29/2013 9:46:44 AM | Created By weblogic
= Tasks

N Sub Template
Bl 1. common Report Library HMUser Preferences jons | Last Modified 4/20/2013 9:46:44 AM | Created By weblagic
& Expand i) L

Xpand D12 v

TIP: Set the Type back to All in order to reset the Catalog to the default view

of all items.
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Insight Catalog Action Links

Step Action

1. Use the action links directly below the report or dashboard title as a shortcut to
a number of tasks.

e Open: Directs users to a new page that runs the report.

e Edit: Directs users to the ad hoc report editing page to edit the structure
and/or appearance of the report.

e More: Provides a list of additional options for users to Print, Export,
Schedule, Add to Favorites, etc.

Figure 34: Common Report Library Action Links

Catalog Home | Cataleg
~ EE @ ’E‘“ v | I, / L v 25 :.J | Location /shared Folders/1. Common Report Library/Compensation/Incentives/Employes Incentives (3Rs)

£l Folders |§|[@ |Tv|:e All lz‘ Sort Name A-7Z lz‘ || show More Details

3 My Folders
Bl [23 Shared Folders Employee Incentives (3Rs) | Last Modified 4/29/2013 9:46:44 AM | Created By weblogic

El (22 1. Common Report Library
[ Subject Area Contents
(&% Dashboards
[Z3 Administrative Billings and Col
[ Benefits
23 ‘Compensation
(3 Awards
= [23 Incentives
[C2 Employee Incentive
[ Workforce Incentives

i IMPORTANT: By nature, dashboards have multiple components (e.g., reports,
-l | prompts, etc.). Because of this, when users access dashboards from the
Catalog, they will view a folder which can be expanded to see the individual
items. To run the full dashboard, click Dashboards folder in the Folder pane
and the Open action link for the desired dashboard from the view pane.

Notes:
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Add a Report to Favorites

Step Action

1. Click the More action link from the Catalog and select Add to Favorites.

Figure 35: More Drop-Down Menu with Add to Favorites Highlighted

Catalog Home | Catalog
~ Eﬂ @ ’E‘“ ~ | EL / 3 |i|v s :J | Location fShared Folders/1. Common Report Library/Compensation/Incentives/Employes Incentives (3Rs)
= Folders = |Type All [=] sort | Name A-Z [=] [ show More Details
£ My Folders ) ) )
=[5 Shared Folders Employee Incentives (3Rs) | Last Modified 4/29/2013 9:46:44 AM | Created By weblogic
E [ 1. Commen Report Library Open | EditfMore

3 subject Area Contents =2 Print >
%E:shhnards , ] @) Bxpot >
iministrative Billings and Co

< & 2dd to Briefing Book

(20 Benefits
= Bmmpensatinn Scheduls
[0 Awards 38
1 [53 Incentives ) Copy
[CJ Employee Incentive =

£ Workforce Incentives -
7 [ Leave 13 Add to Favorites
[£3) Pay Other 4
D Premium Pay

D salary %) Properties
£ Labor Relations
[C3 Parformance Management

&P Create Shortcut

2. View the yellow star on the report icon indicating it is part of the Favorites
menu.

Figure 36: Favorite Indicator

Catalog Home | Cataleg
~ @’E‘ﬁ v | [gh 2 v By o |75 || Lecation /shared Folders/1. Common Report Library/Compensation/Incentives/Employee Incentives (3Rs)

&I Folders @@ Type All lz‘ Sort | Name A-Z lz‘ [ Show More Details

My Folders
B 23 shared Folders -Emplovee Incentives (3Rs) | Last Modified 4/29/2013 9:46:44 AM | Created By weblogic

= [23 1. Commen Report Library [Open | Edit | More~
[Z3 subject Area Contents
[@ Dashboards
3 Administrative Billings and Co|
[0 Benefits
25 Compensation
3 awards
B [ Incentives
[C7] Employee Incentive
[ workforce Incentives

3. Click the Favorites action link to view the list of favorite reports in the top
navigation bar.

Figure 37: Favorites Action Link

Catalog
~ i E‘:}@ﬂ B~ el 7 e W i ] | Lecation /shared Folders/1. Common Report Library/Compensation/Incentives/Employes Incentives (3Rs) (5 #anage Favorites...
& Folders B |Ty|:e All [=] sort [Name A-Z [=] [ Show More Details [EE] Employee Incentives (3Rs)
£ My Folders - -
=1 [ Shared Folders Employee Incentives (3Rs) | Last Modified 4/28/2013 9:46:44 AM | Created By weblogic
E (3 1. Commen Report Library Open | Edit | More~
3 subject Area Contents
(@8 Dashboards
3 administrative Billings and Col
(3 Benefits
& [3 compensation
D Awards
Bl (22 Incentives
[ Empiayee Incentivi

e Il Fovorites v
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Step Action
4, Click the More action link and select Remove From Favorites to remove the

report from Favorites.

Figure 38: More Drop-Down Menu with Remove from Favorites Highlighted

Home | Catalog

Catalog
~ Eﬁ @ ’E‘n ~ | E!, Vi v & v ¥ :J | Locabion chared Folders/1. Commeon Report Library/Compensation/Incentives/Employee Incentives (3Rs)
&l Folders B2 || Tve [AN [=]sort Name A-Z [=] [ Show More Details

CAMy Folders
=1 [23 shared Folders

Employee Incentives (3Rs) | Last Modified 4/29/2013 9:46:44 AM | Created By weblogic
= [£3 1. Commen Report Library

Open | Edit|

&3 Subject Area Contents Print  »
[#% Dashboards & Evport >
3 administrative Billings and Co R
2 Benefits [EL Add to Briefing Book
£l [ Compensation Schedule
[0 Awards b4

= [ Incentivas Copy
[T Employee Incentivi -
[ workforce Incentives |

[DLeave Remove from Favorites
[ Pay Other
hl
[Z21 Premium Pay ﬁ Create Shortcut [:R&mo\.-'e from Favorites i
[Dsalary =2 Propertiss

[£3 Labor Relations
[£3 Performance Managament

Notes:
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5.5. Basic Navigation: Exercise

Exercise 5.1. Add a Report to Favorites

Scenario: John wants to add the Leave Data and Usage by Employee report to his
Favorites so he can easily access it for his weekly report to leadership.

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

1.

Sign in to the Insight training environment using the provided training ID and
password.

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

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

a. Click the Leave Data and Usage by Employee folder to show folder
contents in the view pane.

Click the More action link that corresponds to Leave Data and Usage by
Employee report.

5. Select Add to Favorites.

6. Click the Favorites action link from the top navigation bar to validate the report

has been added.

Check Your Work:

Figure 39: Leave Data and Usage by Employee Report Added to Favorites

Home | Catalog REUCHIGENE Dashboards E New ~~ | [B® Open~ | Signed In As Train6

v ~ j"J Location /Shared Foldel == Manag we/Leave/Leave Data and Usage lz|

Type All 3 Sort Name . IE] Leave Data and Usage by Employee Itails

E Leave Data and Usage by Employee | Last Modified 4/19/2013 6:15:01 AM | Created By weblogic
Open | Edit | More
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5.6. Chapter Review
Chapter Summary
Having completed this chapter, you are now able to:
e Describe Insight key terms
e Demonstrate Insight sign in and basic navigation

e Describe structure of Insight My Folders and Shared Folders

Notes:
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6.0. Access Reports

6.1. Chapter Overview

This chapter will review how users can access a report in the Catalog to run, export,
print, and schedule.

Chapter Objectives

By the end of this chapter, you will be able to:
e Demonstrate how to run a report from the Common Report Library
e Demonstrate how to manipulate report appearance in run mode
e Demonstrate how to export and print a report

e Demonstrate how to schedule a report to run

6.2. Run a Report
Open a Report

Step Action

1. Click the Open action link below the desired report.

Figure 40: Open Action Link

Catalog Home | Catalog
- EE @ E & v | A ) w 3 g ‘ Localion jShared Folders/1. Common Report Library/Compensation/Incentives/Employes Incentives (3Rs)

= Folders [ |Type All [+] sort  Name A-Z [+] [ show Mare Details

£ My Folders

= (23 Shared Folders EI Employee Incentives (3Rs) | Last Modified 4/23/2013 9:46:44 AM | Created By weblogic

B 1. common Repaort Library
(23 Subject Area Contents
[@% Dashboards
[0 Administrative Billings and Co
[0 Benefits
23 Compensation
[0 Awards
Bl [53 Incentives
(7 Employee Incentive

Edit | Morew

TIP: When navigating through folders within the Folders pane, you must click
the folder name to see the list of folder contents.
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Step Action
2. Navigate to the Prompts page. Many of the reports within the Common

Report Library will contain a series of report prompts which allow the user to
restrict data in a report each time it runs.

Figure 41: Report Prompt Page

sInSIGHT Business Intelligence Delivered ) i Search [l

Employee Incentives (3Rs) Home | Catalog | Favorites «

Employee Incentives (3Rs)

Date of Action

Betwesn I?'(g- E’E‘g

* Department Code Agency Name Org Lvl 2 Org Lvl 3 Org Lvl 4

—Safect Value-- x| —-Safect Vel ®| —-Safect Value-- w —-Salect Value—- x| —-Salect Value-- il
Org Lvl5 Org Lvl 6 Org Lvl 7 Org Lvl 8 POIL

—Select Value-- =l —Select Value—- x| -Sefect Value—- x| —Select Value— =l —Sefect Value—- hdl
Pay Plan Occupational Series Grade

—Sefect Value-- =l -Select Value-- x| --Sefect Value-- 5.4}

Type of Appointment Work Schedule Type of Employment

—Select Value-- > --Salect Value-- x| --Salect Value-- ]

Incentive Type (NOA Code)

—Salect Value-- =
Legal Authority 2nd Legal Authority
—Safect Value-- ®| -Safect Value-- hd

Reset

Edit -Refrash - Copy

J IMPORTANT: Report prompts distinguished by an asterisk (*) indicate a
- mandatory field; users must make a selection.
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Step Action
3. Use report prompts to restrict the data within a report. Users will interact with

two different types of report prompts based on the type of data: drop-down
and calendar.

e Drop-Down: Select from a list of potential values or type the
selection directly into the values box.

Figure 42: Drop-Down Prompt

* Department Code Agency Name Org Lvl 2
D5 = (Al Column Values) i~ (&l Column Values) ||
(&l Column Values) -
Omglvls  |TTSTTTTTTTTmmomTmmoommmees Lvl7
9 NULL B
(Al Column Values) .| ] = | Column Walues) ||
Agency for Service Area 1
Pay Plan Agency for Service Area 10 tade
(Al Column Values) 5.4 Agency for Senvice Area 11 Il Column Values) 54|

Agency for Service Area 12

Type of Appointment Agency for Service Area 13 rpe of Employment
(2l Column Values) B Agency for Service Area 14 T Il Colurmnn values) B4
Search...

Incentive Type (NOA Code)

e Calendar: Selectthe date (month, day, year) from a Calendar
View.

Figure 43: Calendar Prompt

Select Date [x]
varch B EITE ]

TUE WED THU FRI SAT | &
o5 26 W 2B 1 2

3 4 5 & I X 8
1w M P 1 1M 15 %
Bl 5= v o n 2 =
24 25 2% 27 28 29 30
A L ¥ W M % &

0K || Cancel

TIP: Some drop-down prompts will cascade based on user selection. For
example, as a user selects Department, Agency Name will update to only the
available agencies within the selected department.
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Step Action

TIP: After making selections in a drop-down prompt, click in the white space
of the prompts page to accept the selections.

J IMPORTANT: Reports that use time prompts, such as the calendar, contain
e historical data which allow users to restrict the date range based on prompt
selections.

4. Click OK to run the report.
Figure 44: Report Prompt Page with OK Highlighted

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

Employee Incentives (3Rs)

* Date of Action

Between 01/01/2011 [&y-01/01/2013 [y
* Department Code * Agency Code Org Lvl 2 Org Lvl 3 Org Lvl 4
Ds l=| 01;10;11;12 = (Al Column Values) =/ (Al Column Values) =l (Al Column Values) =l

OrglLvls OrglLvl6 OrgLvl 7 OrgLvl 8 POIL
(Al Column Values) (Al Column Values) {2l Column Values) {#ll Column values) {2l Column Values)

|4
[4
[4
|4
|4

Pay Plan Occupational Series Grade

{All Column Values) =] (Al Column Values) = {All Column Values) |l
Type of Appointment ‘Work Schedule Type of Employment

{All Column Values) x| (Al Column Values) x| (Al Column Values) |=/
Incentive Type (NOA Code)

{All Column Values) (E3]

Legal Authority 2nd Legal Authority

{All Column Values) =/ (ANl Column Values) |=l

Reset v

Edit - Refrash - Copy

TIP: Select Reset to return all report prompts to the default view.
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Step Action

5. View the Report in the run view with the report name in the tab at the top left
corner of the page. The report table, graph, or other report components
populate based on restrictions applied by the report prompts.

Figure 45: Report Run View

Employee Incentives (3Rs)

JESTRING] CAST (DATE_PERS_ACTN_EFFECTIVE AS CAARACTER [ 30 ) FROM 1 FOR ) AS DATE ) is betwesn 01/01/2011 and 01/01/2013
T_COOE is equal 10 DS

enual m 01, 02, 03, 04, 05, 06, 07, 08, 049, 10, 11, 12, 13, 14, 15, 16, 17, 18, 19, 0, 21, 22, 23
and "NOA Code™."NOA_COCE™ IN (815, ‘816, '027)
and “Calendar Time™ “rLaR 107 > 1950

Incenlive

o Ll 1 ?Im Il Hecruitment  Recruitment Relocation e
= offidal ype Authority | .°7? - - : .

(NOA Authority | Donus % Bonus ¥
Code

Grade/Step ;':I::':"”' Serles

6.3. Manipulate Reports

Manipulate a Report After it Runs

Step Action

1. Hold the cursor over a column heading to view the gray handle bar.

Figure 46: Gray Handle Bar

Home | Catalog | Favorites v | Dashboards-

Employee Incentives (3Rs)

Employee Incentives (3Rs)

CAST { SUBSTRING( CAST (DATE_PERS_ACTN_EFFECTIVE AS CHARACTER { 30 )) FROM 1 FOR 8) AS DATE ) is betwes
and DEPARTMENT_CODE is equal to DS
and AGENCY_CODE is equal to 01, 02, 03, 04, 05, 06, 07, 08, 09, 10, 11, 12, 13, 14, 15, 16, 17, 18, 19, 20, 21, 22,
and "NOA Code”."NOA_CODE™ IN (815, '818', ‘827
and "Calendar Time","YEAR_ID" > 1950

[
- Incentive 2nd
Position Legal -
S Employee 0Occ = Type - Legal Recruitment
Org EiG3 Name Series '(I?r'tﬂ il (NOA g:(tj:orlty Authority  [Bonus
Code Code
VP N

DS0701070( 0 (3144 ES 0/ Carolyn, Berry A (0110 TYPEF 81 nd Legal $0.00

EXAMINER RELOCATION Authority Code
INCENTIVE
D5070110070000000000 |3144 GS 12f7 Kimberly, 0110 TYPEF 815 - VPT No 2nd Legal $5,462.00
Campbell-Voy EXAMINER RECRUITMENT Authority Code
INCENTIVE
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Action

Drag and drop the handle bar left or right to change the order of the columns.

Figure 47: Gray Handle Bar and Light Blue Bar Indicator

Employee Incentives (3Rs)

Employee Incentives (3Rs)

CAST ( SUBSTRING( CAST (DATE_PERS_ACTN_EFFECTIVE AS CHARACTER ( 30 J) FROM 1 FOR 8] AS DATE ) is betweel
and GEPARTMENT_CODE is equal to DS
and AGENCY_CODE is squal to 01, 02, 03, 04, 05, 06, 07, 08, 09, 10, 11, 12, 13, 14, 15, 16, 17, 18, 19, 20, 21, 22
and "NOA Code"."NOA_CODE” IN (815, ‘816", '827)
and "Calendar Time"."YEAR_ID" > 1950

Grade/Step i i 5 Recruitment

Bonus

No 2nd Legal
RELOCATION Authority Code

INCENTIVE
DS070110070000000000 (3144 G5 815 - VPT No 2nd Legal $5,462.00
RECRUITMENT Authority Code
INCENTIVE
DS080107051200000000 (3392 G5 Beard, Kathleen |1822 F 816 - VPW No 2nd Legal $0.00
MINER RELOCATION Authority Code

<

TIP: The light blue bar will indicate the new position of the column in the
report. Use this to guide where to drag and drop the column.

Drag the column up to create a new Section or Table Prompt.

Figure 48: Sections Blue Bar Indicator in Report

Employee Incentives (3Rs)

Employee Incentives (3Rs)

CAST { SUBSTRING( CAST (DATE_PERS_ACTN_EFFECTIVE AS CHARACTER { 30 )) FROM 1 FOR §) AS DATE ) is betwean
and DEPARTMENT _CODE is equal to DS
and AGENCY_CODE is squal to 01, 02, 03, 04, 05, 06, 07, 08, 08, 10, 11, 12, 13, 14, 15, 16, 17, 18, 19, 20, 21, 22,
and "NOA Code”."NOA_CODE™ IN (815, '816', '827)
and "Calendar Time"."YEAR_ID" > 1950

m Sections

Pay Plan

TYPEF 816 -
EXAMINER RELOCATION
INCENTIVE
DS070110070000000000 |3144 GS 1247 Kimberly 0110 TYPEF 815 - VPT No 2nd Legal $5,462.00
Campbel EXAMINER RECRUITMENT Authority Code
JUCENTIVE
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Action

e Section: Results in several tables separated by the individual
values of the data element.

Figure 49: Table Sections in Report

Employee Incentives (3Rs) = i

Incentive

Position 2nd Legal _
Employee 0Occ = Type I Recruitment
EmiwEE Name Series '(I]'iftT::IaI (NOA ’égdﬂ;m'w Bonus
Code)
DS070107000000000000 | 3144 0o/o Caralyn, Berry A |0110 TYPEF 816 - VPW No 2nd Legal £0.00
EXAMINER RELOCATION Authority Code
INCENTIVE
DS170217000000000000 | 3444 00/0 Neall, Sean M 0018 TYPEL 816 - VPW No 2nd Legal $0.00
PROGRAM RELOCATION Authority Code
ASSISTANT INCENTIVE
(on)

o Incentive
Position _
Employee |Occ = Type Recruitment
EETHAED Name Series ?I';i: Sl (NOA Bonus
Code)
DS070110070000000000 (3144 [12/7 Kimberly, 0110 TYPEF 815 - VPT No 2nd Legal  $5,462.00
Campbell-Voy EXAMINER. RECRUITMENT Authority Code
INCENTIVE
DS080107051300000000 3392 13/2 Beard, Kathlesn 1822 TYPE F 816 - VPW No 2nd Legal  [$0.00
] EXAMINER RELOCATION Authority Code

e Table Prompts: Creates a drop-down menu that restricts the data
in the table based on the selected value.

Figure 50: Table Prompts in a Report

Employee Incentives (3Rs)

Employee Incentives (3Rs)

CAST { SUBSTRING( CAST (DATE_PERS_ACTN_EFFECTIVE AS CHARACTER { 30 )) FROM 1 FOR §) AS DATE ) i
and DEPARTMENT_CODE is equal to DS
and AGENCY_CODE is equal to 01, 02, 03, 04, 05, 06, 07, 08, 09, 10, 11, 12, 13, 14, 15, 16, 17, 18, 19, 20,
and "NOA Code"."NOA_CODE™ IN ('815', ‘816, '827)
and "Calendar Time™."YEAR_ID™ > 1950

Position Incentive Legal 2nd

- Type - Legal Recruitment
Official Auth -
Name TiUI:Ia (NOA C " i Authority Bonus

Code) Code
DS0701070000000 1 f Carolyn, Berry A (0110 TYPEF 816 - No 2nd Legal

Employee

PO1 Grade/Step

EXAMINER RELOCATION Authority Code
INCENTIVE
D5170217000000000000 | 3444 00/0 Neall, Sean M o018 TYPEL 816 - VPW Mo 2nd Legal $0.00
PROGRAM RELOCATION Authority Code

ASSISTANT  |INCENTIVE
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4. Return the data element from Section or Table Prompts to the table by

hovering over the data element name and dragging the handle bar to the
report table.

Figure 51: Gray Handle Bar to Remove Section or Table Prompts

Employee Incentives (3Rs)

Employee Incentives (3Rs)

CAST ( SUBSTRING( CAST (DATE_PERS_ACTN_EFFECTIVE AS CHARACTER ( 30 )) FROI
and DEPARTMENT_CODE is equal to DS
and AGENCY_CODE is equal to 01, 02, 03, 04, 05, 06, 07, 08, 09, 10, 11, 12, 13, 14, 1
and "NOA Code"."NOA_CODE" IN (815, '816', '827)
and "Calendar Time™."YEAR_ID™ > 1950

[

Employee
Org Structure Grade/Step Name
DS070107000000000000 (3144 (00/0 Carolyn, Berry A {0110 TYPEF 816 - VPW No 2nd Legal
EXAMINER.  |RELOCATION Authority Code
INCENTIVE
D5170217000000000000 3444 |00/0 Meall, Sean M |0018 TYPEL 816 - VPW No 2nd Legal

PROGRAM RELOCATION Authority Code
ASSISTANT INCENTIVE
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Step Action
5. Right-click on a column header to view a menu of options allowing users to

customize report structure.
e Sort Column: Sort the data in ascending or descending order.
e Keep Only: Choose to only show values that meet certain criteria.
e Remove: Choose to remove values that meet certain criteria.
e Show Subtotal: Add a subtotal for that data element within the table.

e Show Row Level Grand Total: Add a Grand Total to follow the values
within the table. Default is not to include the Grand Total.

e Exclude Column: Remove the column from the table.
e Hide Column: Temporarily hide the column from the table.

e Move Column: Change the sequence of the columns or move the data
element into the Table Prompts or Sections position.

Figure 52: Column Header Drop-Down Menu

r
Employee Incentives (3Rs)

Incentive

Pay &8 sort Column  +
Org Structure Plar

Keep Only  »

DS070107000000000000 |3144 Remove > TYPEF
EXAMINER RELOCATION
Show subtotal  » INCENTIVE
DS070110070000000000 |3144 G5 Show Row level Grand Total 0110 TYPE F 815 -
EXAMINER RECRUITMENT
Exdude column INCENTIVE
DS080107051300000000 |3292 GS Hide Column 1822 TYPEF 816 -
EXAMINER RELOCATION
Move Coll
cetomn INCENTIVE
DS080107080000000000 |3225 G5 14/4 Lauren, Orleman | 1822 TYPE C 816 -
o] INVESTIGATOR  |RELOCATION
INCENTIVE
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Export a Report

Step Action

1. Click the Export action link to choose from a number of export options
including PDF, Excel, PowerPoint, Web Archive, or Data.

Figure 53: Export Action Link Drop-Down Menu

2% Excel
0z WO - 3 /3 1 I n (0
& Powerpoint » q1S P ITMENT
@ web Archive (.mht) INCENTIVE
| Data »

Edit -Refresh E-_*-.tl Export I;.pm

e The Export feature in Insight has several overall requirements:

o Files must be 20 MB or less, or approximately 100,000 rows
or less.

o Java and ActiveX are required to display the File Download
dialog box.

0 Pop-ups must be allowed.

o0 Maximum number of rows per page must be displayed
(500).

e Some file types also have specific restrictions:

o PDF: Prints only what is displayed on one page. Users can
elect to see all the rows by maximizing the row count
displayed.

o Excel: 2003 version has a limit of 65,536 rows. When
exporting a dashboard, the report is saved in HTML format
where Excel will automatically position the graphs.

o PowerPoint: 2003 and 2007 versions print the dashboard
to multiple slides, with each dashboard page on one slide.

50



National
Finance
Center

U. S. Department of Agriculture

N E W O R L EANZS , L &

Print a Report

Step Action

1. Click the Print action link and choose from Printable PDF or Printable HTML.
Figure 54: Print Action Link Drop-Down Menu

Home Catalog
W0 3144 GS 13 /3 Martha, Muldoon 0110

M0 | 3144 G5 13 /3 Martha, Muldoon (0110

M| 3144 GS 13 /3 Martha, Muldoon (0110

DS070102020000000000 | 3144 G5 13 /3 Martha, Muldoon (0110
DS070102030000000000 | 3144 GS 13 /3 Martha, Muldoon | 0111
DS070102030000000000 | 3144 GS 13 /3 Martha, Muldoon 011( VPT
DS070102030000000000 | 3144 Gs 3/3 Martha, Muldoon (0110 VPT

(] Printable PDF
@ Printable HTML

Edit - Refresh [l Pring

J IMPORTANT: To open a PDF, users must have Adobe installed.

Notes:
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6.4. Schedule Reports to Run
Use the Scheduler Agent

Step Action

1. Navigate to the desired report and click the corresponding More action link.
Select Schedule from the menu of options.

Figure 55: More Action Link Drop-Down Menu with Schedule Highlighted

Catalog Home | Cataleg
v EE} @ ’E‘“ ~ | Q 7 ~ |i| v 3 :J ‘ Location | /shared Folders/1. Common Report Library/Compensation/Incentives/Employes Incentives (3Rs)

&1 Folders =] |‘rype Al [=] sort |Name A-Z [=] [T show More Details

My Folders ) § 3

5 B3 shared Folders Employee Incentives (3Rs) | Last Modified 4/28/2013 9:46:44 AM | Created By weblogic

= [ 1. commen Repart Library

Open | Edt
i Subject Area Contents =L

rint ¥
(&% Dashboards Export >
3 administrative Billings and Co| Add bo Eriefing Book
[ Benefits o Ericfing Bool
=] BCompensation schedule
3 Awards i
El [ Incentives Copy

[[7] Employee Incentive
3 Workforee Incentives

OLeae Add to Favorites
[Z2 Pay Other

]
3 Premium Pay Create Shortout
D salary

Properties
[ Labor Relations

[C3 Performance Management
[23 Personnel Transactions

"_'"L Schedule: Programs a report to run at a certain time and/or
\ frequency.

_H_
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2. View the New Scheduler page to customize the Scheduler using the

following seven tabs:
e General: Allows users to set the priority of the report.

e Schedule: Allows users to define the frequency, start, and end time of
the agent.

e Condition: Provides users the ability to set conditions for the
Scheduler to run based on characteristics of another report in the
Catalog.

e Delivery Content: Identifies the delivery type.

e Recipients: Provides users the ability to identify the recipient of the
run report.

e Destinations: Allows users to choose the location to which the report
will be delivered.

e Actions: Provides users the ability to specify actions to take once the
Scheduler runs.

Figure 56: New Scheduler Page and Tabs

Home | Catslog | Favorites~ | Dashboards v | & Mew~ | B®oOp

Untitled Agent

] Overview Delivers Agent|

General Normal Priority, Use Agent Owner's Credentials Recipients Specific recipients
Schedule Not Scheduled Destinations Home Page and Dashboard, Devices in active Delivery Profile
Condition Employes Incentives (3Rs) Actions If Condition True: <none selected>
Delivery Content /Shared Folders/L. Common Report Library/Compensation/Incentives/Employee Incentives If Condition False: <none selected>

| Delivery Content

General (. Schedule | Concition | Recipients | Destinations | Actions

Set the prionity level for this Agent as wall 35 options for impersanating a different user at runtime.

Priority (© High
@ Normal
° Low

Run As () Redpient

@ Use Agant
Quiner's

Credentizls

TIP: As selections are made within each of the New Scheduler tabs, the
Overview section will populate with the user’s selection.
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6.5. Access Reports: Exercises
Exercise 6.1: Run and Export a Common Report

Scenario: Caitlin needs to provide her manager with a report of all new hires in Excel
format.

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

1. Click 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 >> Staff Acquisition
>> Accessions >> New Hires.

a. Click the New Hires folder to show folder contents.
3. Click the Open action link corresponding to New Hire Listing to run the report.
4. From the New Hires Listing prompts page, select the following prompt values:
a. Date of Action between: 01/01/2012 and 01/01/2013
b. Department Code: DS

c. Agency Name: Agency for Service Area 1, Agency for Service Area 10,
Agency for Service Area 11, Agency for Service Area 12

5. Click OK.
6. Click the Export action link to open the menu of export options.

7. Select Excel to download the report in an Excel file.

Check Your Work:
Figure 57: New Hire Listing Report Exported to Excel

[Py Plan [Grade| Stey | Position Offical Tith: [Supervivury Stats | Type of Appomtment
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Exercise 6.2: Run, Manipulate, and Export a Common Report

Scenario: Ivan’s manager has requested a copy of the Leave and Data Usage by
Employee report, but Ilvan needs to make small edits to the structure before he shares

It.

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 >> Compensation
>> | eave >> Leave >> Leave Data and Usage by Employee.

a. Click the Leave Data and Usage by Employee folder to show folder
contents.

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

From the Leave Data and Usage by Employee report prompts page, select the
following prompt values:

a. Department Code: DS
b. Agency Code: 01, 10, 11, 12
Click OK.

6. Hover over the Org Structure column heading until the gray handle bar appears

9.

at the top of the column.

Click on the gray handle bar and drag the Org Structure column one space to the
right so that it follows POI.

Right-click the Grade/Step column heading and select Sort Column, then Sort
Ascending.

Click the Export link to open a menu of export options.

10. Select Excel from the drop-down menu to export the report as an Excel file.
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(X[ bd 2 - © - |5 Leave_Dats_and_Usage _by_Employee[1]xs - Microsoft Excel EEEES
Home | Insert  Pagelayout  Formulas  Data  Review  View  Developer  DeloitteTools  Adddns a@ o & o
— _ , o | o v B .
BLAS ok e G e B BB EFENA @D
52 Copy ~ = o Fill - -
Paste I u- o Sy A~ = = $ - 9 s | %2 ;9 Conditional Format Cell Insert Delete Format Sort & Find & | Share WebEx
~ < Format Painter == =3 e merg g ° 00 =0 ormatting ~ as Table ~ Styles < | - B « | Q2Uear~  Filter~ Select~ ThisFile
Clipboard = Font = Alignment = Number = Styles Cells Editing WebEx
ALl ~ b ‘ Leave Data and Usage by Employee N
I A B [ C [ o | E [ F [ c [ H ] ] K L W %.
1 [Leave Dafa and Usaqe by Employee
2 E
3 The information contained within this report is updated biweekly.
1 SEPARATION_ACCESSION_TYPE ks equalto
“Workfore Bineekly”"TIME_LINK" = “Calendar
5 and Time""TIME LK
“Galendar Time""PAY_PERIOD_WUMBER =
VALUEOF["WFP_BWELY_PP_init"wip_bwkl_
6 and pp_var’)
“Calendar Time""YEAR_ID" =
VALUEQF["WFP_BUKLY_PP_7Fini""uip_b
7 and wkly_pp_y_var')
ABENCY_NIAME is equalto Agency for Seruice
Area1, Agency for Seruics Area 10, Agency for
B and Gervice Area T, Agency for Service Area 2
8 and DEPARTMENT_CODE is 2qualta DS
f0) Employee Count 1,152
il Average AL Used YTD 9.
kbY Average AL Balance 144
pEY Average SL Used YTD 7.
pEY Average SL Balance 331.1
EEY Average CL Used YTD K
T Average CL Balance
17 Org Structure Employee Name Pay Plan |Grade/Step | Occ Series |AL Category AL Used YTD | AL Balance | SL Used YTD |SL Balance | CL Used YTD |CL Balant
18 115z 0S010100000000000000 D 260,00 00 96325 o0
5010100000000000000 O 344.00 a0
(S0 000000000 Fathims, Konz K O [55407s Gl
5010103000000000000 Jordan, Marha Ml ains 8 Hawrs OF Annual 00 333.00 .00 [52.75 a0
(5100 100000I0000000 Caloia, Foy /s Dt Arrus il 18575 i 2ETE il
(5100 1000000000000 Terry LemaF Df Annual 00 20500 [13.50 66,00 Gl
15100100000000000000 I ains 8 Hawrs OF Annual 00 22600 [1.50 1601.25 a0
(5100 102000000000000 | Sophia, Pachudskil Dt Arrus il 545,05 i 1.264.00 il
15100104000000000000 iz, Dale & arns 8 Howrs OF Annus 00 736,00 (] 52150 (]
R} B Dt Arrus il |00 00 2000 il
(5100 1070000000000 Bndrew Friblzy S Df Annual Gl 346,50 00 77425 Gl
15100103000000000000 Joan, Bickes ains 8 Hawrs OF Annual 00 58150 (] 636,00 (]
(5100 103000I000DA00 Tan, Chin-An & Dt Arrus 7.00 22500 00 B350 il
5100 1000000000000 brs, Marur L Df Annus 00 S17.00 00 746,00 00 -
4 4 » M| Leave Data_and Usage by Employe /%1 4 [ » 1]

6.6. Chapter Review
Chapter Summary

Having completed this chapter, you are now able to:

e Demonstrate how to run a report from the Common Report Library
¢ Demonstrate how to manipulate report appearance in run mode

e Demonstrate how to export and print a report

¢ Demonstrate how to schedule a report to run

Notes:
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7.0. Access Dashboards

7.1. Chapter Overview

This chapter will review how Insight users can run a dashboard to see the “30,000 foot
view” of their data.

Chapter Objectives
By the end of this chapter, you will be able to:
e Demonstrate how to access a dashboard
e Demonstrate how to drill-down within a dashboard

e Demonstrate how to export and print a dashboard

7.2.Run a Dashboard
Open a Dashboard to Run Results

Step Action

1. Navigate to the Dashboards folder within the Common Report Library. Click
the Open action link corresponding to the desired dashboard.

Figure 59: Open Action Link

Catalog

- E& E ’E‘“ v | N, 7 & - w 5 [E | Location | /shared Folders/1. Common Report Library/Dashboards

El Folders ’E‘@ |Ty|:e All lz‘ Sort | Type Z-A lz‘ [ Show More Details

3 My Folders " — - - -
51 [ Shared Folders Workforce Profile Dashboard | Last Modified 4/29/2013 9:46:44 AM | Created By weblogic

B 3 1. Commen Report Library i Expandll Cpen @iMore
2 . Commen Report Uxary E2

(2% Dashboards

IT—i Workforce Incentives and Awards Dashboard | Last Modified 4/29/2013 9:46:44 &M | Created By weblogic
[=T=]

—— Willings and == Expand | Open | More~
[ Benefits L
3 compensation 1 salary Distribution Dashboard | Last Modified 4/29/2013 9:46:44 AM | Created By weblogic
3 Labor Relations Expand | Open | Morew
[£3 Performance Management
[£3 Personnel Transactions New Hires Dashboard | Last Modified 4/25/2013 9:46:44 AM | Created By weblogic
% Regulatory Compliance Expand | Opan | More~
Separations
[ staff Acquisition 4 I_E Employee Loss Dashboard | Last Modified 4/25/2013 9:46:43 AM | Created By weblogic
- =T=
[C3workforce Profile il I Expand | Open | Morev
[l D A Ny = .y

TIP: Clicking the Expand action link will reveal each individual component of
the dashboard (not recommended). Users should click the Open action link to
run the dashboard.

TIP: Common dashboards can also be accessed from the Dashboards
action link in the top navigation bar.
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Step Action

2. View the dashboard in a new window that contains several components,
including dashboard pages, dashboard prompts, and dashboard reports.

e Dashboard pages: Separates pages within the dashboard.

e Dashboard prompts: Allows users to manipulate the restrictions on
data across multiple reports.

e Dashboard reports: Views individual reports that create each
dashboard page.

Figure 60: Dashboard Pages, Prompts, and Reports

The infermation contained within ths raport s updated daily.

gl 2

g 7

= (A Cohrrn Values) =

> {A Cokere Vaes) [z

g Lvl 3 Org Lul 4

(AN Colunn Vahuss} [=) (ARl Cobamn Vak

OrgLvle Po1
(A0 Column Valaes) [x, (Al Golumn

‘Work Schedule
=| (A Cohurr vaoss) (x| (ANl Coha

Duty Station State
)l (A0 Cokern Vo

) w

A b Please select A Department Code and Agency

i IMPORTANT: Dashboards from the Common Report Library will not display
g results in the dashboard reports until the mandatory prompt selections are
made in the prompts section.
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Step Action
3. Select the data to display in the dashboard reports by using the dashboard

prompts at the top of the dashboard page.

Figure 61: Dashboard Prompt Drop-Down Menu

‘Workforce Profile Dashboard Home | Catalog | Favorites v | Dashboards -
Workforce Profile | Workforce Employment Profile ™.
=]
The information contained within this report is updated daily.
=]

* Department Code
Ds -

* Agency Code
01;02;03

Org LV 2
=1l (all column values) v

OrgLvl 3 Org Lvl 4

(all Column Values) |x|

{2l Column Values) x|

OrgLvl 5 = OrgLvl 7 Org Lvl 8 POT

(Al Column Values) [=| E (All Column Values) =] (Al Column Values) |= (Al Column Values) |=|
03

Occupational Series o4 Work Schedule Type of Employment  Employment Status

(Al Column Values) |=| | [F]0s (Al Column Values) =] (All Column Values) || (All Column Values) |=]
108

Pay Plan D o7 Duty Station State Duty Station City

(Al Column Values) |+ Flos il (All Column Values) =/ (Al Column Values) |+
Eearer.. égglg Reset

s IMPORTANT: Reports or dashboards containing a current snapshot will
e include a disclaimer identifying whether the data is updated daily or bi-
weekly.

TIP: If the user selects a dataset that is too limited, an error message
appears that the “specified criteria didn’t result in any data.” Use the reset
button to return the prompts to default values.

4. Click Apply and the dashboard reports will update based on the selections
made.

Figure 62: Dashboard Reports
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7.3. Drill-Down in a Dashboard
Use the Drill-Down Functionality to View Details

Step Action

1. Click on any component of a graph to drill-down to a respective data set.

Figure 63: Graph Drill-Down Capability

Workforce Profile Dashboard Home | Catalog | Favorites ashboards v | [ New+ | BB Open+ | Sig

Workforce Profile ' Workforce Employment Profile .

Average Length of Serv

Top 10 Grade Distribution Occupational Category
ADMINISTRATIVE
]
2 CLERICAL g 2
B
4
£ 8
= £ OTHER [l 6
5 =
st &
]
[5 PROFESSIONAL 75
=
TECHNICAL [l 4

a 20 40 60 80 100

Number of Employees

Edit _Ecort

2. View a new page with an operational report filtered by the data selected in
the graph.

Figure 64: Operational Report with Data Filtered from Graph Drill-Down

Dashboards v | IR New ~ | B Open . | Signed I

‘Workforce Profile Dashboard

Workforce Roster Detail (With PIT)
Sensitive Personnel Data - Use is Restricted

SEPARATION_ACCESSION_TYFE is squal to 0, 3
and AGENCY_CODE is equal to 01, 02, 03
and "Workforce Daily”. TIME_LINK" = "Calendar Time"."TIME_LINK"
and "Calendar Time"."DAY_START_DATE" = VALUEOF("WFP_ AST_DAILY_ OADED._init"."wfp_last_daily_loaded _var”)
and [FNULL(PATCO_CODE_DESCR, ‘Unknown')is equal to | is in ADMINISTRATIVE

The infermation contained within this report is updated daily.

Total Employee Headcount

Employee " Type of
SRy Name i = Appointment
DS010100000000000000 |1192 Patrick, Bridge A |M .00 |ADMINISTRATIVE 0301 SUPERVISORY | Excepted-Indefinite, |Full Time WASHINGTON, |$148,675.00
TYPEL Excepted-Limited DC
SPECIALIST | (More Than 1
Saporta Da F ADMINISTRATIVE 0301 SUPERVISORY | Competitive-Career, |Full Time WASHINGTON, |$155,500.00
Curha, Mario J TYPEM SES Career DC
SPECIALIST
DS010100000000000000 1192 |GS 07/9 Doherty, M 30.00  |ADMINISTRATIVE|0301 SUPERVISORY | Excepted-Indefinite, |Full Time WASHINGTON, [$43,043.00
Kenneth TYPE C Excepted-Limited DC

05010100000000000000 |1192

TIP: The Filters Record above the report will include the drill-down selection
as one of the recorded filters in this view of data.
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Step Action
3. Click the Return action link at the bottom of the page to return to the

summary level dashboard view.

Figure 65: Return Action Link in Drill-Down Report

Workforce Profile Dashboard Home | Catalog | Favorites v | Dashboards +
DS010108000000000000 1192 GS 1413 Zalman, Marvin J|M 41.00 ADMINISTRATIVE|1101 SUPERVISORY |Excepted-Indefinite, |Full Time
TYPEC Excepted-Limitad
INVESTIGATOR. |(More Than 1
DS010102000000000000 | 1192 GS 14/6 Mildred, Fuller  |F 64.00 ADMINISTRATIVE| 0341 SUPERVISORY |Excepted-Indefinite, |Full Time
TYPE L Excepted-Limitad
SPECIALIST (More Than 1
DS010108010000000000 1192 GSs 11/1 Albrecht, F 58.00 ADMINISTRATIVE|0301 SUPERVISORY |Excepted- Full Time
Terrance C TYPEC Permanent, SES-
SPECIALIST Moncareer
b Rows1-25

Edit - Export - Create Bookmark Link

Notes:
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7.4. Export/Print a Dashboard

Print a Dashboard From the Run View

Step Action
1. Click the Edit icon and select Print to print a dashboard from the run view.

Figure 66: Edit Icon and Drop-Down Menu

Dazhboards ~ | B Mew ~

Bs Cpen -~ | Signed In As trainS7 -

Create Bookmark Link
Create Promphed Link
Apply Saved Customization »

Save Current Customization...
= Edit Saved Customizations...

Clear My Customization

A —

i=| Edit: Displays a menu of customization options.

A=y

2. View the two options for printing dashboards, Printable PDF and Printable
HTML.

Notes:
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Export Dashboard Reports

Step Action

1. Export each dashboard report by clicking the Export action link below the
item.

Figure 67: Dashboard Export Action Link

——

Workforce Profile I\Wurkfurce Employment Profile

Top 10 Grade Distribution

42
40

37

20 18
15 14

Murmber of Emplovees

12

Employees (Inc] Powerpoint >
‘Web Archive (.mht)

Supervisor or Manager, 16.76% Data >

2. Choose among PDF, Excel, PowerPoint, Web Archive, and Data export
options when exporting the dashboard report.

63



e National
Finance
Center

U. S. Department of Agriculture
N E W O R LEANS, LA

7.5. Access Dashboards: Exercise

Exercise 7.1: Run, Drill-down, and Print a Common Dashboard

Scenario: Tom wants to share the New Hires Dashboard with his manager. As he is
reviewing the dashboard, he notices some interesting data about the New Hires by Pay
Plan report, so he decides to drill-down into the dashboard for a more detailed look.

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

1.

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

Within the prompts section, select the following prompt values and click in the
white space after each selection:

a. Date of Action between: 01/01/2012 and 01/01/2013
b. Department Code: DS
c. Agency Code: 01, 10, 11, 12

3. Click Apply.
4. On the first page, navigate to the New Hires by Pay Plan-Grade graph and click

the GS vertical column to view the detailed operational report.

5. Click the Return action link to return to the dashboard.

6. Click the Edit icon and from the drop-down menu, select Print.
7. Select Printable PDF to print the dashboard in PDF format.
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Check Your Work:
Figure 68: New Hires Dashboard Printed to PDF
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7.6. Chapter Review
Chapter Summary
Having completed this chapter, you are now able to:
e Demonstrate how to access a dashboard
e Demonstrate how to drill-down within a dashboard

e Demonstrate how to export and print a dashboard

Notes:
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8.0. Course Summary

8.1. Course Accomplishments

Having completed this course, participants are now able to:
e Describe the purpose of Insight as a reporting and analytics solution
e Describe how data, reports, and dashboards are structured in Insight
e |dentify key features of Insight’s basic navigation

e Demonstrate how to access, view, and export reports and dashboards

8.2. Additional Resources

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

9.1. Appendix A: Course Glossary

Concept/ltem

Description

Administrative N/A | Data source that provides billings for administrative
Billings and accounts receivable and provides internal
Collections System accounting control and reporting.

(ABCO)

Analysis — Another name for a report in Insight, an analysis
answers a business question using an
organization’s data.

Attribute Type of data element that represents the largest

j set of data in Insight. There are three types of
attribute data including time, source system, and
Insight specific.

BEAR N/A | Biweekly Examination Analysis and Reporting;
results in biweekly updates in Insight.

Catalog N/A | Organization system that provides access to
personal and shared folders, including the
Common Report Library.

Common Report N/A | Set of frequently used government-wide reports

Library that serve as templates for agencies to customize
for their specific needs.

Dashboard Presents a “snapshot” of data findings across

8% multiple reports in a common theme or purpose.

Data Dictionary N/A | Resource that outlines the data available in Insight,
including the folders and data elements that
comprise each Subject Area, source of each data
element, and update frequency for each data
element.

Data Element N/A | Group of values in a common theme used to build
columns in a report.

Edit a= | Displays a menu of customization options

Filter — | Mechanism that restricts the data returned by a

U | report before it runs.
Folder N/A | Common theme by which data elements are
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Description

structured in a Subject Area.

Hierarchy

Type of data element that represents related
values that allow a user to drill-down into more
detailed levels of the data.

Insight

N/A

An enterprise-wide data warehouse and reporting
solution with advanced reporting and business
intelligence capabilities.

Insight Author

N/A

User with access to the ad hoc environment to
create and/or edit reports and dashboards.

Insight Consumer

N/A

User with read-only access to reports and
dashboards.

Managerial Report

N/A

Type of report that provides mid-level detail of data
with drill-down functionality to provide a more
detailed data view.

Measure

Type of data element that represents numeric
values that can change based on the calculation or
scenario (e.g., employee count, totals).

My Folders

N/A

Folder in the Catalog that contains the user’s
privately saved reports; these reports cannot be
accessed by other users.

Operational Report

N/A

Type of report that provides the most detailed view
of data and answers a business question with a
simple table and/or graph.

Pay Data (PAYTA)

N/A

Data source that provides bi-weekly net salary
payroll data for salary payments and employee
leaves after the Pay Computation System (PAYE).

Payroll Accounting
System (PACS)

N/A

Data source that contains employee profile
information and process personnel actions such as
transfer, promotion, accession, performance
appraisals etc.

Personnel History
(PERHIS)

N/A

Data source that contains historical payroll and
personnel information.

PINE

N/A

Personnel Input and Edit System; data results in
daily updates in Insight.

Prompt

[ab]

Mechanism that restricts data at the time the report
or dashboard runs.

Salary

N/A

Data source that provides the payroll actions
processed each pay period.
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Concept/ltem Icon Description
Schedule ====1 | Program a report to run at a certain time and/or
N frequency.

Shared Folders N/A | Folder in the Catalog that provides access to the
Common Report Library, Agency Folder, Shared
Across Agencies Folder, etc.

Subject Area N/A | Broadest category of data in Insight.

Table Management N/A | Data source that provides table records containing

(TMGT) selected data elements from the payroll/personnel,
financial and administrative systems.

Value N/A | Individual piece of information reported for a data

element.
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9.2. Appendix B: Permissions

Applying Permissions to Catalog Objects

Permissions control access to shared information in Catalog Objects and Interactive
Dashboards.

1.
1.
2.

Click the Catalog action link from the top navigation bar.
Highlight the object in the Catalog.

Click on the More action link and select Permissions from the more drop-down
menu.

From the Permissions window users can set permissions for Catalog objects
including folders, dashboards, and reports.

The permissions table lists the users for which you have assigned permissions.

5. Click the New icon to add permissions to users.

From the Add Application Roles, Catalog Groups and Users window, type the
user name in the Name text box.

Select Users from the List Drop-Down Menu.
Click Search.

9. The user name appears in the Accounts table. Select the user name and click on

the More arrow to add it to the Selected Members table.

10. Click OK to Navigate back to the Permissions window.

11. Apply permissions to the users in the Accounts table from the Permissions drop-

down menu.

e Full Control: Grants full permissions for a Catalog Object.
e Modify: Grants read, write, and delete permissions.
e Open: Grants read access to all objects and allows users to traverse folders.

e Traverse: Applies only to folders, allows movement through the folder to
reach other objects or folders.

e No Access: Denies all permissions for a Catalog Object.
e Custom: Creates specific permissions to grant to users.
IMPORTANT: Users can select permissions for IDs with “Custom”

permissions by clicking the Edit View icon and selecting from a menu of
options (e.g., Read, Write, Delete etc.).
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12. Additional options for permission modification are available in the Permissions
window navigation bar.

e Apply Effective Permissions: Applies permissions based on the selected
user’s group role and assignments.

e Replace with Parent’s Folder Permissions: Applies permissions from the
highest level folder.

e Set Parent’s Folder’s Permission to Traverse Folder: Applies permissions
for users to access through folders to a desired folder, report or dashboard,
but necessarily to all items within that folder.

e Apply Permissions: Allows users to select permissions for the object for the
selected user or role.

e Delete: Delete a user’s permission and settings.

g IMPORTANT: Users can use Ctrl+click to select multiple users in the list and
apply permissions to multiple users by clicking the Apply Permissions icon.

13. Select “Apply permissions to sub-folder” to grant the same permissions granted
to a parent folder on a sub-folder.

14. Select “Apply permissions to items within folder” to grant the same permissions
granted to a parent folder on a sub-folder.

s IMPORTANT: When an object is saved to the Catalog the parent folder’s
permissions are applied automatically.
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