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Latest Update Information

The following change has been made to the Insight procedure:

Section Description of Change

Scheduling Reports to Run Removed due to the scheduling feature no
longer being available to the Agencies.
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Accessibility for Users of Assistive Technology

The National Finance Center (NFC) is committed to providing applications that may be used
with assistive technology.

In order to meet this commitment, NFC will comply with the requirements of the United States
Access Board.

NFC must ensure that users with disabilities be provided with access to have the same options
within an application as those with no disability unless an undue burden would be imposed upon
NEFC.

Help for Users of Assistive Technology

Online help utilizes hypertext markup language (HTML) frames that display help in a separate
browser. Each Help page contains a Table of Contents with links and Help content. Some Help
topics include one or more Related Topics.

To Navigate within Frames:

1. Select the Help =] icon. The browser opens. By default, the focus is on the content pane.
2. Select the Tab key to move the focus to the Related Topics (if any).
3. Select the Enter key to open a related topic link.
OR
Select the Tab key to move the focus to the Table of Contents.
4. Select the Enter key to open a different help topic link.
To Navigate and Select Options from a Select Box or Combination Box:
e Press the spacebar to expand all options.

e Press the Up and Down Arrow keys to move through the options.

e Select the Enter key to make a selection.

Navigation with Keyboard Shortcuts/Commands
e To move forward from link to link or to interactive elements, select the Tab key.
e To move backward from link to link or to interactive elements, select the Shift + Tab keys.
e To select hyperlinks, select the Enter key.

e To select a particular key, tab to the particular button and select the Enter key.
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Note: Some commands may not be supported by all browsers.

Contact Information for Users of Assistive Technology

If you experience an issue due to accessibility as defined by the United States Access Board,
please contact your Agency Servicing Personnel Office (SPO) for assistance. Authorized Agency
Contacts (AACs) listed in Table Management System (TMGT) Table 063,
DEPARTMENT/AGENCY/BUREAU CONTACT, Contact Type 31, should call the NFC
Contact Center at 1-855-NFC-4GOV (1-855-632-4468). When contacting the applicable person,
please include all information regarding the function that you are trying to use within the
application.
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Typographical Conventions

Convention

Example

References to a button are indicated by Courier
New font and in bold.

References to email addresses are indicated in
italics.

References to menu options are indicated in
italics and in bold.

References to system messages are indicated by
Courier New font and are italicized.

References to valid values are indicated by
Courier New font and are italicized.

References to actual data are indicated by
Courier New font.

References to telephone numbers are indicated
in bold.

Select the Save button.

For additional assistance, send email to
Jjane.doe@usda.gov.

To print the Earnings and Leave (E&L)
Statement, select File > Print.

The message Changes have been made.
Save changes? is displayed.

Valid values are None, End, or Start.

Enter 10 into the field.

For assistance, call 1-800-555-1212.
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Feedback

You can provide feedback to the National Finance Center (NFC) from within the web version of
the manual. Select the Send Us Feedback button on any page within the manual. A popup will
appear for you to add comments. Your response generates an email that automatically identifies
your exact location in the document so that we can better address your comments and/or
questions.
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Overview

Insight is an enterprise-wide data warehouse and reporting solution with advanced reporting and
business intelligence capabilities. Insight's functionality eases reporting whether a user is running
an existing analysis, responding to ad hoc reporting requests, or using analysis for strategic
planning.

The solution integrates multiple data sources into one application to provide comprehensive
reporting through a library of standard analysis and ad hoc reporting functionality. The
dashboard feature allows users to manipulate data analysis in an easy, time-efficient manner,
enabling the development of innovative business Insights.

How Insight Works

Insight allows users to make data-driven strategic decisions by providing a full range of
advanced reporting options, from executive-style dashboards to managerial dashboards to
operational reporting, which includes:

e Summary-level dashboards, KPIs, and predictive analytics
e Management summary reports, drill-down analysis, trend analysis, and variance analysis

e Detailed employment reports, transactional processing reports, and case management
reporting

Data Sources Integrated into Insight User Created Reports

-

Figure 1: How Insight Works
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Reporting Capabilities

Insight is a modern reporting and analytics solution that addresses the full range of user needs,
from operational reporting to executive dashboards and predictive analytics. Insight provides the
following types of reporting:

e Operational Reporting—Detailed employment reports, transactional processing reports,
and case management reporting.

e Management Dashboards and Metrics Management summary reports—drill-down
analysis, trend analysis, and variance analysis.

e Scorecards, Executive Dashboards, and Analytics—Summary-level dashboards, KPIs,
scorecards, and predictive analytics.

Insight provides a consolidated data warehouse with advanced business intelligence and
reporting capabilities that support a wide range of business needs.

Key features include:

e A single, integrated system of data

e Replacement of legacy reporting applications with an intuitive reporting solution
e Secure access based on user roles and provisioning

¢ Intuitive dashboards with drill-down analysis capabilities

e Standard common reports

e Ability to create Agency-specific reports

e Powerful ad hoc report functionality

e Drag and drop functionality

e Multiple exports

e Printing capability

System Access

To grant and/or remove Insight access your Agency Security Officer (ASO) must complete and
submit Form AD-3100-R, National Finance Center Web Applications Request For Security
Access and/or Form AD-3100-RCI, Multiple Users for Insight (continuation sheet) to NFC.
ASOs must submit security request forms via ServiceNow. If there are problems with security
access after it has been administered, or if a user’s account is suspended due to inactivity, the
ASO should contact the Operations and Security Center (OSC) at 1-800-767-9641, email
osc.etix(@usda.gov, or submit a ticket via the ServiceNow.
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Hardware and Software Requirements
The following technology components are required for Insight to operate as designed:
Browser Requirements:
Insight is compatible with Microsoft Edge, Mozilla, Firefox, and Google Chrome.

Export Feature Requirements:
e Adobe Reader installed (to export to PDF)
e Microsoft Office 2003 required (2007 or higher recommended)
e Java and ActiveX required to display the File Download dialog box

e Popups allowed

Note: If the export has over 50,000 rows, it is recommended to export to .CSV instead of Excel to
decrease the size of the file.

Role-based Security

The security roles in Insight are based on several factors, such as user level, organization level,
subject area level, and data element level.

Types of Security

Insight security and access protocols provide tailored access to data based on ASO approved
authorization.

Security Level Definition

Insight users are provisioned into one of three roles:

e Insight Consumer Summary - View Data Only

¢ Insight Consumer All - View Detailed and Summary
Data

e Insight Author All - Create, Edit, Share Reports

User Level Security

Insight users are provisioned at:

e Department level

e Agency level

e Organization level or Personnel Office Identifier (POI)
level

Organization Level Security

Insight users are provisioned to view and edit Subject Area data.
Subject Area Level Security
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Security Level

Definition

Data Element Level Insight users are provisioned with sensitive data, such as Social
q Security number (SSN) and diversity information.
Security
Insight users are provisioned with retirement data access.
RETM

User Level Security

Insight roles restrict actions a user may take in Insight when accessing operational reports in the
Common Report Library or creating ad hoc reports.

Roles Access and Capabilities

Consumer
Summary

Access to managerial reports in Common Report Library
Access to dashboards

Consumer All

Access to managerial reports in Common Report Library
Access to dashboards

Access to operational (Employee Level) reports in Common
Report Library

Author

Access to managerial reports in Common Report Library
Access to dashboards

Access to operational (Employee Level) reports in Common
Report Library

Ability to edit and customize common report

Ability to edit and customize dashboard in Common Report
Library

Ability to create ad hoc reports

Ability to save to My Folders

Ability to save to Shared Folders

Organization Level Security

There are three types of access from a security provisioning point of view:

e All Groups - NFC only

e Organization Level - User has access to data at the organization level and can view

specified Org Level codes (e.g., Org Level 2)
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e POI - User has access to data at the POI level and can view specified Personnel Office
Identifiers

Subject Area Security

Access to a Subject Area gives users the ability to view data and common reports from that
Subject Area. Users with Author access will be able to create ad hoc reports and dashboards
based on their Subject Area access.

Below is a list of available Subject Areas:

e ABCO Accounting Collection Control
¢ ABCO Bill Adjustment

e ABCO Bill Collection

e ABCO Billing

e ABCO Claim

e ABCO Claim Refer

e ABCO Receivable

e ABCO Receivable Account

e ABCO Receivable Detail

e ABCO TOP

e ADJP REPORTS

e Al Details

e MASC

e MD715 Personnel History

e MD715 Workforce Profile

e PACS Above Earnings

e PACS App Charge

e PACS Appointment Limitation
e PACS Charitable Contribution
e PACS Child Support And Alimony
e PACS Differential Pay

e PACS Earn Leave Detail
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e PACS Earning Limitation
e PACS Financial Allotment
e PACS Flexfund

e PACS Health

e PACS Leave

e PACS Life Insurance

e PACS Lump Sum

e PACS Pay Header

e PACS Prorated Allowance
e PACS Receipt

e PACS Retirement

e PACS TA Extension

e PACS TA History

e PACS TA Miscellaneous

e PACS TSP Collection

e PACS Tax

e PACS Thrift Saving

e PACS Union Dues

e PMSO

e POL Details

e Personnel History

e SETS

e TMGT

e WebTA Snapshot Timesheet View
e WebTA TS Entry

e WebTA TS Profile

e WebTA Time-In/Time Out
e Workforce Profile

10
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Data Element Level Security

Access can be tailored for different types of sensitive information, such as SSN and diversity

information. Users can be provisioned with up to five different designations of sensitive

information.

Sensitive Information

Description

SSN

Insight users can be provisioned to view SSN.

Union

Insight users can be provisioned to view union information such
as union code, union dues amount, and date of union
authorization.

Disability-Veteran Status

Insight users can be provisioned to view disability and veteran
information, such as disability code and status and veteran
preference code.

Diversity Insight users can be provisioned to view diversity information
such as Ethnicity and Race Indicator (ERI) code and Race and
National Origin (RNO) code.

Other Insight users can be provisioned to view other information such

as within rate increase (WRI) data and performance evaluation
data.

Note: Some Insight users may be provisioned to only see non-sensitive information, such as
organization code, name, salary, or age.

12
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Sensitive Information

Whether or not a user has access to sensitive information determines what is displayed. A report
with access to sensitive information displays sensitive data elements. A report with no access to
sensitive information masks those data elements.

No Access to Sensitive Information:

Access to Sensitive Information:
Common Report/Dashboard

Common ReporiDashboard

bee ~ Mew Hires by ¥ " W Hires by Supenor Quafications | New H — b Ires by Diversity s | N Hies by Sup | mew g

Disa iy o Dt bon Dy Caxe Distrbutizn

.]

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

Figure 4: Comparison of Access to Sensitive Diversity Information
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Getting Started

This section provides instructions for accessing and exiting Insight, describes the application's
design, and how to use its operating features.

Sign In Instructions
To Sign Into Insight:
1. Connect to the internet.
2. Connect to the NFC Home Page (https://www.nfc.usda.gov).
3. Select Applications.

4. Select the Insight icon on the Application Launchpad.

INSIGHT

Figure 5: Insight Icon on NFC Home Page
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The Sign In page is displayed.
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FhREFREETEEETEER TS t’*t**t***t*t*w h R N I N G R EREF R TR TR RN TS
You are accessing a U.S. Government information system, which includes (1) this computer, (2) this computer
network, (2) 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:
0 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.

0 Any communications or data transiting or stored on this information system may be disclosed or used for
any lawful government purpose.

© 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 offidial, except USDA's Chief
Information Officer.

FEFFFEFEEFEEETEEETETFETEFEEXETETETPI AR N I N G THFFFFFFFETEEETEEEETFEEXEFEES

Help

Sign In

Enter your user id and password.

User ID
Password
Sign In

[ accassibility Mode

I English

Figure 6: Insight Sign In Page

5. Complete the fields as follows:

Field

Description/Instruction

User ID

Enter your Insight user identification (ID).

Note: Your Insight user ID is the same as your Mainframe 1D
except the user ID must be capitalized.

Password

Enter your Insight password.

16
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Sign Out Instructions

For security purposes, Insight automatically signs the user off the application and defaults to the
Sign In page after a defined period of time of inactivity (determined by the security
administrator). To return to the application, the user may once again sign into the application.

To Sign Out of Insight:
1. Select Sign Out on the navigation bar on any Insight page.

Upon logging out, a confirmation message will be displayed, Thank you for using Oracle
Business Intelligence software. You have successfully signed out. To sign in again, click here.

wlnsignr Intelligence Delivered

Thank you for using Oracle Business Intelligence software. You have successfully signed out.

Ta sign in again, dlick here.

Figure 7: Sign Out Confirmation Page

Password Reset

Insight users whose passwords do not meet the secure password criteria will be required to
change their password upon accessing Insight. The user's password will be set to expire 60 days
after a password is changed.

Note: Users must wait five minutes before trying to use Insight after a password change in order for the
security cache to clear the "No Access" property.

Reset Password
Insight offers two alternatives to reset your password.

e Dashboard action link

® Shared folders in the Catalog page

17



To Reset a Password Using the Dashboard Action Link:

1. Select the Dashboards action link from the top navigation bar.

2. Select Password Reset from the Dashboards drop-down menu.
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Figure 8: Password Reset Option in the Dashboard Drop-Down Menu

3. Select Password Reset link.

InSIGHT

Home | Catalog

-

Favorites -

Intelli... search [al

Dashboards ~

Click below to reset your Insight password.
Please walt three to five minutaes for the password to be synchronized aftar changing.

Password Reset

Figure 9: Password Reset Page

E new ~

ﬂ Advanced Help »  Sign Out O

BS Open ~ | SignedIn As traind5 <

5@

4. Follow the instruction on the Reset Password page.

When resetting your password be sure to:

e Type your current password correctly.
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e Comply with the outlined password policy.

e Match your new password in both text fields.

5. Select Submit.

Note: If you need help with resetting your password, contact your organization's ASO, who will work
with NFC to reset your password and provide you with a temporary password. Once you receive the
temporary password, you must log into Insight to change the password.

To Change Your Password Using the Catalog Option:
1. Select Catalog from the top navigation bar.
2. Open Shared Folders located in the Folders pane.

3. Select Password Reset. The Password Reset page is displayed.

hl"S]EHT (#| Advanced Help + Signout ©

Catalog Home | Catalog | Favorites » | Dashboards -

Intelligence... search |l

E MNew

BS Open v | SignedInAs train85 -

- &) E“ | leh 2 B 2 7% | Location [Shared Folders/s. Password Reset ~|| @
~| Folders E[@ Type | All ~ | Sort | Name A-Z ~ | [ show Maore [
& (Jmy Fold
AR .,  Password Reset | Last Modified 10/1/2017 6:00:48 PM | Owner NF1309

7 |5 Shared Folders
& [ 1. Common Report Library
e i o2 Insight System Repaorts
&= [[1 3. Public (Share Your Reports 1)
= C3a Agency Folders

Open Password Reset in new window

Execute | More «
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~| Tasks
6. Password Reset
(&) Expand i)
E)Rrss & Create Shortcut
2 @) Properties
Copy
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Figure 10: Password Reset in Shared Folders

4. Select Execute under Password Reset located in the report pane.
5. Follow the Password Policy to reset your password.

6. Select Submit to reset your password.
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Note: Once the new password is entered in the fields, do not press Enter as it will clear the form fields
and will not submit the password reset request.

If an error occurred a message will appear, Error processing validation.

7. Validate that your password update is complete by viewing the Password Update
Successful message at the top of the Reset Password page.

8. Select Cancel to close the page and return to Insight.

Using Online Help

Complete online documentation is included with Insight in a standard online help system. This
standard online help includes navigating through the toolbar, various buttons on the page, and a
full-text search. Select the following to access Help Contents for Oracle BI EE:

e The Help option above the navigation bar provides access to additional help information.

RN Intelligence Delivered Search |Al > ~[#] advanced BB signout O

My Dashboard Home | Catalog @ Favorites » d About Dashboards... m
Orade BI EE

Help Contents » _
page 1 SNBCEEREL @ Belp Lontents | @ )
Orade BI Publisher Documentation

~| Dashboard Obje... Marketing OTN....

m Column About Orade BIEE...
[B] section

Ll Alert Section

{@ Acton Link

@ Action Link Menu

3% Link or Image

[F Embedded Content I

= Text

[3 Folder

~! Catalog
- [__IMy Folders
> | Shared Folders

My Dashboard: page 1 > My Dashboard: page 1

Figure 11: Help Option on Navigation Bar

F%

e [==%]| The Help icon provides access to context sensitive help.
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Below is an example of the context sensitive help.

Contents

Catalog page

Uze the Catalog page to locate ohjects in the catalog and perform tasks specific to those objects, The objects and options that are
available to you are determined by vour system privileges and the permissions assigned to individual folders and objects.

Uze the Catalog page to:
» Perform basic tasks. For example, open, copy, delete, search for ochiects, and create folders.
+ Maove objects by dragging and dropping them to different locations within the catalog.
» Perform object-specific tasks. For example, assigning an agent or adding an obiject to a briefing book.

» Archive specific folders, objects, or the entire catalog.

» Set permissions on individual objects and folders,

Figure 12: Catalog Help Page

Who To Contact for Help
If you experience any issues related to Insight or have any questions, authorized SPO

representatives should contact the NFC Contact Center at 1-855-NFC-4GOV (1-855-632-4468)
or via the customer service portal.

Additional Resources
To obtain additional information about Insight, the following sources are available:

o Insight web page is located on the NFC Home page, under the Client Services,
HR/Payroll Initiatives.

¢ Quick Reference Guides, Frequently Asked Questions (FAQs), and other resources are
available on the Insight web page via the Resource Materials link.

e Training materials are available in NFC University.

e NFC offers a 3-day training course on Insight covering topics from basic navigation
through more advanced reporting functionality. If your Agency is interested in NFC-
conducted training, please contact the Client Services Directorate (CSD), Training and
Communications Branch (TCB) via ServiceNow.

Note: Stay connected by receiving email notifications that contain the latest updated information about
Insight by selecting the Subscribe link on the top of any NFC web page.
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My Account

Users should check to make sure they have the right access to view, edit, and create within
Insight.

To Review the User's My Account:
1. Sign in to Insight.

2. Select the applicable user ID in the Signed In As field.

wlnsigaT Intelligence Delivered Szarch [Al #| Adenced Help e Signow O

train®5  pome Camlg  Favorites » | Dashboards = | Mew - | BS Open - | Signed In As | tramés -

r
Create... 2 Recent
iy Analysis and Interactive Reporting Dashboards
Analysis | Dashboard | More- =5) My Dashboard - page 1
5 Published Reporting el Open | Edit | Mar=-
Report | Report Job | More -
Qf Actionable Intelligence Others
Pus  Agent| Action 2| Regort 1 with Prompts n Report 1 n COMPO1S: Cash Awards by Em...
[==% Performance Management Open | Edit | Marz~ Open | Edit | More~ Open | Edit | More~
5__'1 Scorecard | KPI | KPI Waadhlist
—alla] STAQDL: New Hire Listing E COMPO15: Cash Awards for 20... Training SQL Query
Browse/Manage... — Open | Edit | Mare Open | Edit| More~ Open | Edit | More
All Cortant _si-| Comp Time Leave Eamed 2015 “ TRAINING_Unions n TRAINING_Creating a Union B._..
& My Anafyses Open | Edit | More~ Open | Edit| More Open | Edit | More -
& My Reports
iR L Most Popular
: My Agents (@) Mo recommendsations are currenty availzble. Most Popular tems will ke displayed here whan results become =vzilzble.
Report Jobs
Report Job History
Get Started...

m Introduction to Orade BI

% Orade BI EE Documentztion

|j Dawnlead BI Desktop Tools v

® Help Contents ~

wgm
n;ﬁ-u Orade Technology Metwork
a4

< >

Figure 13: Insight Home Page With User's My Account
3. Select My Account from the Signed In As drop down. The home page is displayed.
4. Select Preferences.

5. Navigate to verify the Analysis Editor is set to Start on the Criteria tab when editing
Analysis.
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il @m
User ID: NFED13
Displzy Name: NFED13
Preferences EI Publisher Preferances Delivery Options Roles and Catzlog Groups
Starting Page | My Diashboard L~
Locale (location) IDE'?I.Ih - English - United States
User Interface Language | Defaut - Englich [
Time Zore | Defaukt - Unknown Time Zone [
Analysis Edicor [ Start on Criteria @b when editing Analysis]_w |
Accessibility Mode (D) on (@ of
_OK | Cancd

Figure 14: Preferences Page

Provisioned Access
To View a User's Provisioned Access:
1. Log on to Insight.
2. Select user ID located next to the Signed In As field.

3. Select My Account.

1 Home | Catdug | Favetes v | Dazhboards » | I New - BB Open v Signed In s [mmimdd
My Acoourit
L Alerts
= Monday Moming Stff Meeting Noma 3232020 10:13:20 AM GMT-05:00  Yiew | Clear | Moee
&
Recent
Dashboards

| SRl
Figure 15: My Account Link

4. Select the Application Roles tab to view what options you are allowed to view. The
Application Roles tab for the user is displayed.
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My Account @|
User ID; trainSS
Display Name: traind9
4 -eferences BI Fublisher Preferances Mobile Preferences Delivery Options Application Roles

@ ABCD Graup

Fi PAYTA Group

[Z authencicated user

@ B uthor Role

[ Brauthor ABCO

[ Brauthor Disability-weteran
[E srauthar PAYTA

[E} Brauthor PB Diversity

@ BlAuthor PB Other Sensifive
[ srathor B ssn

[B Bruwthor PB Union

@ BlAuthor Persannel All

Figure 16: Application Roles
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Data Within Insight

This section contains information on the way users interact with data in Insight, the frequency of
data updates in the warehouse, and resources available for understanding data in Insight.

Data Structure

Once Insight pulls data from the source systems, it is combined and structured so that
information of similar types may be easily accessed.

e Subject Area - The broadest category of data (e.g., Workforce Profile in the figure
below).

e Folder - A common theme by which data elements are structured in a Subject Area.
Folders can appear within multiple Subject Areas (e.g., Appointment Type in the figure
below).

e Data Element - The building blocks for reports. There are three different types of data
elements visible within the ad hoc environment (e.g., APPOINT TYPE DESCR in the
figure below).

e Value - The individual piece of information reported for a data element. Values can
change as data refreshes in Insight (e.g., Expedite in the figure below).

Data Element

Figure 17: Data Structure in Insight

The hierarchy of information is demonstrated within the Subject Areas pane in the ad hoc editing
page.
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e Subject Area: Workforce Profile
e Folder: Appointment Type
Data Element: APPOINT TYPE DESCR

e Value: Excepted - Conditional

L.alnsmnr

Intelligence Delivered

How to view the Hierarchical Data Structure Home | Catalog

~| Subject Areas
' ([} Workforcs Profile

[= EJ““DMI’\S&GHS""

I [ Accounting Station

1> [(3 Agency SSNO Change
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> [ Anmual Leave Restored

> [Z3Annual Leave Transfer

[» [ annual Leave Transfer Others

> [ Annual Sick Leave

¥ [ Appointment Type

V B APPOINT_TYPE_DESCR

® Compatitive-Career Conditicnal
® Competitive-Career/SES-Career
® Compeatitive-Temp,Spacial Nead/SES-Time Lmtd/Carser
@ Competitive-Term, TAPER, Indefinite, SES-Military
® Excepted-Conditonal
® Excepted-IndefinitefLimited (more than 1 year)
® Excapted-Permanent/SES-Noncarssar
@ Excepted-Temporary/SES-Time Limited-Noncareer

Search Al

Favorites »

® Undafinad
® Unknown
= AWOP Leave i |
T = __ P N
~| Catalog % en 7 @
List Al [~1
> [ My Folders
> [ Shared Folders
~| Views SRR AR §
(] Tige
I3 Table

Dashboards v B New ~

BS Open » | Signed In As | train85

8@ @
2 - BHEE B- 39 B & B
‘Compound Layout
B X
Folder: Appointment Type

Data Element: APPOINT_TYPE_DESCR

Value: Expedite

> Selection Steps

Figure 18: Hierarchical Data Structure

Data Structure in Insight Subject Area

Subject Areas are composed of dimension tables and fact tables.

Dimension tables contain descriptive attribute data.

Fact tables contain metrics data.

| Advanced Help» Signout O

o o ———————————————————|

28



Insight

Emgloyee
Salary
Dimension
Report
Employee
Prafile
Dimensian
Calendar Time
Dimension
Report

EmpowHR
Profile

Dimension

Figure 19: Reports Generated from Dimension Tables and/or Fact Tables

Key Terms

Action: Provides functionality to navigate to related content or to invoke operations, functions,
or processes in external systems. You can include actions in analysis, dashboard pages, agents,
scorecard initiatives, and key performance indicators (KPIs).

Action Links: A link to an action that you have embedded in an analysis, dashboard page,
scorecard objective, scorecard initiative, or KPI that, when selected, runs an associated action.

Analysis: An analysis, often referred to as a report, depicts a query of an organization's data to
answer a business question. Analysis can include tables, texts, graphs, etc.

Analysis Criteria: Consists of the columns, filters, and selection steps that users specify for an
analysis.

Analysis Prompt: A prompt that is added to an analysis. When the user selects a prompt value,
that value then determines the content that displays in the analysis.

Attribute: The details of a dimension in a central location in which data is stored and managed.
Attributes usually appear as columns of a dimension table.

Bookmark Link: Captures the path to a dashboard page and all aspects of the page.

Business Owner: The person responsible for managing and improving the business value and
performance of a KPI or scorecard object, such as an objective, cause, and effect map.
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Catalog: Folder-based organization system that provides access to personal and shard folders,
including the Common Report Library, Agency Folders, and Public Folders.

Currency Prompt: A prompt that enables the user to change the currency type that displays in
the currency columns on an analysis or dashboard.

Dashboard: An object that provides personalized views of corporate and external information. A
dashboard consists of one or more analysis that answer several business questions across a
common theme. Pages can display anything the user can access or open with a web browser,
such as results of analysis, images, and alerts from agents.

Dashboard Prompt: A prompt that is added to the dashboard. When the user selects a prompt
value, that value then determines the content that displays in all analysis that are included on the
dashboard.

Dimension: A hierarchical organization of logical columns (attributes). One or more logical
dimension tables might be associated with at most one dimension. A dimension might contain
one or more (unnamed) hierarchies. There are two types of logical dimensions: dimensions with
level-based hierarchies (structure hierarchies), and dimensions with parent-child hierarchies
(value hierarchies). A particular type of level-based dimension, called a time dimension,
provides special functionality for modeling time series data.

Dimension Table: A logical table that contains columns used by a particular dimension. A
dimension table cannot be a fact table.

Fact Table: A logical table in the business model and mapping layer that contains measures and
has complex join relationships with dimension tables.

Filter: Criteria that are applied to attribute and measure columns to limit the results that are
displayed when an analysis is run. For measure columns, filters are applied before the query is
aggregated and affect the query and thus the resulting values. There are two types of filters.

e Inline Filter

e Named Filter

Hierarchical Column: A column that holds data values that are organized using both named
levels and parent-child relationships.

Hierarchy: A system of levels in a logical dimension that are related to each other by one-to-
many relationships. All hierarchies must have a common leaf and a common root (all) level.

Hierarchy Level: An object within a hierarchical column that either rolls up or is rolled up from
other levels.

Home Page: A page divided into sections that enables the user to quickly begin specific tasks,
locate an object, or access technical documentation.
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Image Prompt: A prompt that provides an image with different areas mapped to specific values.

The user selects an image area to select the prompt value that populates the analysis or
dashboard.

Key Performance Indicator (KPI): A measurement that defines and tracks specific business
goals and strategic objectives. KPIs often roll up into larger organizational strategies that require
monitoring, improvement, and evaluation. KPIs have measurable values that usually vary with
time, have targets to determine a score and performance status, include dimensions to allow for
more precise analysis, and can be compared over time for trending purposes and to identify
performance patterns.

Measure Column: A column that can change for each record and can be added up or
aggregated. Typical measures are sales dollars and quantity ordered. Measures are calculated
from data sources at query time.

Object Properties: Information about an object and attributes that the owner can assign to an
object.

Objective: A required or desired outcome in a scorecard that forms a corporate strategy.

Oracle Business Intelligence Enterprise Edition (OBIEE): A unique platform that enables
customers to uncover new insights and make faster, more informed business decisions by
offering agile visual analytics and self-service discovery together with best-in-class enterprise
analytics.

Outer Edge: Parts of a trellis view that border the inner graphs. These include the column, row
headers, and section headers.

Parent-Child Hierarchy: A hierarchy of members that all have the same type. All the
dimension members of a parent-child hierarchy occur in a single data source. In a parent-child
hierarchy, the inter-member relationships are parent-child relationships between dimension
members.

Parent-Child Relationship Table: A table with values that explicitly define the inter-member
relationships in a parent-child hierarchy. Also called a closure table.

Permissions: Specify which users can access an object and limit how users can interact with an
object.

Primary Key: A column (or set of columns) where each value is unique and identifies a single
row of a table.

Prompt: A type of filter that enables the content designer to build and specify data values or the
end user to choose specific data values to provide a result set for an individual analysis or
multiple analyses included on a dashboard or dashboard page. A prompt expands or refines
existing dashboard and analysis filters.
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Prompted Link: Captures the path to a dashboard page and a simplified presentation of the
dashboard prompt.

Query: Contains the underlying SQL statements that are issued to the server.
Query Cache: A facility to store query results for use by other queries.

Report: The response returned to the user from the execution of a query created. Reports can be
formatted, presented on a dashboard page, saved in the Catalog, and shared with other users.

Repository: A central location in which data is stored and managed.
Result: The output returned from an analysis.

Structured Query Language (SQL): A standard programming language for querying and
modifying data.

Subject Area: An object in the presentation layer that organizes and presents data about a
business mode. It is the highest-level object in the presentation layer and represents the view of
the data that users see in presentation services.

Transformation: Work that is performed on data when moving from a database to another
location (sometimes another database). Some transformations are typically performed on data
when it is moved from a transaction system to a data warehouse system.

Variable Prompt: Enables the user to select a value specified in the variable prompt to display
on the dashboard. A variable prompt is not dependent upon column data, but enables you to
manipulate, for example add or multiply, the column data on an analysis.

Types of Data Elements

Insight users will interact with three different types of data elements when building and editing
reports. The three different types of data elements in Insight are represented by unique icons.

Type Description Example Icon

Measure Represents numeric data values that can Employee Count
change based on the scenario and can be
aggregated. Measure columns offer the
advanced feature allowing users to take
advantage of Insight's analytical capabilities.
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including:

Time: Represents various dimensions
of time.

Source System: Represents data
pulled from the Mainframe.

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

R

Source System:
OCC_SERIES_CODE
Insight:

Professional,
Administrative,
Technical, Clerical, and
Other
(PATCO)_CODE_DESC
R

Type Description Example Icon
Hierarchy Represents related values that allow a user to Location
drill down into more detailed levels of the data. DE]
o When users create a new report with
a hierarchy data element, the report
will yield a pivot table.
e Only one hierarchy can be used
within a single report.
e Hierarchies should not be used as
prompts.
Attribute Represents the largest set of data within Insight. [ Time: —
There are three types of attribute data, PAY_PERIOD_NUMBE —
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Data Dictionary

The Data Dictionary outlines the data available within Insight. For the current version of the
Data Dictionary, go to the Insight website located on the NFC Home Page,
https://www.nfc.usda.gov/ClientServices/HR _Payroll/Initiatives/Insight/Resource Materials.php
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Figure 20: Data Dictionary

Use the Insight Data Dictionary as a reference to better understand data elements that comprise

each Subject Area. Below is an example of how to refer to the Data Dictionary using Insight.

e Subject Areas

e PACS Above Earnings

e Folder
e Employee
e Data Element
e PAY PLAN
e Pay RATE DET
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Figure 21: Data Elements that Comprise Each Subject Area

Payroll/Personnel System (PPS) Mapping
e COBOL/EmpowHR Data
e PAY-PLAN
e PAY-RATE-DETERMINANT
e FOCUS Name
e PAY PLAN
e PAY RATE
e ALIAS
e P011050C0021
e P011005C0034
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Facilitating-Supervisary 1 Data Base Elements As
* 09/08//08 Cowol Element Name Viersion Picture
ws Name Data Base Definition Ws = Wage
Boand - Superisory Pay Schedules W = 411 Other
‘mge Board Positions Yv = Summer Aid -
1688 hAT1E3102(V) Y = Studdent Akd -

PACS ADCve Eafmings | Employee lﬁuutﬁ_umcmn 1 3y Rate Determinant Code Records Whether The |Fra-Facs ]ﬁ-wem;
_ 1 | " mplcyes |5 Receiving A Rate Of Pay Other Than

4 4 » M| Dictionary Shesti 4] = | A

| Ready | Average: 1726785714 Count:49418 Sum:4835 |BEE [ 8o% (=) O+ (¥)

- |

Figure 22: PPS Mapping
e Description - Defines each data element
e Source (system)
e PPS-Pacs
e Update Frequency In
e List updates - Daily, Weekly, or Biweekly
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Eg»-e-|s Data_Dictionary.xlsx [Read-Only] - Microsoft Excel — B 52
n Home Insert Page Layout Formulas Data Review  View & a =1
jﬁ & Calibri 11 - [E] == @ General & [&Condilional Formatting = g'ﬂlnsert - - %r lﬁ
By~ B I U~ & & [i]' = !Iﬂ[ s B Format as Table ~ ¥ Deleter (@]~
: B L | enn [} Cell Styles ~ Birormat | Q- Sort& Find &
ik ik V- %3 3 Filter = Select ~
Alignment = | Mumber & Styles Cells Editing

PACS Above Earnings  |[Employee PAY-HIST

11669

PACS Above Earnings  |[Employee  |PAY_RATE_DETHCHAR 1 FHHTE- PAY_RATE |PO1100SC0034 | PAY-HIST
| i DETERMINAN

4 4 » ¥  Dictionary Sheetl T =]

| Ready | Average: 0 Count: 35571 sum:0 [|EECI [ 0% (=) [ o

Figure 23: Data Source and Update Frequency in Insight
To Access the Data Dictionary Directly from Insight:
1. Navigate to the Shared Folders.

2. Select Data Dictionary.

Catalog Home (Catalog Favorites »  Dashboards -
B-RoEIME- | 5/ (- 7 3% @ X | Location Shared Folders/1, Commen Repart Library
v| Folders B e Al '] sort Name A-Z [v] [ show More Details
7 2 Shared Fold ﬁ Administrative Billings and Collections | Last Modified 10/25/2019 10:17:36 AM | Owner weblogic
bgnmmm Expand | More~
> ()2 Insight System Reports _
L‘rtl.!.h.lh::'t{shm‘fom Reorts 1) Benefits | Last Modified 10/25/2019 10:17:36 AM | Owner weblogic
> 14, Agency Folders Expand | More »
1> [C15. Department Folders
pga. Pheiid et ﬁ Compensation | Last Modified 10/25/2019 10:17:36 AM | Owner weblogic
> [217. Data Dictionary Expand | More =
= []8. Information Center
~ da  Dashboards | Last Modified 10/25/2019 10:17:36 AM | Owmer BI Administrator Role

Figure 24: Shared Folders, Option 7 Data Dictionary

3. Select Execute to retrieve search options.

37



é& Insight

Home | Catalog | Favortes » | Dashboards -

Catalog
B-Rolea- | /0 3¢ [[E [T} | Location /Shared Folders/7. Data Dictionary
3 Folders B2 e A (v sart Name A-Z [~] [ Show More Detais
?}II:DJ:':adedn Data Dictionary | Last Modified 10/25/2015 10:17:37 AM | Owner weblogic
- I & - = i
L= [ 1. Common Report Library Open the Insight Data Dictionary in 3 new Window

&= (2. Insight System Reports Etras || Fore ©
= [_Z)3. Public (Share Your Reports 1)
= 14, Agency Folders

L= [ 15, Department Folders

= [__16. Password Reset

L+ _]7. Data Dictionary

L= [ ] 8. Information Center

Figure 25: Select Execute

4. Use the drop-down menu to select choices.

=

Use "%%' as wildcard for text fields

* Subject Area Workforce Profile -

Folder Employee Profile
Data Element (All Column Values) b |
Data Type  (All Column Values) k=l
Size (All Column Values)

COBOL/EmpowHR | (All Column Values)
FOCUS Name |(All Column Values) |

IDMS Record | (All Column Values)

1>
|
-
EOCUS Alias |(All Column Values) v
-
Source | (All Column Values) >

v

Update Freq. | (All Column Values)

Description | l
Apply | Reset v
Figure 26: Data Dictionary Drop-down Menu

5. Select Apply.
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Use ‘04" as wildcard for text fields Subject Area Folder  Data Element (Data Type | Size Cobol/EmpontR |FOCUS Mame
Workforce | Emgloyee | ACCESSION_1ST_AUTH_CODE VARCHARZ 3  ACCESSION-15T-AUTH-CODE ACC_1_ATH_CD
= Sbject Area Workicros Profile > Profile Profile | |
Foldar | Employes Profils w || Workdorce |Employee | ACCESSION_ZND_AUTH_CODE VARCHAR2|3 | ACCESSION-2MD-AUTH-CODE ACC_2_ATH_CD
Profile Profile
Paks Flemsant | {8 Colime Vuhes) = || \Workdorce | Empgloyee | ACCESSION_AUTHORITY VARCHARZ |20 | ACCESSION-AUTHORITY ACC_AUTHORIT
Data Type | (All Cohuma Vahaes) X Profile | | |
Size | (ANl Colume Vases) w || Worldaeee |Employee | ACCESSION_METHOD NUMBER |1  ACCESSION-METHOD ACC_METHOD
Profile Profile
COBOLEmpowHR | [All Column Vilkses ¥ T
e — = || \Workforee | Employee | ACCESSION_NAT_OF_ACTN_CODE VARCHARZ|3 | ACCESSION-NAT-OF-ACTN-CODE ACC_NAT_ACT
FOCUS Mame ((All Cobumen Valuas) = Profile Frofile
FOCUS Aliss [[Al Column Valves] lw || \Woekforce |Employee | ACCESSION_PAY_PERIOD CHAR |2 ACCESSION-PAY-PERIOD ACC_PAY_PD
IDMS Record | (Al Column Vihses ) s Eroe Prefie 1 T
Worldorce  |Employes | ACCESSION_YEAR VARCHARZ 4  ACCESSION-YEAR ACCESSION_YR
Source | [All Column Vikses) = Profile Prifile
Update Freg. | (AN Colume, Vases) T || Workdorce [Emploree | ALTERNATE WORK_ SCHEDULE OUR |1 ALTERNATE-WORK-SCHEDULE ALT_W_SCH
; 1 || e Pr
g Workdorce  |Employee | ALTERNATE_WORK_SCHEDULE_DESCR VARCHARZ 50 | /A A
LApphy | Reset Profile Profile |
Workforce  |Emolovee | ANNUITANT INDICATOR CHAR 1 ANNUITANT-INDICATOR ANNUIT IND

Figure 27: Data Dictionary Search Results

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 Data Refresh Report is located at Catalog > Shared Folders > Insight System Reports folder.

wlnsigHT Intelligence Delivered Search |All #| Advanced Helpv Signouwt O
Catalog Home | Catalog | Favorites » Dashboards~ | [§ New~ | BB Open ~ | Signed In As train85s «
F-8 oM@ E- | b/ - 7 38 [E D) | Location jshared Folders/2. Insight System Reports & @
~! Folders BE e A [¥] sort Name A-Z [¥] [ show More Details
j g?gamm @ Data Refresh Report | Last Modified 2/23/2017 5:48:24 AM | Owner NF1620

&> [ 1. Common Report Library Open | Edit | More +

= (3. Public (Share Your Reports )
= [_J4. Agency Folders

= [_]5. Department Folders

> 6. Password Reset

& [217. Data Dictionary

&= [ 8. Information Center

& [ samples
4

v| Tasks
(5] 2. Insight System Reports
(&3 Expand e F
) rss &P Create Shortout
3£ Delet (&8 Properties
[{'__‘_;‘I Copy fMiSSian

»| Preview

Figure 28: Insight System Reports Folder
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The report is structured by subject areas.

oinSIGHT Intelligence Delivered sesrch [ai @] Advanced Hebp +

Data Refresh Report Home | Catslog | Favorites » | Dashboards »~ | J§ Mew » | B® Open » | Signed In As

Data Refresh Report

Subject Area |Load Frequency |Last Loaded (Central Time) |Data as of:

ABCO DAILY 5/17/2021 6:27:16 AM 14-MAY-21
PMSO DAILY 5/15/2021 10:00:36 AM | 15-MAY-21
Payroll Accounting |BIWEEKLY 5/16/2021 1:10:07 PM Z0z21-09
Personnel History | BIWEEKLY 5/16/2021 3:43:48 AM 2021-09
 |BIWEEKLY 5/15/2021 11:55:26 PM | 2021-09
Workforce Profile [h o1y 5/15/2021 9:07:53 AM 14-MAY-21
webTA 3.8 BIWEEKLY S/16/2021 7:21:30 PM 2021-09

Edit -Refresh -Print -Export -Copy

Figure 29: Data Refresh Report Tab

Note: The Last Loaded date and time stamp are Central Time.

Data Loading Cycle

Insight data updates align with traditional NFC Personnel Input and Edit System (PINE),
Administrative Billings and Collections System (ABCO), and Biweekly Examination Analysis
and Reporting (BEAR) updates.

i LU T W T F 5

w A
T é e o it it r :
Ciee e e

Pay Period 4 PayPeriod 5 | PayPericd & .

BEAR #JASCO 4 PINE v insighi Brweekly b Insight Weekly insigrht Dy
& s Update * Update b Update

Figure 30: Insight Data Loading Calendar
Insight data is loaded daily, weekly, and biweekly:

e Daily Updates: Insight updates data after PINE runs daily.
e Weekly Updates: Insight updates data after ABCO loads weekly.
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e Biweekly Updates: Insight updates data after BEAR loads biweekly.

Components in Insight
Items in Insight are divided into various components.

Folders pane—Displays the catalog as a directory hierarchy or displays only those folders and
objects that are created or that are marked as favorites.

Search pane—Provides search criteria and initiates a catalog search.

Catalog area—Displays the results of a search, displays folders to browse content and tasks
specific to an object.

Tasks pane—Displays tasks specific to an object.

Preview pane—Previews the object that is selected in the Catalog area. This pane is not visible
until the display button is selected.

Catalog toolbar—Display the icons that are enabled on the toolbar and vary between object types.

The Catalog toolbar contains the following icons:

e User View - Defaults to User View. User can select Admin View if they have
administrative permissions. Admin View enables users to perform all administrative tasks
and access the catalog root folders which provide detailed information about all users and
system objects.

e New - Used to create new objects. After the user selects the object to create, the object's
editor displays the location to begin building the object.

Note: If you have administrative permissions, then the New menu displays the Folder link that
you can select to create a catalog folder.

o @ Refresh - Used to update the catalog with content or folder changes.

J Up - Used to navigate to a parent folder or directory.

o '13 Show/Hide folders panes - Used to hide or display the Folders pane and Tasks pane.
o Igé Search - Used to display the Search pane. Deselect this button to display the

Folders pane.
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v

Change list view type - Use this list to select how much information about folders

and

objects to display in the Catalog area.

Descriptive - Select to display the object or folder's name, type, owner, and date
modified and Expand, Open, Edit, and More links. This view enables you to perform
tasks directly from the object's listing.

Details - Select to display the object or folder's name, type, owner, and date modified.

List - Select to display object and folder name only.

68

Open- Used to view the selected object. For example, if you select a report and

select the View button, the report viewer launches and shows the report.

4

Edit - Used to modify a selected object using the associated editor or run a script,

URL, or web service action.

S ~

Print - Used to print the current dashboard page, analysis, or the information in

the

Preview pane.

1§~

Export - Used to export a copy of an object or the object's data to a variety of

formats (for example, PDF, or spreadsheet).

b4

Delete - Use to remove a selected object or folder from the catalog.

Copy - Used to copy a selected object or folder to paste in another directory.

E Paste - Used to paste a copied object or folder to another location.
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Subject Areas

Subject Areas are the broadest category of data organization within Insight and used to logically
group related data elements.

e Subject Areas separate data into meaningful groups to make sure the correct data is used
in a report to answer a business question.

e FEach Subject Area has a distinct set of data and calendar filter requirements for building
ad hoc reports.

e Subject Areas are set up to accommodate security profiles, to manage user visibility of
data, and to group similar data together into data marts that can be used to tailor the data.

The following Subject Areas are available in Insight:

¢ Administrative Billings and Collections (ABCO)
e Payroll Accounting System (PACS)

e Personnel History (PERHIS)

e Position Management System Online (PMSO)

e Retirement Data (RETM)

e Time and Attendance (T&A) Data

e Workforce Profile (WFP)

Data for the above listed subject areas is validated against the Table Management System
(TMGT) and the Management Accounting Structure Codes System (MASC).

Subject Area Description of Data Update Frequency

T™MGT Data can be found in other tables Daily (varies by Subject Area)
throughout Insight (e.g., TMGT
Table 005, Agency Organizational
Structure data can be found in
Insight's Organization Table).

MASC Accounting codes Daily

43






Insight

Common Reports Library

The Common Report Library contains all the pre-designed reports and dashboards in Insight.
The Common Report Library contains:

e A collection of frequently used Government-wide standard reports.
e Templates for users to customize based on their Agency-specific requirements.
¢ A Combination of reports and dashboards.

e Examples of the types of reports users can build in the ad hoc environment.

Types of Reports
There are two types of reports in the Common Report Library:

e Operational reports: Answers a business question with a simple table or graph and offers
the most detailed reports.

e Managerial reports: Provides mid-level data detail with drill-down and historical trend
functionality. All managerial reports have action links that a user can select to drill-down
to another report.

Accessing the Common Reports Library
To Access the Common Reports Library:
1. Select Catalog tab on top navigation bar.

2. Select the Shared Folders in the Folders pane. The list of shared folders is displayed.
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winsigHT Intelligenc... search Al 3] Adwnced Helpv SignOut O
Catalog Home | Catalog | Favorites ~ | Dashboards ~ | J§ New~ | BS Open~ | Signed In As traing5 -
B-@cBNE- &/ 0 % [E) [) | Location jShared Folders M@
v/ Folders R e Al sort Name A-Z (™| O showm
L> 1My Foldars - -
0 et ~_ 1.Common Library | Last Modified 10/1/2017 4:06:13 PM
7 (5 Shared Folders | Owner s v ! ol A
&> | 1. Common Report Library Expand | More v

&> (2. Insight System Reports

> [0 3. public (Share Your Reports 1)
- [115. Department Folders

t= (6. Password Resat

> (7. Data Dictionary

= [ 8. Information Center

> ) Samples
v| Tasks
Shared Folders
(&3 Expand = Re
) rRss &P Create Shorteut
3% Delete @ Properties
Copy 4 Permiss

Figure 31: Catalog Page

2. Insight System Reports | Last Modified 5/19/2017 9:15:26 AM |
Owmer weblogic

Expand | More »

3. Public (Share Your Reports !) |
Last Modified 9/19/2017 9:15:49 AM | Owner weblogic

Expand | More »

5. Department Folders | Last Modified 8/19/2017 9:16:32 AM |
Owmner Bl Administrator Role

Expand | More

6. Password Reset | Last Modified 10/1/2017 4:11:50 PM |
Cremer weblogic

Expand | More«

7. Data Dictionary | Last Modified 9/19/2017 9:18:11 AM |
Owner weblogic

Expand | More ~

8. Information Center | Last Modified 10/1/2017 2:356:10 PM |
Owiner weblogic

Expand | More »

3. Select the Common Report Library structured by a series of folders following OPM’s BRM
which outlines each function in the HR life cycle.

Note: Users with the Insight Author role may create new folders within My Folders and Shared
Folders. Insight Authors may control access to new folders created within Agency Folders.

4. Scroll down the series of folders in the Common Report Library to select the desired
folder in the Folder pane that provides the data requirements.

5. Select the Expand action link to open or edit the report.
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wlnsigHT Intelligence Delivered 3] Adwanced Helpv Sgnowt ©
Catalog k Home @ (Catalog = Favorites < Dashboards = ﬁ New = | BB Open+ | Signed In As train8s -
B-BEA®E- | b/ O 73 BT | Loction [shared Folders/1. Comman Report Library/Workdorce Profile @
<! Folders B2 e [¥] sort Name A-Z [J show More Details
’;gmm xR J Position Supervisory Employees | Last Modified 1/5/2016 1:06:31 PM | Owner BI Administrator Role

% [£3 1. Common Report Library Expand | More»

£~ [ Subject Area Contents

[» (2% Dashboards '2 ‘Work Schedule and Type of Appointment | Last Modified 1/5/2016 1:06:31 PM ] Owner BI Administrator Role
& [ Administrative Billings and Expand | More»
& [ Benefits

i = ‘Workforce Roster Detail (with Personally Identifiable Information (PI1) and Diversity) |
b LSl Compensation [l ‘testModiied 1/5/2016 1:06:31 PM | Owner Bl Administrator Role
J Relations Expand | More~

. Workforce Roster Detail (without Personally Identifiable Information (PII) and Diversity) |
| I; Last Modified 1/5/2016 1:06:31 PM | Owner BI Administrator Role
Expand | More~

- [_] Position Supervisory E
> [ Work Schedule and Ty
& [ Workforce Roster Detz
&= [ Workforce Roster Datz
= (2. Insight System Reports
£ (3. Public (Share Your Reports
&= (14, Agency Folders
&= ) 5. Department Folders
b= [ 16, Password Reset
& 3 7. Data Dictionary W
& 38, Information Center
< >
v| Tasks
(2] Workforce Profile
(52 Bxpand o Re
) rss &P Create Shortout
X Delete & Properties
) copy A Permissions

4

2| Preview

| §
Figure 32: Expand Action Link Under Folder
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OR

Select the desired folder that provides the data requirements in the Folder pane. Under the
report, select the Open action link.

alnsignT Intelligence Delivered Search [Al [ *| Advanced Help» Sgnout O
Catalog Home | Catalog | Favorites v | Dashboards~ | R New~ | BR Open~ | Signed InAs train8s -
B-BoIeE- 57 ¢ 32 [@ [ | Location /shared Folders{1. Common Report Library/Warkforce Profile/work Schedule and Type of AlM] | (3)
v/ Folders [ [ [M] et Name A-Z [%] [7 Show More Details
|__] My Folders

A WFP003: Work Schedule and Type of Appointment | Last Modified 2/2/2016 3:41:53 M |
E Owmer BI Administrator Role

Currenk list of employees that includes type of appointment and work schedule
Open | Edit | More=

7 (5 Shared Folders
7 (5 1. Common Repert Library

> [ Subject Area Contents

L~ (% Dashboards

& ) Administrative Bdlings and

= [ Benefits

&> [ Compensation

> [ Labor Relations

b ] Personnel Transactions

b= [ PMSO

B | Regulatory Compliance

B [ Separations

b= [ Staff Acquisition

¥ (5 Workforce Profile
E= ) Position Suparvisary E
= |_) Work Schedule and
= | Workforce Roster Detz
& |7 Workforce Roster Detz

) 2. Insight System Reports

] 3. Public (Share Your Reports

_14. Agency Folders

15 Department Folders

_| 6. Password Reset

L_17. Data Dictionary W

(11 8. Information Center

4

ATV VTYY

>

-

(=] work Schedule and Type of A--

3 Expand J= Re

B rss &P Create Shortcut
% t @@ Properties

5] Copy

| Preview

Figure 33: Open Action Link

6. Identify reports and dashboards using the unique icon that precedes the title of each item.

Type Description Icon

Report or Includes a combination of information that answers a single

Analysis business question. Reports can include a table, text, graph,
etc.

Dashboard Presents a snapshot of data findings across multiple reports in E
a common theme or purpose. Answers several business oo
questions on a similar theme.
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Note: When navigating through folders within the Folders pane, you must select the folder name to
see the list of folder contents.
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Running a Common Report
To Run a Common Report:
1. Select the Catalog action link on top navigation bar to access the Common Reports Library.
2. Select the Shared Folders in the Folders pane. The list of shared folders is displayed.

3. Select the Common Report Library structured by a series of folders following OPM’s BRM
which outlines each function in the HR life cycle.

4. For more selections, select the Expand action link under the desired folder until the user
gets to the data requirements.

Note: When navigating through folders in the Folders pane, you must select the folder name to see
the list of folders content.

winsiGHT Intelligence Delivered +| Advenced Help~ Signowt O
Home | Catalog Favorites » = Dashboands ﬁ New~ B Open~  SignedInAs train85 v
-GN E - bSO 2 [F] [T | Location [Shared Folders/ 1. Common Repart Library/Workforce Profile ~1®
x) Folders B2 e Al [v] sort Name A-Z [] O show More Details
W My Folders

Position Supervisory Employ | Last Modified 1/5/2016 1:06:31 PM | Owner BI Administrator Role
Expand | More -

[ () Subject Area Contents A
& (@ My Dashboard
IR( & () _temp
[» () Dashboards
B [ Orafts
R Ny S e
W |2 Shared Folders
7 |2 1. commen Report Library
B [ ) Subject Area Contents

Work Schedule and Type of Appointment | Last Modified 1/5/2016 1:06:31 PM |
Owner Bl Administrator Role

Expand | Morew

R R

Workforce Roster Detail (with Personally Identifiable Information (PI1) and Diversity) |
Last Modified 1/5/2016 1:06:31 PM | Owner BI Administrator Role

Al

Expand | More»

- @8 Dashboards
& [ Administrative Billings ar — wWorkforce Roster Detail (without Personally Identifiable Information (P11) and Diversity) |
L= [ Benefits | I Last Modified 1/5/2016 1:06:31 PM | Owner BI Administrator Role

& [ Compensation Expand | Morew |
F= [ Labor Relations —
t> [[]) Personnel Transactions
B [ PMSO
b [J] Regulatory Compliance
> [ Separations
b= [ Staff Acquisition

b 2. Insight System Reports

B> [0 3. Public (Share Your Report

< >
~| Tasks
5] workforce Profile
&) Expand a2
SEES &P Create Shortcut
oL &3 Properties
(3 ooy 3 2| Preview

e —
Figure 34: How to Open a Common Report

5. Select the Open action link below the desired report.
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Intelligence Delivered  search [ai [~] #| Advanced Help~ Signouwt O
ENEWv

wInsigHT

Dashboards + BS Open~ | Sioned InAs  traingS ~

Favorites

Home Catalog

H-s E' B~ | ek @Y= -2 [T | Location | /Shared Folders/1. Common Report Library/Workforce Profile/Worki[ v | | (2)
x| Folders - [EEE ST v | sort Name A-Z [ Show More Details

& | My Folders .

7 23 Shared A WFP001: Workforce Roster Detail (without PII and Diversity) |

; . E Last Modified 2/2/2016 3:41:54 PM | Owner BI Administrator Role
¥ (& 1. Common Report Library Current employee roster listing without S5N

b= |_] Subjact Area Contents

Open | Edit | M
I (@ Dashboards SUne} EOU | RNE>
I D) Administrative Billings ar
L= |__] Banafits

L= |_] Compensation
&> [ Labor Relations
b= ] Personnel Transactions
> [ pMsO
= CgroL
b [ Regulatory Compliance
= [} Separations
b 3 staff Acquisition
V |2 Workforce Profile
L= [ Position Supervisory 1
> [0 Work Schedule and -
b= [ weorkforce Rostar De
L~ [ ) Workforce Roster \y
[> [[J 2. Insight System Reports

< >

~| Tasks

|=] Workforce Roster Detail (with-.-
=3 Expand (= Rename

) rss &P Create Shorteut
3¢ Delet= =5 Properties

@] Copy d Permissior

» Preview
—
Figure 35: Report Open Action Link
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The report prompts are displayed, which allow users to restrict data in a report each time

Insight

1t runs.
«InSIBHT Intelligence Delivered Search Al = F] Advanced Helpv Sgnouw O
WFP0D1: Workforce Roster Detail (without PIT and Diversity) Home Catslog Favorites ~ | Dashboards » | New~ | BE Open+ | SignedInAs: train85 -
Workforce Roster Detail (without PIT and Diversity)
* Department Code * Agency Org Lvl 2 Org Lvl 3 Owg Lvl 4
—Salect Vake-- x| [—Salect value— x| [-Select kalue— x| [-Salect value-- x| [~Sefect valke-- |
OrgLvls orglvie Org Ll 7 Org LVl & POI
—Select Valve— | [-Select Valve- x| [-Select Value— x| [-Select Value- x| [-Select Valve-- =
Pay Plan Occupational Series Grade
~Select Valee~ x| [Select Value— x| [-Select lale- 7]
Type of Appointment  Work Schedule Type of Employment
~Sefect Vale~ x| [~Selectvale- @] [-Select Valie- 7
Duty Station State Duty Station City
—Salect Value-- | [~Select Valve— x|
Supervisory Status
—Salact Value- =|
Resat -
Edét - Refrash - copy
| " |

Figure 36: Report Prompts
6. Select the appropriate report prompts to restrict the report.

Report prompts can be used to restrict the data in a report. Users will interact with two
different types of report prompts based on the type of data.

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

Note: After making selections in a drop-down prompt, click in the white space of the prompts
page to accept the selections. This action allows the prompts to cascade correctly, if
applicable. Report prompts distinguished by an asterisk (*) indicate a mandatory field.

e Calendar: Select the date (month, day, and year) from the calendar view.

Note: Reports that use time prompts, such as a pay period and a year, contain historical data.
By completing the time prompts, users can restrict data to a certain time range.

7. Select OK to run the report results. The report name is displayed 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.

OR

Select Reset to return all report prompts to the default.
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The run view displays the report results.

hnstenT Intelligence Deliverad

COMPULE: Employee Incentives (3Rs)

s bramBs -

Home | Catdog | Fuorttes v

COMPOL: Employee Tncantives (3Rs) ~
Toma e TS 104107 AM
Usar: WFEDDD
OATE_PERS:_ ACTN_EFFECTIVE i batwmser, 0717/ 2011 aedl 0102/ 3013
s DEPARTMERT_CEOE b ecpanl b0 AG

o AGENCY_CXI0E in el 1o 90
sl "HiCLE, Coc™ "MO_CO0E I (825, "B, W7

Total Number of Employess wiko Rece IR Incentives Awarnded
Total Number of 3R 1

Average Value of All 3R Incentiv
Total Number of Recruitment Tnce:

Average Value of Reo
Total Number of Relho: 1 Inceatives Avwarded

Total Yalee of Relocation L ives Awarded
Average Value of Reloc n Encentives Avwanded

Total Number of

Employee Pay Occ

Org Structure POL e Plan Serjes 57

Figure 37: Report Run View

Rearranging Data with Formulas

To Rearrange Data with Formulas:

1. Navigate to the Selected Columns pane in the Criteria tab of the ad hoc report editing
page.

2. Select Edit for the desired data element and in the drop-down menu.

3. Select Edit Formula.

«InsigHT

Intelligence Delivered Sasrch [All v | Advanced Helpr Signowt O

|

Catalog Dashboards - B Open -~ | Signed In As | traing5 ~

Favorites

Report 1 with Prompts Home
Criterin “Resuls [ Prompts " Advanced 0@ @
~ Subject Areas ] nlﬂ
163 Workforce Profie A | v Selected Columns LR ]
= "‘mmmw Doubie click on column names in the Subject Arass pans to add tham to the anahsis. Once added, drag-snd-drop columes to recrdar them, Edit a colume's prope
b= Macoounting Station by dicking or havaring over the button next to its name.

b [ Agency SSNO Change
- (2 Alowances
(22 nrsal Leave Restored Emplayee Profis ; : "
G Al Lisve Trarsor £ ALTERNATE_WORK_SCHEDULE_DESCR. 5 5 NAME_EMPLOYEE LAST = | NAME_EMPLOYEE_FIRST &5 B NAME_EMPLOYEE MIDDLE
(22 Anrusal Leave Transfer Othe & sort .

= &nmusal Sick Leave 1 _,# Edit = _}

v

| Anpnintment Twne ( ﬁ.aﬁprmes s )
~| Catalog b7 @ Bt P Fier EE R
et i ] P Bt bestin Rt 3 coved e by &) 3 Deletn R A T o s e e e P e e S S,
4 jj;:f:;cm T EMPLOYMENT_TYPE_CODE_DESCR is equal to / isin Full-Time
ANDF Emploves Court is equal to / isin 1 Vv

ANDTF DEPARTMENT_COOE is equal to / isin AG

Figure 38: Data Element Edit Format Option
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4. View the Edit Column Formula popup to customize the Column Heading and apply
formulas to the column values.

5. Select Custom Headings checkbox to edit the Folder Heading and Column Heading.

Note: Leave the Aggregation Rule set at default.

[Edit Column Formaala 'j) B

Column Formula Bire

Folder Heading [Employee Profile
Colurnn Heading |ALTERNATE_WORK_SCHEDU
B custom Hasdings
] Contains HTML Maskup

Aggregation Rule (Totls Row) |Default (None) o
Availabls Column Formuls
Subject Areas -
7 [ Workforcs Profile
= ) —Dimensions— ~N

= |22 Accounting Station

L= [ Agency SSNO Change

= ) Allowances

> 2 Annual Leave Restored

& 02 Annual Leave Transfer »
&+ () Arnual Leave Transfer Othe

e (3 Arnual Sick Laawe

& () Appcintmant Typs

Se (3] AWOP Laave

&= {3 Bond Coowner

& {3 Bond Data v
&= "7 Bond Owner

( ) L) | Filer. Column_w ariable + A e OF. 08 15 A . o L, G o

ok | cancel |

Figure 39: Custom Headings

6. Select Column to choose from a menu of data elements in the pane to use in the formula.
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Note: Mathematical operations available appear below the Column Formula workspace. Make sure
the Column Formula is highlighted before selecting the Column menu.

Insigur

Report 1 with Prompts

Criteria R Edit Col L

+ Subject Areas -
Column Formula Bins.

5 W

Folder Heading  Employes Profile BT Fillt & colamas o

Colamn Heading | ALTERNATE_WORK_SCHEDY

3 [ contains HTHL Harkup TS

" Aggragation Fule {Totals Row)  Default (None) =1
poCir: Subject Areas “Employes Profile”. ALTERNATE_WORK_SCHEDULE_DESCR” >

. N b (3 Anmul Leave Transfer Othe
¥ b O Anmsel Sick Leave:

“‘: ; E= [ Appointment Type
Catalog b COAWOP Leave

[ [ Band Coowner

£+ [)Band Dats v
L= 771 Band Owaner

) | M) | Fiter.. || Column o (| vesablew | + |- |x % ||

MAME_EMPLOYEE_LAST

MAME_EMPLOYEE_FIRST ¥ i
NAME_EMPLOYEE_MIDDLE l ﬂ 4
EMPLOYMENT_T¥PE_CODE_DESCR

Emplayes Count

L
Figure 40: Column Option in the Column Formula

7. Navigate to the Insert Function icon.
8. Select the desired function.

9. Select OK.

nsinr

I
v
i
§
!

¥ Salecad
Sy
= Ciick Furction fo see the
| available functions
i - v e
o iR 3 | e || ke . | Vedde. | s |-

Figure 41: Insert Function Popup
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The Desired Function List at the beginning of the formula is displayed in the Column
Formula workspace.

Edit Colsmn Formuks £

Columa Fomla

Fenragation Fula [Tobss Aow)  Defoudt (None) ~
Columa Formala
COMUNT] Employmant Trpe™ EMPLOYMENT TYPE CODE GESCRT)

Figure 42: Column Formula Workspace With Desired Function Added

Adding a Report to Favorites

When navigating through folders in the Folders pane, select the folder name to see the list of
contents.

To Add a Report to Favorites:
1. Select the More action link from the Catalog.

2. Select Add to Favorites.
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INSIGHT

Intelligence Delivered

Search |All

#| Advanced Help+ Signout O

LI

Catalog

F-aEmeE- | 570 XBEDE

~| Folders EE@
1> [ My Folders
7 [ Shared Folders
7 (23 1. Commen Report Library
t= [ subject Area Contents
[» [#% Dashboards
t> [0 Administrative Billings and Collections
&> [ Benefits
7 [Bcom pensation
&> [0 Awards
7 |2 Incentives
> 7] Employee Incentives (3Rs)
> [ Leave
I> [ Pay Other
[ [ Premium Pay
> ) salary
L= [[7] Labor Relations
L= [[7 personnel Transactions
= [pMs0
L= [[J Regulatory Compliance 4
L= [[J) Separations N
&> [ 5taff Acquisition
L= [ Workforce Profile
= O3z Insight System Reports
= (3. Public (Share Your Reports 1)
= (4. Agency Folders
I> [ 5. Password Reset

| Tasks

[5] Employee Incentives (3Rs)

[£5 Expand & =

) rRss &P Create Shortcut
R =) Properties
O:py 4 Permissions

Type Al

| Preview

Catalog | Favorites ~ | Dashboards «

Location | /Shared Folders/1. Commaon Report Library/Compensation/Incentives/Employes I

Sort Name A-Z [ Show More Detzils

COMP012: Employee Incentives (3Rs) | Last Modified 3/15/2015 2:02:23 PM |
‘Owner BI Administrator Role

Historical record of employee recruitment, relocation, and retention bonus incentives (3Rs) with
personnel action effective dates during a user-specified range of time. Filters on NOA codes 815,
816, B27
Open | Edit More -
,E, Print C
|i| Export »
E Schedule
b
Copy
i)
‘:a Add to Favorites

@ Create shortcut

Properties

Figure 43: More Drop-Down Menu with Add to Favorites Option
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A star will appear on the report icon indicating it is part of the Favorites menu.

winsiGHT Intelligence Delivered Search Al ] Advanced Help+  Signout O

Catalog Catalog | Favorites v | Dashboards ~ | | New ~ | B% Open ~ | Signed In As |train85 ~

- ) C3 “ + lgh 2 b4 [ | Location jShared Folders/1. Common Report Library/Compensation/Incentives/Employes Ir_ v | | (2)
~| Folders BE  nee Al Sort Name A-Z [ Show More Details
&> )My Folders COMP012: Employee Incentives (3Rs) | Last Modified 3/19/2015 2:02:23 BM |
W (3 Shared Folders Owner BI Administrator Role
¥ (23 1. Common Report Library Historical record of employes recruitment, relocation, and retention bonus incentives (3Rs) with
I [ ) Subject Area Contents personngl action effective dates during a user-specified range of time, Filkers on NOA codes 815,
[> (2% Dashboards 816, 827
L= [ Administrative Billings and Collections Open | Edit | More
I> [ Benefits
7B Compensation
1> [0 Awards
WV [ Incentives
= ] Employee Incentives (3Rs)
= [JLeave

[= [ Pay Other
[= [ Premium Pay
L= [ salary
L= [ Labor Relations
[= [3) Personnel Transactions
= [)PMs0 H
[= [7) Regulatory Compliance
L= D Separations i
[ [ Staff Acquisition
& [ Workforce Profile
- C32. Insight System Reports
t= (3. Public ({Share Your Reports 1)
- Cda. Agency Folders
L= [ 5. Password Resst

-

~| Tasks

[E] Employee Incentives (3Rs)

[ Expand ffm Rename

) rss @ Create Shortcut
x Delete (=2 Properties
Copy 4 Permissions

| Preview
| I e ——————————

Figure 44: Favorite Indicator on Report

3. Select the Favorites action link to view the list of favorite reports on the navigation bar.

59



e

Insight

7 25 Shared Folders
7 [23 1. Common Report Library
&> [ subject Area Contents
[= (@ Dashboards
L= [ Administrative Billings and Collections
L= [ Benefits
v 3 Compensation
L 3 Awards
7 [ Incentives
= [7) Employee Incentives (3Rs)
L= [ Leave
L= [3) Pay Other
= [3) Premium Pay
= [ salary
[= [ Lsbor Relations
[> [[3) Personnel Transactions
= ) PMs0
[> [[3) Regulatory Compliance
> [ separations
L= [ Staff Acquisition
I [ Workforce Profile
- C32. Insight System Reports
t= (3. Public (share Your Reports 1)
- C24. Agency Folders
t> [ 5. Password Reset

~| Tasks

Employee Incentives (3Rs)

&3 Expand fim Rename

) Rss &P Create Shortcut
p:¢ e = Properties
Copy B Pen s

Search |All

j Advanced Help » Signout O

olnSIgHT Intelligence Delivered
Catalog Catalog | |Faworites = | Dashboards v~ E new~ | BS Open~ | Signed In As |train8S ~
- 3 n v | [eh 2 B4 % [ | Location /g ion/Incentives/Employee Ir|_v |
| Folders E[@, Type | Al [28 comP012: Employes Incentives (3Rs) (] Show More Details
L= [ )My Folders

FS

COMP012: Employee Incentives (3Rs) | Last Modified 3/19/2015 2:02:23 PM |

QOwner BI Administrator Role

Historical record of employes recruitment, relocation, and retention bonus incentives (3Rs) with
personnel action effective dates during a user-specified range of time. Filters on NOA codes 815,
816, 827
Open | Edit | More~

| Preview

L

Figure 45: Favorites Action Link With a List of Users Favorites

4. Select the More action link.

5. Select Remove From Favorites to remove the report from Favorites.
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wAnsigHT Intelligence Delivered Search [Al (#] Advanced Help v Sign out O

Catalog | Favorites v | Dashboards v | J§ New v | & Open v | Signed In As | train85 ~

= @a E@ En + | leh / = 4 Ltl Location | (Shared Folders/1. Common Report Library/Compensation/Incentives/Emplayes Ir ‘ @)

~| Folders G | 7= Al sort Name A-Z [ show More Details
= [IMy Folders COMP012: Employee Incentives (3Rs) | Last Modified 3/19/2015 2:02:23 PM |
' (23 Shared Folders Owner BI Administrator Role
7 (23 1. common Report Library Historical record of employes recruitment, relocation, and retention bonus incentives (3Rs) with
&> [ Subject Area Contents personnel action effective dates during a user-spedified range of time. Filters on NOA codes 815,
[ (@ Dashboards 816, 827
L= [ Administrative Billings and Collections Open | Edit | More ~
&= [ Benefits &, print v
viE Compensation
I [ Awards () Export i
¥ [3 Incentives [@ Schedule
L= [_] Employee Incentives (3Rs)
B [ Leave ®
[ [ Pay Other Copy
[ [ Premium Pay i)
- [ salary

[ [ Labor Relations @ Remove from Faworites

L= [ Personnel Transactions

@ Create Shortcut

> [ PMsO

L= [C7] Regulatory Compliance 4

=3 D Separations [ rpeibes
[ [ Staff Acquisition 8

[> [C7] Workforce Profile
= 32 Insight System Reports
£ [ 3. Public (Share Your Reporis 1)
- [da. Agency Folders
I [ 5. Password Resat

~| Tasks

Employee Incentives (3Rs)

(23 Expand i Rename
Rrss <§ Create Shortcut
3% Delete &) Properties
CUF'Y & Permissions

>| Praview

Figure 46: More Action Link Drop-Down Menu (Select Removed from Favorites)

Catalog Action Links

Action links are located directly below the report or dashboard. The action links are a shortcut to
a number of tasks.

Dashboards have multiple components (e.g., reports and prompts). Because of this, when users
access dashboards from the Catalog, they will view a folder which can be expanded to see the

individual items.
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To run the full dashboard, select Dashboards folder in the Folder pane and select the Open action
link for the desired dashboard from the view pane.

INSIBHT

Catalog

B-QBENE- /7R

Intelligence Delivered

2 [ My Folders
W (3 Shared Folders
7 22 1. Common Report Library
I [ Subject Area Contents
L> [2% Dashboards
I [ Administrative Billings and Collections
1> ] Benefits
7 23 Compensation
I [ Awards
V [ Incentives
= [7] Employee Incentives (3Rs)
k> [ Leave
I> [ Pay Other
I> ) Premium Pay
> [ salary
L> [ Labor Relations
L> [ Personnel Transactions
L [ PMso
L> [CJ) Regulatory Compliance 4
L [ Separations
L[] Staff Acquisition
I [C2] Werkforce Profile
&= [ 2. Insight System Reports
&= [ 3. Public (Share Your Reports 1)
&= [ 4. Agency Folders
1> 5. Password Reset

~| Tasks

E] Employee Incentives (3Rs)

[ Expand =

BIrss &P Create Shortcut
® %7 Properties
Copy ¢

~| Folders EE@ Type |All

ﬂ Advanced Help v Signout ©

search |All

Home | Catalog | Favorites v | Dashboards + | J§ New~ | B® Open~ | Signed In As |train85 =
%] | Location |{shared Folders/1. Comman Report Library/Campensation/Incentives/Emplayes I~ | | (2)

sort Name A-Z [ Show More Details

COMP012: Employee Incentives (3Rs) | Last Modified 3/19/2015 2:02:23 PM |
Owner BI Administrator Role

El Historical record of employes recruitment, relocation, and retention bonus incentives (3Rs) with
personnel action effective dates during a user-spedified range of time. Filters on NOA codes 815,
816, 327
Open | Edit | More»

»| Preview

Figure 47: Action Links

To Use the Catalog Action Links:

1. To run the full dashboard, select the Dashboards folder in the Folder pane.

2. Select the Open action link for the desired dashboard from the view pane.

Action Links under each Report or Dashboard

The following links are available under each report for dashboard:

Action Links under each Report
or Dashboard

Description

Open

Directs users to a new page that runs the
report.

Edit

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

Action Links under each Report Description

More

Provides a list of additional options including
Print, Export, Schedule and Add to Favorites,
etc.

Options within the More Action Link

The following options are available within the more action link:

Option

Description

Print

Provides a variety of options to print a report to
simplify sharing information.

e Printable PDF
e Printable HTML.

Export

Provides a variety of options to export a report to
simplify sharing information.

PDF

Excel
PowerPoint
Web Archive
Data

Schedule

Define the frequency, start, and end time of the agent.

Copy

Provides a copy of a selected object or folder to paste
in another directory.

Add to Favorites

Provides a way to add the selected object to your
Favorites list. A favorite objects icon appears with a
gold star overlay.

Create Shortcut

Provides a way to create a shortcut to the object or
folder.

Note: When users create a shortcut, Oracle Bl
EE adds the shortcut to the current folder. Users
can then move this shortcut to another location
within the catalog.

Properties

To view or modify the selected object's properties.

Note: When this option is selected, the
Properties dialog displays.

Displays a menu of options to format a component of
a report or dashboard.

63




B

Insight

Running a Report With Prompts
Report prompts will restrict data to custom ranges as a report runs. 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.

To Run a Report with Prompts.

1. Complete the mandatory fields in the Report Prompt page to restrict data. The report
prompt page is displayed below.

ANSIGHT

COMPO12: Employee Incentives (3Rs)

Intelligence Delivered

Home | Catalog = Favorites » | Dashboards~ || New~ | BB Open~ | Signed In As | trainB5 +

Employee Incentives (3Rs)

* Date of Action

L

Between E‘G 31

* Department Code * agency Code Org Lvl 2 Org Lvl 3 Org Lvi 4

~Salect Valus— v -Select Valbe— v [—Sslect Vale— v|  -Select Value- —Salect Value—- =
Org Lvl 5 Org Lvl & Org Lvl 7 OrgLvl B POI

—Salect Value— w| --Salect Valve— v [—Saslect vaive— ¥| | —Salect Value— —Saiact Ve >
Pay Plan Dcoupational Series Grade

~Select Value-- x| |-Select Value-- x| [~Selact value- =|

Type of Appointment Work Schedule Type of Employment

—Salect Vale—- = | -Select Value-- x| | —Selact Valve— =l

Incentive Type (NOA Code)

—Select Value— b

Legal Authority 2nd Legal Authority

—Salact Vale— = —Sakect Vake— =

Edit - Refresh - Copy

Figure 48: Prompts Page

_Resetv |

Note: All reports in the Common Report Library will have a report prompt page. Report prompts
distinguished by an asterisk (*) indicate mandatory fields; users must make a selection in those fields.

2. 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.

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

values box.
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ANSIGHT Intelligence Delivered search [Al =] | Advanced Helpe

COMPO12: Employee Incentives (3Rs) Home @ Catalog Favortes » | Dashboards « “ Mew - B Open ~ Signed In As | train85 ~

Employee Incentives (3Rs)

* Date of Action
Betweeen E% . @‘?
* Department Code * Agency Code g Lvl 2 Org Lvl 3 Org Lvl 4
—Select Value— x| -Select Value- x| |--Setect Ve >l |-Select Value— | Select Value—- =

e =)
Orgivl 5 M oz OrgLvl 8 POl
—Salect e = bl |--Select Lale-- x| |-Solect Value— x| | —Salect viale- x|
Pay Plan Grade
—Salect Vale— = —Salact Valke— x|
Type of Appointment Vv Type of Employment
—Select Vale— = el | St vanie— =

E
Incentive Type (NOA Code)
—Galect Value— -
Legal Authority 2nd Legal Authority
—salect Valle— x| St Vsl =

Reset ~
Bt -Refresh - Copy

Figure 49: Agency Code Drop-Down Prompt

e Calendar: Select the date (month, day, and year) from the Calendar View.

Select Date ]
4 March [ 203 P

1 2

3 4 3 6 7 8 9

10 11 12 13 14 15 16

B 18 0w n 2 B

24 s 26 7 m » 30
n

i‘ Cancel

Figure 50: Calendar Prompt

Note: 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.
After making selections in a drop-down prompt, select in the white space of the prompts page to
accept the selections. Reports that use time prompts, such as the calendar, contain historical data
which allow users to restrict the date range based on prompt selections.
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3. Select OK to run the report.

+| Advenced Helpe SignOut O

L.llim Intelligence Delivered

COMPO12: Employee Incentives (3Rs) E vew~> BOpen~ Signedin As | traings -
Employee Incentives (3Rs)
* Date of Action
Betwean01/17/2011 . 01/o1/2013 )
* Department Code * Agency Code Org Lvl 2 Org Lvl3 Org Lvl4
= x| o0 = {All Column Values) =] (Al Column Values) =] (Al Column Values) =
Org Lvl 5 Org LV 6 Orgivl 7 Org LV 8 POI
(Al Column Vahses) =l (A Column Values) x| (Al Column Values) x| (Al Column Values) x| (AN Column Vahues) b |
Pay Plan Cocupational Series Grade
(Al Column Vahses) =| (AN Column Values) x| (AN Column Vahues) -
Type of Appointment Work Schedule Type of Employment:
(Al Cobumn Vahses) =l (Al Column Vishses) =l (AN Column Values) =
Incentive Type (NOA Code)
(AN Cobumn Vahses) =l
Legal Authorty 2nd Legal Authority
(Al Column Values) =l (Al Cobumn Values) =l
_OK || Reset v |
Edit -Refresh - Copy

e

Figure 51: Report Prompt Page with OK Button

Note: Select Reset to return all report prompts to the default view.

Displayed below is the report in the run view with the report name. The report table,

graph, or other report components are populated based on restrictions applied by the
report prompts.

AnsignT Intelligence Deliversd

COMPULE: Empleyee Incentives (35)

Signed In &5 tramBs -

COMPOL2: Employes Tnoantives (3Hs) N
i eun: FIT2ILS 304307 AM
Usar: WFEDDO

el "NOLE Core™ "MOW_CODE™ I8 (8257, ‘81, WIT)

Total Number of Employess wiv Rece IR Incentives Awarded
Total Number of

Total Nummber of Relocation Incentives Awarded
Total Value of Relocation Incentives Awarded
Average Value of Relocation Incentives Awarded
Total Number of

Total Yake of Rel

Average Value of R

Position Incentive ||
GradeStep Official Type [NOA
Tithe Code)

Employee Pay Oc
MName Plan Serfes

Org Structure (21}

Figure 52: Report With Selected Restrictions
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Dashboards

In the Common Report Library there is an assortment of dashboards, which provide the option to

drill down to a detailed look at any specific point. Common Dashboards are accessible from any
page through the top navigation bar.

Dashboards provide the user with a 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. Multiple reports within
a dashboard provide a summary view.

Worklorce Profike Dashboard
Womrkforrs Brofile ke Employment Profie E®
~
Thae information containsd withan this report is updated dasly.
* Department Code  * Agency Code oL 2 OrgLvl 3 O Ll 4
" z W x| AN Colorn vakes] x| AN Colren Valoes) x| AN Colmn values] =
Org s rg L 6 oL orgLvis FoI
{all Cokuron Wolues) =] [ Column Volues) x| [l Coborn Vebes] = (6 Colmn Values) x| [Selecribbe— =
Ocospational Series.  Typeof Appointment  Work Schedule Type of Employmest  Employment States
(8 Columen Values) =l (AN Column values] =l (AR Colume Vabees) = (A0 Coluren Valuesy = (AN Column Values)
Pay Plam Grade Duky Stntion Skate  Duty Skafion City
(il ke Volen] ] (Al Column Vs ] (Al Goborm vabies) )[R Cohmn Valies] )
apply | Rest e |
1,552
S0
16.91
it - Exnoet
Top 10 Grade Ditrbution Occupational Cakegony
400
357 DMINIS TRATIVE 3
- - ADMINIS TRATIV x|
aLue cousr | 4
CLERICAL 62
oo Il
3 OTHER I a1
137
. i
o8 w 1 12 13 14 15 n 00 450 600 750 200
s = = at
Employess (Incudng Superviory)
Team Leader, .58%
Al Otiver Poskions. B5.05% ﬂ

Figure 53: Dashboard Results

Dashboards Objects

Use the Dashboard Objects pane to drag and drop dashboard objects to structure the layout within
the Dashboard workspace.
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The following options are available:

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

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

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

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

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

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

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

Folder: Displays data elements which are structured in a Subject Area. Folders can appear
within multiple Subject Areas.
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«ANSIGHT Intelligence Delivered search Al v +| Advanced Help- Signout O

Workforce Profile Dashboard Home Catalog Faworites »  Dashboards + ﬁ New ~ | B8 Open ~ | Signed In As train8S -

Workforce Profile | Workforce Employment Profile. ™ Workforce Profile Detelled Report B@&E | hreiw e HE @
~| Dashboard Objects ‘o)
||I| Coksmn
] Secton
£l Alert Section
Action Link
Action Link Manu ! =
Link or Image
Embedded Content
Text
Folder

|0 MEeE@

~| Catalog

L= ] My Folders 4
[ [} Shared Folders

< | >

Figure 54: Dashboard Objects

Accessing Dashboards
To Open an Existing Dashboard:
1. Navigate to the Dashboards folder within the Common Report Library.

2. Select Open action link corresponding to the desired dashboard.
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slngienT Intelligence Delivered search [all ~] #| adenced Help v Sgnow O
Home Catalog Favorites » Dashboards ‘ Mew = B Open »  Signed In As | train85 ~
F-Mm “ B=lls A5 - 4 | | Location /Shared Folders/ 1. Common Report Library/Dashboards = ®
~| Folders BCE | 7 Al [ ] sort | Name A-Z [ show More Details
:;B;Lmdm A Benefits Dashboand | Last Madified 3/18/2015 2:02:22 PM | Owner weblogic

Statistics, distribution, and frends of benefits program participation, deductions, conimibutions, and plan enrollment information over user-
specified pay period(s)

=

=2 Banafits Dashboard

b> [ Diversity Dashboard

&> @ Employes Loss Dash

(G2 Impending Not-To-E

§2) New Hiras Deshboar

Salary Distribiition D
b= USAGE TRACKING D
[= ({3 Workforce Profile De

& [ ] Administrative Billings ar

& [ Benefits
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& [ Labor Relations

P |_] Personnel Transactions

o [ )

& ] Regudatory Compliance

& ] Separations

= [ Staff Acquisition

B
=
=

Expand | Open | More -

vz 1
00y

T}
00

Diversity Dashboard | Last Modified 3/19/2015 2:02:22 PM | Owiner weblogic

Current statistics, distribution, and trends for employee diversity by Ethnicity and Race Indicator (ERI), Gender, Disability Code,
and Veterans Status

Expand | Open | Mare =

Employee Loss Dashboard | Last Modified 3/13/2015 2:02:22 PM | Owner weblogic

Statistics, distributions, and trends on organizational/employee movement with personnel action effective dates during a user-
specified range of time. Filters on NOA codes 300, 301, 302, 303, 304, 312, 317, 330, 350, 351, 352, 353, 354, 355, 356, 357,
365, 386, 390, 130, 132, 145, 147, 825, 354, 385

Expand | Open | More »

Impending Not-To-Exceed (NTE) Dates for Personnel Actions | Last Modifisd 3/19/2015 2:02:23 PM | Owner wablogic
Impending Mot-To-Exceed {NTE) Dates for Personnel Actions
Expand | Open | Mare -

New Hires Dashboard | Last Modified 5/13/2015 2:02:23 PM | Owner weblogic
Statistics, distributions and trends an new hire demographicsitrends with parscnnal action effective dates during a user-specified
range of time. Filters on NOA codes 100-199,500-589,953,955

- Expand | Open | More -
5 | Workforce Profile

[ 2. Insight System Reports v Salary Distribution Dashboard | Last Modified 6/24/2015 8:58:00 AM | Owner weblogic
( : . ) == Statistics, distributions, and trends on compensation distribution, by Adjusted Salary and Other Pay curment as of most recently
Uaa| loadad data
| Tasks Expand | Open | Mare -
Q Dashboards USAGE TRACKING Dashboard_w03_4-23-15 | Last Modified 4/23/2015 11:24:30 PM | Owner NF2056
‘) Bxpand (=1 Rename E Expand | Open | More -
B rss Create Shorout
!ja 3 o : i —_,  Workforce Profile Dashboard | Last Modified 3/19/2015 2:02:23 PM | Owner weblogic
_,g adate dfl Properties ::E Warkforce profile statistics, distribution, and trends of erployess in the crganization current
) Copy o] Expand| Open |Mare
| Preview

Figure 55: Open Action Link on an Existing Dashboard on the Catalog Page

Note: Selecting Expand action link will reveal each individual component of the dashboard (not
recommended). Users should select Open action link to run the dashboard. Common dashboards can
also be accessed from the Dashboards action link in the top navigation bar.

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

Valid values are:

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.
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® No Results
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SEPARATION_ACCESSION_TYPE is agual to 0, 3
and DEPARTMENT_CODE is egual to Please select A Depariment Code and Agency
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Edit - Rafrash |

w|
@
@ No Results @ Mo Results
The specified criteria didn’t result in any data. This is often The specified criteria didn't result in any data. This is often
caused by applying filters and/or selections that are too causad by applying filters and/or selections that are too
restrictive or that contain incorrect values. Please check your restrictive or that contain incorrect values. Please check your
Analysis Filters and try again. The filters currently being Analysis Filters and try again. The filters currently being
applied are shown below. applied are shown below.
SEPARATION_ACCESSION_TYPE is equal to 0, 3 SEPARATION_ACCESSION_TYPE is equal to 0, 3
and DEPARTMENT_CODE is equal to Please select A Department and DEPARTMENT _COCDE is equal to Please select A Department
Code and Agency Code and Agency
and "Calendar Time™."DAY_START_DATE" = VALUEOF and "Calendar Time"."DAY_START_DATE™ = VALUEOF
("WFP_LAST_DAILY_LOADED_ink™. "wip_last_daily_loaded_var™) ("WFP_LAST_DAILY_LOADED jmit”™."wip_last_daily_loaded_var”)
and Employes Count is in top 10 i itk
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Edit - Refresh v

Figure 56: Dashboard Pages, Prompts, and Reports

Note: Dashboards from the Common Report Library will not display results in the dashboard reports
until the mandatory prompt selections are made in the prompts section.

4. Select the data to display in the dashboard reports by using the dashboard prompts at the
top of the dashboard page.
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winsigHT Intelligence Delivered Search [All

| Advanced Help» Signout O

Waorkforce Profile Dashboard Dashboards » | I§ Mew~ | B Open

Workforce Profile Workforce Employment Profile

= A
The information contained within this report is updated daily.

Favorites Signed In As | train835 =

* Department Code * Agency Code Org Lvl 2 Org Lvi3 Org Lvl 4
AG =| o0 | § (Al Colurnn values) =] (Al Column values) =] {All Column values) =/
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(Al Colurn values) x| | [Joe v Pl &l Column values) =|  {All Column values) =]

Gearch... |

_bgply | Resety |

restrictive or that contain

equal o 0, 3

1 Please select A Department Code and Agency

= VALUEOR{WFP_LAST_DAILY_LOADED_init".

Figure 57: Dashboard Prompt Drop-Down Menu (Agency Code)

Note: Reports or dashboards containing a current snapshot will include a disclaimer identifying
whether the data is updated daily or biweekly.

Note: If the user selects a data set that is too limited, an error message appears Specified criteria didn't
result in any data. Select Reset to return the prompts to default values.

5. Select Apply, and the dashboard reports will update based on the selections made.
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The Information contained within this report is updated datly.
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Figure 58: Workforce Profile Dashboard

Running a Common Dashboard

To Run a Common Dashboard:

Select Common Report Library.

Select Shared Folders in the Folders pane.

Select Expand action link under the desired folder for more selections.

Select Catalog action link on top navigation bar to access the Common Reports Library.
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Note: When navigating through folders in the Folders pane, you must select the folder name to see the

list of folders.
wlnsigHt Intelligence Delivered Search [Al 1] 3| Advanced Helpw Sgnouwt O
Catalog Home | Catalog | Favorites » | Dashboards» | JE New~ | BR Open~ | SignedInAs traing5
BR-WBEIME- | o5~ - -3 [E [ | Location /shared Folders/L. Commen Report Library/Dashboards | @
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B L] _temp Mare =
4] R Expand | Open | More
> [ Drafts Diversity Dashboard | Last Modified 1/5/2016 12:52:20 PM | Owner BI Administrator Role
o [ B st o = Current statistics, distribution, and trends for employee diversity by Ethnicity and Race Indicator (ERI), Gt
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L= [ Separations
-r<Tasks )
[2] pashboards
(53 Expand {3 Rename —
B rss &P Create Shortcut r@
28 Delets @@ Froperties
@COD B Permissions
&3
» | Preview

Expand | Open | More »

Employee Loss Dashboard | Last Modified 1/5/2016 12:52:38 PM | Owner weblagic

Statistics, distributions, and trends on organizational/employes movement with personnel action effective
spacified range of time. Filters on NOA codes 300, 301, 302, 303, 304, 312, 317, 330, 350, 351, 352, 353
385, 386, 390, 130, 132, 145, 147, 825, 354, 386

Expand | Open | More «

Impending Not-To-Exceed (NTE) Dates for Personnel Actions | Last Modified 1/5/2016 12:52:38
Impending Not-To-Exceed (NTE) Dates for Personnel Actions

Expand | Open | More -

New Hires Dashboard | Last Modified 1/5/2016 12:52:38 PM | Owner weblogic
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range of time. Filters on NOA codes 100-199,500-59%,953,955

Expand | Open | More » )
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B15,816,317,825,827,840,841,842,843,844,846,847,845,872,878,879 835,836,837 838,839

Figure 59: Selecting an Existing Dashboard

5. Select Open action link below the desired report.

74



Insight

:I Advanced Helps Signowt O

winsigHT

Intelligence Delivered

E New~ | B8 Open~

Signed In As  trainB5 «

Home @ Catalog Dashboards

Favorites ~

-GN E - s/ (L 7?38 [E 71| Location jShared Folders/1. Common Report Library/Workforce Profile/Workforce Roster [[v ] | @)
v| Folders BE | e Al [V] sot Name A-Z (] 0 show More
cial” s N WFP001: Workforce Roster Detail (without PIT and Diversity) | Last Modified 2/2/2015 3:41:54 PM |
7 |2 Shared Folders Owner B1 Administrator Role
¥ (3 1. Common Report Library Current employee roster listing without SSN
L [ Subject Area Contents Open | Edit | More
> (2% Dashboards
> |_) Administrative Billings ar
L= [ Benefits

&> () Compensation
& [ Labor Relations
[ [ Personnal Transactions
= [Jemso
& [ Regulatory Compliance
> [2)Separations
[ [ Staff Acquisition
V (23 Workforce Profile
& [ Position Supenvisory
B [ Work Schedule and -
= [ Workforce Roster De
- [ Workforce Roster v

e T G ST SR

< >

v! Tasks
[Z] workforce Roster Detail (with.--
=) Expand E Banams
) rss &P Create Shorteut
3¢ Delet 8 Properties
] Copy A Permiss
>| Preview
| = =i

Figure 60: Dashboard Open Action Link
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The dashboard prompts are displayed, which allow users to restrict data in a dashboard
each time it runs.

=alnsigHT Intelligence Delivered

WFPD01: Workforce Roster Detail (without PII and Diversity)

[v]

Home | Catalog | Favorites~ Dashboards~ | JE New ~

:i Advanced Help - Signowt O

Bs Open~ | SignedInAs traingS -
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Edit - Refresh - Copy

Figure 61: Dashboard Prompts
Select the appropriate dashboard prompts to restrict data on the report.

Dashboard prompts can be used to restrict the data in a dashboard. Users will interact
with two different types of dashboard prompts based on the type of data. They are:

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

Note: After making selections in a drop-down prompt, select in the white space of the
prompts page to accept the selections. This action allows the prompts to cascade correctly, if
applicable.

e Calendar: Select the date (month, day, and year) from the calendar view.

Note: Dashboards that use time prompts, such as a pay period and a year, contain historical
data. By completing the time prompts, users can restrict data to a certain time range.
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7. Select OK to run the dashboard results. The dashboard name is displayed. The dashboard
table, graph, or other dashboard components populate based on restrictions applied by the
dashboard prompts.

OR
Select Reset to return all dashboard prompts to the default.

The run view displays the dashboard results.

wAnsighT Intelligence Delivered

WiFPDO1: Workforce Roster Detall (without PIT and Diversity}

% WFPDD1: Workforce Roster Detail (without PIT and Diversity) ~
Time run: 7252026 5:40:08 AM
User: NFEOLS
Data As OF: 7/28/2015
The information contained within this report is updated daily.
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and AGENCY_CODE is equal to 90
and "Employee Profile™."SERARATION_ACCESSION_TYPE™ IN (0, 3)
and "Calendar Time"."DAY_START_DATE = VALUEOF{WFP_LAST_DAILY_LOADED inkt™."wip_ket_dadly_koaded_var™)

Total Employee Headoount

‘POI Pay Occ Supervisory

Employee Pasition Official
Plan Series Title

Grade/Step e

Type of Work Type of )
Appointment Schedule Employment| PUTY Station
Competiie Full Time | Full-Time WASHINGTON,DC

37 | EX (301 0:4/00 DOE, JOHN G

Figure 62: Dashboard Run View

Customizing a Dashboard with Styles and Formatting
To Customize a Dashboard with Styles and Formatting:
1. Select Catalog action link from the navigation bar.
2. Select Shared Folders in the Folders pane.

3. Select Common Report Library in the shared folders. The Common Report Library is
displayed.
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Figure 63: Common Report Library Within Catalog Action Link

4. Navigate to the desired dashboard within the Common Report Library.
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Figure 64: Dashboards Within the Common Report Library
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Icon Name |Definition Example Icon

Dashboard Presents a snapshot of data findings Dashboard o0
across multiple reports or analysis New Hires
within a common theme of purpose. Dashboard

Dashboard provides management

summaries, drill-down analysis, trend

analysis, variance analysis, etc.

5. Select More action link.

6. Select Copy from the drop-down menu.
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Figure 65: Copy Option Within the More Drop-Down Menu

7. Select Paste from the Tasks pane and navigate to My Folders and paste the dashboard into
the desired location.
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Figure 66: Paste Action Link in My Folder

8. Select Edit action link that corresponds to the newly pasted dashboard.
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> Preview: Workforce Profile Dashboard

Figure 67: Edit Action Link for Common Dashboard Within My Folders

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

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

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

e Dashboard Workspace: Outlines the dashboard components as they appear when the
dashboard is run.
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Figure 68: Ad Hoc Dashboard Editing Page

10. Use the ad hoc dashboard navigation bar to customize, preview, and run a dashboard.
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INSIBHT Intelligence Delivered
Workforce Profile Dashboard
Worlkforce Profile Workforce Employment Profile Worldorce Profile Detaded Report hBE | (hrediew Bro | HER @
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+| Advanced Help- Signowt O
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Figure 69: Dashboard Navigation Bar
Icon Name Definition Icon
Add Dashboard Page Adds a new page to the dashboard. Q
Delete Current Page Deletes the current dashboard page. E
Preview Previews a dashboard before it runs in a new page. Q
Run Runs the dashboard to view results. D
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Editing the Dashboard Layout

The Ad Hoc Dashboard Editing page contains options to design the layout of a dashboard

by dragging and dropping dashboard objects and items from the Catalog.

AnSIGHT

page 1

1] Column
E Section
L Blert Section
@ Action Link

B Uink or Image

B Text

L3 Folder

~! Catalog
& || My Foldars

Dashboard Exercise

Intelligence Delivered

~| Dashboard Obje.

._@ Action Link Menu

[ Embedded Content

= [_Z) Shared Folders

Dashboard Exercise: page 1 > Oasfboan Evercise: page 1

Search |All w +| Advanced Help= Signout ©

Home Catalog | Favorites ~ | Dashboards » | Mew -~ | B Opan~ | Signed In As train8S ~

GRE e pre BE @

Figure 70: Ad Hoc Dashboard Navigation Bar with Edit Icon

To Use the Ad Hoc Dashboard Editing page:

1.

Drag and drop the Column object from the Dashboard Objects pane into the Dashboard

workspace.
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My Dashboard Home | Catalog | Favorites » | Dashboards w | JE New » | BB Open » | Signed In As | train85
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Bl Secton

Alart Section

Action Link

Action Link Menu

Link or Image

Embedded Content
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Folder
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= My Folders
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Figure 71: Dashboard Object with Column Option

2. Navigate to the Column 1 pane. The Column Properties and Delete icons will appear.
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Figure 72: Dashboard Column Properties and Delete Icon

3. Select Column Properties to customize the appearance of the column in the dashboard.
The Column Properties are displayed.
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. INSIGHT Intelligenc

Dashboard Exercise
page 1

~| Dashboard Obje

Horizontal Alignment |Default (System) (V] Background Color | |¥]
Vertical Alignment Defauilt (System) [~
Wrap Text
- [C Position [Default (System) |  Border Style |Defaukt (Syscem) [ |

g o ‘ J:,_' Border Color | 1]

[ Custom CSS Style Options (HTML Only)

Figure 73: Column Properties popup

View the Column Properties, which allows users to customize the styles and formatting
of'a Column in the dashboard.

Drag Sections into the existing Columns to continue to build out the structure of the
dashboard.
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Figure 74: Dashboard Workspace With Sections

6. Drag and drop reports into the dashboard from Shared Folders or My Folders in the
Catalog page.
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Figure 75: Dashboard Workspace With Reports

Note: If users add a common report containing prompts to a dashboard, the prompts appear when the
dashboard runs. Users must first remove the prompts and save the report to My Folders before using
the report in a dashboard.

Editing Dashboard Print Properties

To Edit the Dashboard Print Properties:

1. Select Edit icon from the dashboard navigation bar in the ad hoc dashboard editing page.
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Figure 76: Ad Hoc Dashboard Edit Icon

2. Select Print Options. The Print Options popup appears.
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Figure 77: Dashboard Edit Icon Drop-Down Menu With Print Options

3. Use the Print Options popup to customize the page settings and choose whether to include
a Header or Footer when the dashboard prints.
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it Options Warkdor irafild an
Page Settings
Paper Size  User Default e
Orientation Portrait [ |
Print Rows | visible %]
[] Hide Margins
Header and Footer
[Jinclude Header  Edit
[ include Focter | Edit
Standard Print Layoults
[+ Printable HTML

[ Printable POF

Custom Print Layouts =

Mo custom layouts have been defined for this page.
Choose Crepte Lavouts to define custom print layouts.

oK | cancel |

Figure 78: Print Options Window for Dashboard
4. Select the respective checkbox.
5. Select Edit to customize the Header or Footer.

6. Use the Edit Header or Edit Footer popup to input text and customize the stylistic
formatting (e.g., font, color).

7. Select OK to close the Edit Header or Edit Footer popup. The user is returned to the Print
Options popup.
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B

Edit Header

[] Display in browser when applicable

x| o |

Figure 79: Edit Header popup

Select OK on the Print Options popup to accept all text and customize the stylistic

formatting.

Select Save icon from the dashboard navigation bar to save edits to the dashboard.

Arranging Dashboards Vertically or Horizontally

Dashboards may be arranged vertically or horizontally.

To Edit Dashboard Layouts:

Select Vertical Layout.
OR

Horizontal Layout icons to arrange the objects.
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Figure 80: Dashboard Object Icons

Icon Name Definition Icon

Vertical Layout Arranges items in a Section vertically DD

Horizontal Layout Arranges items in a Section horizontally.

=
=

2. Select from a menu of additional editing options from the Section Properties drop-down
menu. Valid values are:

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

Drill in Place: Specifies how the results display when a user drills down on a dashboard
report. If this option is selected, the original report will be replaced by the drilled-
down report.
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e Collapsible: Specifies whether a user can expand and collapse a Section.
® Show Section Header: Displays the Section Header in the dashboard.

e Show Section Title: Displays the Section Title in the dashboard.
3. Select the Edit icon corresponding to the Section.

4. Select Rename from the available options. The Rename option is displayed.

wAnSIGHT Intelligence Delivered Search [Al = ) Advenced Helpv SgnOu CF
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b L4 _temp
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[ Employes Count Report
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Report 1
Report 1 with Prompts
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[EHReport 3 no edits
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W iZ) Shared Folders

= {_J1. Common Report Library

= Z)2. Insight System Reports

[ {_3. Public {Share Your Reports 1)
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L= |_15. Password Reset

< >

Figure 81: Dashboard Object Edit Icon Drop-Down Menu with Rename
5. Enter the desired Section Title name in the text box within the Rename box.

6. Select the Format icon within the Rename box to customize the Section Headings.
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Figure 82: Rename box

7. Customize the Section Heading's font style, color, and other styles and formatting
options.

8. Select OK to close the Rename box. The customizations are saved.
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Figure 83: Section Heading Properties Window
9. Make any applicable changes.
10. Select the OK button to close the popup.

11. Select Show Section Title to display the customized section title when the dashboard runs.
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Figure 84: Edit Icon with Show Section Title Option

Adding Dashboard Prompts to a Dashboard

To Add Dashboards Prompts to a Dashboard:

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

Catalog.

2. Select Edit action link for the desired dashboard. The applicable dashboard is displayed.
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Figure 85: Dashboard With Edit Action Link

3. From the saved dashboard prompt, drag and drop the Section to the Column 1 pane.
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Figure 86: Dashboard Objects Pane

4. Drag and drop the dashboard prompt to the desired location in the dashboard.
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Figure 87: Dashboard Workspace With Prompt

5. Select Save icon to save changes before running the dashboard.

Creating an Ad Hoc Dashboard
There are two main reasons why users would create an ad hoc dashboard:

e I[fthe user has multiple reports that answer the same business question.

e If the user runs the same group of reports on a recurring basis, the user may want to
create multiple dashboard pages that contain similar reports to better organize
information.

To Create an Ad Hoc Dashboard:

1. Select New action link from the top navigation bar.
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Select My Dashboard. The Home Page with the Dashboard is displayed.
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Figure 88: Home Page with Dashboard

2. Use the New Dashboard popup to define a custom name for the dashboard and save it to
a defined location.
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Figure 89: New Dashboard Popup With Name and Location

3. Select the desired location from the Location drop down.
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OR

Select Browse Catalog for more options.

New Dashboard 28
Choose a name and location for the new dashboard

Name

Description

[Shared Folders/2, Insight System Reports/Dashboards
S < [Shared Folders/3. Public (Share Your Reports 1)/Dashboards
Content @ ichared Folders{4. Agency Folders/Dashboards

[Shared Folders/5, Password Reset/Dashboards

Browse Catalog...

Figure 90: New Dashboard Window with the Location Drop-Down Menu Option

Note: It's recommended to complete the description when creating a new dashboard.

4. Select the location.

Note: A warning message appears when creating a dashboard in My Folders: This dashboard will
not appear in the "Dashboards" menu.

5. Select OK.
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1_"3 Warning L)
This dashboard will not appear in the "Dashboards” menu.

OK

Figure 91: New Dashboard Warning Notification

Note: Users must navigate to the appropriate saved folder within the Catalog to access a previously saved
ad hoc dashboard instead of selecting on the Dashboard menu from the top navigation bar.
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Navigating in Insight

Catalog Page

The Catalog provides access to My Folders and Shared Folders containing a library of saved
reports and dashboards, including pre-built reports in the Common Report Library. From the
Catalog, users can open common reports, as well as edit and save them to My Folders for
customized use. All common reports and any saved ad hoc reports are all available through the
Catalog. The user can also access a number of additional edit, print, or export functions directly

from the Catalog.

My Folders: Access personal folders, reports, or files.

Shared Folders: Access folders, reports, or files available to multiple users.

Figure 92: Folders Pane
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Catalog View

The Catalog view may be manipulated by using the Type or Sort filters to change how and what

items are displayed.
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Figure 93: Type and Sort Options in the Catalog

To Use the Catalog View:

1. Select the Type drop down to filter the Catalog to a certain type of item (e.g., Analysis
(Report) or Dashboard). The Type drop down is displayed with a list of valid values.
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o INSIGHT
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Figure 94: Type Drop-Down Menu in the Catalog

Note: Reset the catalog to the default views of all items by selecting A11 from the Type menu.

2. Select the Sort drop down to sort the way data is displayed (e.g., ascending or

descending).
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Figure 95: Sort Drop-Down Menu on the Catalog Page

Catalog Action Links

Action links are located directly below the report or dashboard. The action links are a shortcut to

a number of tasks.

Dashboards have multiple components (e.g., reports and prompts). Because of this, when users
access dashboards from the Catalog, they will view a folder which can be expanded to see the

individual items.
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To run the full dashboard, select Dashboards folder in the Folder pane and select the Open action
link for the desired dashboard from the view pane.

Insight

wAnsiBHT Intelligence Delivered Search [l #| Advanced Help v Signout O
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v D Shared Folders Owner BI Administrator Role
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= C32. Insight System Reports
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Figure 96: Action Links
To Use the Catalog Action Links:
1. To run the full dashboard, select the Dashboards folder in the Folder pane.
2. Select the Open action link for the desired dashboard from the view pane.
Action Links under each Report or Dashboard

The following links are available under each report for dashboard:

Action Links under each Report Description
or Dashboard

Directs users to a new page that runs the

Open report.

Edit Directs users to the ad hoc report editing page
to edit the structure and/or appearance of the
report.
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Action Links under each Report
or Dashboard

Description

More

Provides a list of additional options including
Print, Export, Schedule and Add to Favorites,
etc.

Options within the More Action Link

The following options are available within the more action link:

Option Description

Print Provides a variety of options to print a report to
simplify sharing information.

e Printable PDF
e Printable HTML.

Export Provides a variety of options to export a report to
simplify sharing information.
e PDF
e Excel
e PowerPoint
e Web Archive
e Data
Schedule Defines the frequency, start, and end time of the
agent.
Copy Provides a copy of a selected object or folder to paste

in another directory.

Add to Favorites Provides a way to add the selected object to your
Favorites list. A favorite objects icon appears with a
gold star overlay.

Create Shortcut Provides a way to create a shortcut to the object or
folder.

Note: When users create a shortcut, Oracle BI

EE adds the shortcut to the current folder. Users
can then move this shortcut to another location
within the catalog.
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Option Description

Properties Used to view or modify the selected object's

properties.

Note: When this option is selected, the
Properties dialog displays.

Displays a menu of options to format a component of
a report or dashboard.

Creating an Ad Hoc Report
To Create an Ad Hoc Report:
1. Select the New action link from the top navigation bar.
2. Select Analysis. The Analysis and Interactive Reporting options are displayed.
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Intelligence Delivered [#] Advanced bHelp . SignOut ©
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Signed In As train85 -
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a@m
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sam

<

|
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Q\ Most Popular
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B ®p1 wiatchlist
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Create... » Recent 3 3[ ;
=9 Do d
2 Analysis and Interactive Reporting Dashboards ? Filter
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== Z .
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Figure 97: Analysis and Interactive Reporting Options
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3. Select the desired Subject Area for the ad hoc report. The Selected Subject Area listing is

displayed.
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Figure 98: Subject Area Drop-Down Menu

4. View the applicable ad hoc report editing page with "Untitled" in the top left tab.
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Figure 99: Ad Hoc Report Showing Untitled Tab
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Adding Data Elements

Users can create an ad hoc report with the data elements available based on the user role.
Creating a report is as simple as selecting the data elements and dragging them to the working
area for additional editing.

To Add Data Elements:
1. Double-click data elements to move the data element to the Selected Columns pane.

OR

Navigate to the Criteria tab to drag and drop data elements from the Subject Areas pane
to the Selected Columns pane.

sAnsigHT Intelligence Delivered Search [Al = 3] Advanced Help~ Sqnowt €
Untitled Home | Catalog | Favorites~ Dashboards~ | Mew~ | BB Open ~ | SignedinAs  traing5 - |
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EF" DEPARTMENT _NAME (W Add Filters Here.
t:‘ ORG_CODE

< >
v Catalog % b /7 B
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- My Folders
[ |_] Shared Folders

Figure 100: Drag and Drop Data Elements From the Subject Areas Pane

Note: For additional information about data elements, use the Insight Data Dictionary for definitions
and folder locations. For the current version of the Data Dictionary go to the Insight website located
on the NFC Home Page,

https://www.nfc.usda.gov/ClientServices/HR _Payroll/Initiatives/Insight/Resource Materials.php.
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Note: In order for reports to contain numerical values for totals, graphs, etc., users must include a
measure data element (e.g., Employee Count) as one of the data elements in the Selected Columns

pane.
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Figure

Manipulating

101: Data Elements Listed in the Selected Columns Pane

a Report

Once the report is run, the user may make simple modifications to change how the report is
structured. Modify data elements in reports by using the handlebar or by right-clicking on a
column heading.

There are two

methods for restricting data in the run view of a report:

selected value.

To Manipulate a Report in the Run View:

1.
report

structure.

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

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

To access the handlebar, hover over a data element column heading and manipulate the
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OR

Right-click on the data element column heading to view a menu of customization options.
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Figure 102: Hover on Column to Access the Handlebar

2. Drag and drop the highlighted handlebar left or right to change the order of the data

element columns. Once the cursor changes into a four-arrow cursor the user can drag and
drop the data element column.

Note: The highlighted bar will indicate the new position of the column in the report. Use this to guide
where to drag and drop the data element column.
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Figure 103: Gray Handlebar With Light Blue Bar Indicator
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Figure 104: Sections Blue Bar Indicator in Report

e Section - Results in several tables separated by the individual values of the data

element.
winsisnr
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Figure 105: Table Sections in Report

e Table Prompts - Creates a drop-down menu that restricts the data in the table based
on the selected value.
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Figure 106: Table Prompts in a Report

4. To return the data element from Section or Table Prompts back to the table, hover over
the data element name and drag the handlebar to the report table.
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Figure 107: Remove Section or Table Prompts
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OR

Right-click on a column header to view a menu of options allowing users to customize
report structure.
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COMPILE: Employee Incentives (JRs)

5 TIVE i bt 0117 2011 sl B01/01/ 2013 ~
10K s sl 10 AG

5 2qual o 90, 96, 98

“NOW, God".WO_CODE” I (815, BIE, T

Fotal Number of Empio
Total Numiber of 3R 1

'I'u[nl U'nlm- of Redocal

Average Value of Reloca

Total Number of Retention Incentives Awarded
Total Walue of Retention Incentives Awarded

4 Sort Colursn Average Value of Retention Incentives Awarded

*Note oniy retention aliowance actions with & dollar value of greater than $0 are included in metrics.
K Oy

Famowe

F Shwow Subbetsl

Incentive

B Geond T ovee Positio Legal 2nd Legal
i Show How level Grend Total » BULSERRRE sarlns Grade/Step f!l‘ﬁrm! ["vr; Authority | Authority :'mmm :::'unmerll g::ﬁtlm ;t;lo(atnm :;:::thl‘l Retention 1 tllmnu-
[ Title Code Code Dal

Cade)
Indhute ceburr, s
Fidde Cokumn

Move Column . : T Prompts

To Cobumrn

'Jnd
Employee oo jon  (InCENtive (Legad Recrultment Recrultment Refocation Relocation Retention Retention ™

Org Structure POl yame  |Serles GradeStep oo Dl‘lh_lal Title T‘""')‘"‘”' Parthority Amlmlt\f Banus Yo Bonus % Bonts
[

Costle

Figure 108: Column Header Drop-Down Menu

To customize the report structure in the run view, right-click on a column header to
access a menu of options.

e Sort Column—Sorts the data in ascending or descending order.

e Keep Only—Chooses to only show values that meet certain criteria.

e Remove—Chooses to remove values that meet certain criteria.

e Show Subtotal —Adds a subtotal for that data element within the table.

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

e Include Column—Inserts a column from the table.
e Exclude Column—Removes the column from the table.
® Hide Column—Temporarily hides the column from the table.

e Move Column—Changes the sequence of the columns or moves the data element into
the Table Prompts or Sections position.
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Exporting a Report

Insight provides a variety of options to export a report to simplify sharing information.

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

e Export feature requirements:

Java and ActiveX are required to display the File Download dialog box.
Popups must be allowed.

Maximum number of rows initially displayed by default is 500.

e File type restrictions:

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

Excel - 2003 version has a limit of 65,536 rows. 2007 and 2010 versions have a limit
of 1,048,576 rows. When exporting a dashboard, the report is saved in HTML where
Excel will automatically position the graphs.

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

Note: It is recommended if the report has over 50,000 rows, export to a CSV to decrease the size of the

file.

whnsiGHT Intelligence Delivered

LOMPOLE Employer Incentives (3Rs)

COMPO1E: Employes Incentives [2Rs)
Tima rur: 232015 1:01:16 P
User: NFEODD
DATE_PERS_&CTN_EFFECTIVE i@ batwiin 01/17/2011 s 01701/ 2013
amd DEPAFTMENT_COCE b5 el o AG
amd ASERCY_CODE s ecuedl 1o 90, 96, 08
amd "WOX Code”."NDA_CODE™ 1N (815, 16, 827)
Total Number of Employees who Received 3R Incentives Awarded
Total Number of 3R Incentives Awarded
Total Value of All 3R Incentives Awarded
erage Value of All 3R Incentives Awarded
vent Tncentives Awarded
i Incentives Awarded
Total Mumber of Re neentives Awarded
Total Value of Retention Incentives Awarded
Average Yalue of Retention Incentives Awarded
“Note orly netention allowance actions with a doflar value of greater than $0 are induded in metrics.
pay plan | [
L POF it Incentive
i 5 Position Legal 2nd Legal | : b = : = NOA
Doc = Type . = o Recruiiment Recruitment Relocat Rel tion Retenthon Rebenti =
Org Structu SR M e GradeiStep offical | (B |Authority [Authority poer MRt Cerment et o o e " Effec
e et Tithe: r\:k: Code Code e ) Akl i § B
[P . . Code)
T 1@ web drchive (mht) B e E
] Dam v
by

Figure 109: Export Action Link Drop-Down Menu
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Reformatting Excel Exports

To Reformat Excel Exports:
1. In Excel 2003, delete the footer in the exported report.
OR
In Excel 2007, select the CTRL + A on the keyboard.
2. Select the Merge & Center drop-down menu.

3. Select the Unmerge Cells.

“ Home Insert Fage Layout Formulas Data Revlew view Deloitte Tools Office Tab Acrobat STARWIZA
B M ocut — g | _— ) .
=) & Calibri 11 AN E=l=| B 5 Wrap Text General - i%l

53 Copy ~ _ o e 2
Faste v | e e A~ = = = | i= 3= |2 G -| - g g | =0 00 Conditio
- - Format Painter B I U i & oy == = leaeTE 3 Meges: _enter! $ i 000 rmattin
Clipboard ) Fonk : Alignme| B Merge & Center Mumber
B15 o : ﬁ_ | | E Merge Across
= | A Merge Cells
Bl Unmerge calls

Figure 110: Excel Merge and Center Options
4. Select the Edit icon in the selected Columns Pane.
5. Using compatibility mode in [E11:

e Open an Internet Explorer browser page.

e Press F12 on the keyboard.

e Press Ctrl + 8 on the keyboard simultaneously to navigate to the Emulation tab.
e Select 10 from the Document Mode drop-down menu.

e Select Internet Explorer 10 from the User Agent String drop-down menu.
e Wait a moment until your screen refreshes.

e Select F12 again to close the Developer pane.

Printing Reports
Insight provides a variety of options to print a report to simplify sharing information.
To Print Reports:

1. Select the Print action link.
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2. Choose from Printable PDF or Printable HTML.

wlinsigHT Intelligence Delivered Search (Al (#] Advancsd Helpe Sognout O

COMPO12; Employee Incentives (3Rs) Home | Catalog | Favorites ~ | Dashboards ~ | [ New~ | B Open~ | Signed In As |train85 -

COMPO12: Employee Incentives (3Rs)
Time run: 7/7/2015 1:01:16 PM
User: NFEODD
DATE_PERS_ACTN_EFFECTIVE is between 01/17/2011 and 01/01/2013
and DEPARTMENT_CODE is squal to AG
and AGENCY_CODE is equal to 90, 96, 98
and "NOA Code""NOA_CODE" IN (815, ‘816, '827)
Total Number of Employees who Received 3R Incentives Awarded
Total Number of 3R Incentives Awarded
Total Value of All 3R Incentives Awarded
Average Value of All 3R Incentives Awarded
Total Number of Recruitment Incentives Awarded
Total Value of Recruitment Incentives Awarded
Average Value of Recruitment Incentives Awarded
Total Number of Relocation Incentives Awarded
Total Value of Relocation Incentives Awarded
Average Value of Relocation Incentives Awarded
Total Number of Retention Incentives Awarded
Total Value of Retention Incentives Awarded $87,539.00
Average Value of Retention Incentives Awarded $29,179.67
*Note only retention allowance actions with a dollar value of greater than $0 are included in metrics.
Pay Plan
. Incentive
Position Legal 2nd Legal - - - - - - |NOA
Employee |Occ = Yl o = ' |Recruitment |Recruitment |Relocation | Relocation |Retention |Retention -
14 Name Series Grade/Step O_ff'lclal ‘Authority Authority Bonus % Bonus % Bonus Effective
Title Cod Code Code Date
[] Printable POF
Printzbla HTML
Edit - B Print ¢ Bxport - Copy.
L

Figure 111: Print Action Link Drop-Down Menu

Note: To open/print a PDF, users must have Adobe Reader installed.

Sorting Feature
The Criteria tab is used to manipulate reports and create complex sorts.
To Create a Complex Sort:
1. Select the Edit icon.
2. Select Sort in the selected Columns Pane.

3. Select the applicable type of sort from the Sort options on the menu.

Note: Repeat for additional data elements to be sorted.

The Clear All Sorts in All Columns is used to sort columns from a common report.

To Clear Sort Columns from a Common report:

Select Clear All Sorts in All Columns from the menu of options from the Sort option in the menu
before applying a sort.
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POL Pay Plan Personnel Action Personnel History Employel
B rori H Paypian i B cradesstep i H ssnora 55 B Employee vame I H
9 Sort R? L Sort Ascending
@ Ed'rtformu Sort Descending
E_ya Colurmn Properties Add Ascending Sort
P Fiter Add Descending Sort
ne, or by cicking onthe fi % Delete Cear Sort Iq
Clear All Sorts in Al Columns

Figure 112: Sort Menu of Options
To Create a Basic Sort:
1. Manipulate the report in the run view.
2. Hover over the targeted column header.
3. Select the Up (Sort Ascending) or Down (Sort Descending) arrow.

4. Select the Export button at the bottom of the report to export to Excel.

Position Official Title "" S

ITSPEC [SYSANALYSIS) 790-REALIGMMENT

Figure 113: Sort Arrows in the Run View

Changing the View Displayed in the Catalog

There are several options within Insight to manipulate the Catalog view to change how items are
displayed in the Catalog.

Location - To determine where you are within the directory structure. The Location
displays the directory path of a selected object.

Type or Sort - To change the view within the Reports pane, use the Type or Sort drop-
down menus. This will change how the items are displayed in the Reports pane.

To Change the View Displayed in the Catalog:

1. Use the Type drop down to filter the Reports pane to a specific type of object (e.g.,
Analysis (Report) or Dashboard).

Note: Set the Type back to A11 in order to reset the Catalog to the default view of all items.

2. Select the Sort drop-down menu.
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oinsigHT Intelligence Delivered search (Al ~ | adwanced Help~ Signow O
Catalog Catalog | Favortes » | Dashboards v | [ New ~ | BB Open~ | Signed InAs | train85 ~
vmma ER-|leh s O - 3¢ [§ [T | Locstion /Shared Folders/1. Common Report Library @
v Folders R | rype A
£ )My Folders
= a Administrative Billings 02
7 [ Shared Folders O g Type A-Z 15 2:02:23 PM | R
v B3| Report v Expand | M Type Z-A :
t {3 Subject Area Contents Ao L Last Modified Ascending
& (@8 Dashboards = Benefits | Last Modified 3| L251 MTMed Descending
L= [ Administrative Billings and Collections u Expand | More = gw::: Zi
£ [ Benefits b
¥ (23 Compensation —  Compensation | Last Modified 3/15/2015 2:02:23 PM | Owner weblogic
& L3 Awards D‘H Expand | More+
W |3 Incentives
& [ Employes Incentives (3Rs) f dﬂ Dashboards | Last Modified 6/24/2015 B:58:00 AM | Owner weblogic
Lo I__Jl._ea'ue 3 Expand | More«
&+ [ Pay Other
o I;]Premlwm Pay = Labor Relations | Last Modified 3/19/2015 2:02:23 PM | Owmer weblogic
F [azolsey [} Expand | More~
= ] Labor Relations
b (] Personnel Transactions = Personnel Transactions | Last Modified 3/19/2015 2:02:23 PM | Owner weblogic
L= [ pMs0 /J‘
= . Expand | More -
B [ Regulatory Compliance
= giﬁ:‘am « = PMSO | Last Modified 3/19/2015 2:02:23 PM | Oumer weblogic
b= { Acruisition 4
> () Workforce Profile Expard | More -
b -32 Insight System Reports Regulatory Compliance | Last Modfied 6/27/2015 4:51:09 PM |
= ] 3. Public (Share Your Reports 1) G Owiner BI Administrator Role
t> (4. Agency Folders Expand | More
= ] 5. Password Reset
[‘E Separations | Last Modified 3/19/2015 2:02:24 PM | Qwner weblogic
Expand | More~
o [ - Staff Acquisition | Last Modified 3/19/2015 2:02:24 PM | Owner weblogic
Expand | More -
(5] 1. common Report L
|3 Expand fizm Raname [‘a Subject Area Contents | Last Modified 3/19/2015 2:02:22 PM | Owner weblogic
Brss P Create Shorteut Expand | More«
;’g Delet f"ﬂmrﬁﬁ B Workforce Profile | Last Modified 3/18/2015 2:02:24 PM | Owner weblogic
& oo are Expand | More~
Data Refresh Report | Last Modified 3/19/2015 2:02:24 PM | Owner weblogic L
D, | St |, M,

Figure 114: Sort Drop-Down Menu in the Catalog

3. Select the Show More Detail check-box to display details for each report in the Reports
pane.
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winsigHT Intelligence Delivered

B-B oM | o/

= ] Subject Area Contents

= (13 My Dashboard

b= [ _temp

&> [ Dashboards

= [ Drafts

2> ({3 woridorce Profile Dashboard
= ] Shared Folders

~| Tasks

(2] My Folders

[ Expand il ¢

B rss &P Create Shortout
3 Delet= 8 Properties
Copy A f

~| Folders B | e Al

L

Search |all e | Advanced Help« Sign Out o

Catalog Favorites » | Dashboards « ﬂ New + BS Open v | Signed In As train85 ~

glich R [@ @) Location /My Folders 1@

[V ] sort Name A-Z [%] & show More Details i
A

_temp | Last Modified 5/28/2015 11:25:23 AM | Owner NFED13

Expand | More

Dashboards | Last Modified 8/20/2015 5:07:02 PM | Owner NFE013

Expand | Mare -

Drafts | Last Modified 12/13/2014 10:39:33 AM | Owner NFEOL3

Expand | More»

My Dashboard | Last Modified 12/15/2014 1:07:43 PM | Owner NFEO13

Expand | Open | Edit | More -

Subject Area Contents | Last Modified 12/15/2014 1:07:43 PM | Owner System Account
Expand | More~

Workforce Profile Dashboard | Last Modified 7/31/2015 12:36:31 PM | Owner NFEO13

Workforce profile statistics, distribution, and trends of amployess in the organization current
Expand | Open | Edit | More~

Calendar Filters | Last Maodified 7/21/2015 1:17:37 PM | Owner NFEOL3
Open | Edit | More =

COMPO15: Cash Awards by Employee | Last Modified 7/30/2015 3:20:48 PM |
Owner trainB5

Open | Edit | More

Figure 115: how More Details Check-Box on the Reports Pane

Adding a Report to Favorites

When navigating through folders in the Folders pane, select the folder name to see the list of

contents.

To Add a Report to Favorites:

1. Select the More action link from the Catalog.

2. Select Add to Favorites.
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wlnsignt Intelligence Delivered Search [al #] Advenced Help v Signout O
Catalog Catalog | Favorites ~ | Dashboards ~ 1 + BEOpen~ | Signedinas b
- @ & AT % [ | Location |/Shared Folders/1. Common Report Library/Compensation/Incentives/Employee Ir| v | | (2]
| Folders B | 1y Al sort Name A-Z [] show More Details
2 g cpoaze COMPO12: Employee Incentives (3Rs) | Last Modified 3/19/2015 2:02:23 PM |
7 |5 Shared Folders Qwiner BI Administrator Role
7 (31, Common Report Library Historical record of employee recruitment, relocation, and retention bonus incentives (3Rs) with
& [ Subject Area Contents personnel action effective dates during a user-specified range of time. Filters on NOA codes 815,
L> [@# Dashboards 816, 827
&= (1) Administrative Billings and Collections Open | Edit | More »
&+ [ Benefits B, print N
v B&mpansat\nn %
&> [ Awards LX) Export 4
7[5 Incentives @ schedul
= [[] Employee Incentives (3Rs) %
= [ Leave
I () Pay Other Copy
[ [ Premium Pay =
[ [ salary ~
L= [ Labor Relations ‘:‘a Add to Favorites
L= [ Personnel Transactions
= [1PMs0 Ll & Create Shartcut
L= [ Regulatory Compliance ] X
= D Separations 7| 5 Properties
L= [ staff Acquisition Y
L= [ warkforee Profile
L= [(02. Insight System Reports
£= [()3. Public (Share Your Reparts 1)
- (4. Agency Folders
[= (5. Password Reset
| Tasks
Q Employee Incentives (3Rs)
& Expand E &
) rs: &P Create Shortcut
R @ Properties
Copy 4 nissions
| Preview
L |

Figure 116: More Drop-Down Menu with Add to Favorites Option
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A star will appear on the report icon indicating it is part of the Favorites menu.

Search |All

ﬂ Advanced Help»  Sign out ©

% (23 Shared Folders
7 [23 1. Common Report Library
L= [0 subject Area Contents
[> (2% Dashboards
L= [ Administrative Billings and Collections
t> 1 Benefits
7 (23 compensation
1> [0 Awards
V [£3 Incentives
= [T Employee Incentives (3Rs)
= [JLeave
[= [Z)Pay Other
[= [2) Premium Pay
= [ Salary
= [ Labor Relations
L= [ Personnel Transactions
L= CPMsO
[= [ Regulatory Compliance
L= [] Separations
L= [ Staff Acquisition
[ [ Workforce Profile
L= [ 2. Insight System Reports
L= (3. Public (Share Your Reports 1)
L= [[J4. Agency Folders
I> [(]5. Password Reset

~| Tasks

[E] Employee Incentives (3Rs)

(&3 Expand f= R -
Rrss ﬁ Create Shortcut
X Delete (=8 Properties

(3] Cony A Permissions

«INSIGHT Intelligence Delivered
Catalog
h EE @ “ v b 7 5
~| Folders E[@
L= D My Folders

Signed In As | trainB5

B Open ~

Catalog Dashboards ~ | [ New ~

Location | fShared Folders/1. Commaon Report Library/Compensation/Incentives/Employes Ir | @

Sort Name A-Z [ Show More Details
COMP012: Employee Incentives (3Rs) | Last Modified 3/19/2015 2:02:23 PM |
Owiner BI Administrator Role

Historical record of employes recruitment, relocation, and retention bonus incentives (3Rs) with
personnel action effective dates during a user-spedfied range of time. Filters on NOA codes 815,
816, 827

Open | Edit | More -

Favorites «

XED

Type |All

-

| Preview

Figure 117: Favorite Indicator

| e

on Report

3. Select the Favorites action link to view the list of favorite reports on the navigation bar.
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olnsiGHT Intelligence Delivered Search (Al | Advanced Helpv  Sign Out ©

Favorites = || Dashboards v | [ New~ | & Open v | Signed In As |train85 v

Catzlog Home | Catalog

v@@“, b 2B 3¢ (g [[y | Location /g
~| Folders E[@ Type | Al [E2] coMP012: Employes Incentives (3Rs) ] show More Detzils
& My Folders COMP012: Employee Incentives (3Rs) | Last Modified 3/19/2015 2:02:23 PM |
7 (3 Shared Folders Owner BI Administrator Role
7 (2 1. comman Report Library Historical record of employes recruitment, relocation, and retention bonus incentives (3Rs) with
&= [ Subject Area Contents personnel action effective dates during a user-specified range of time. Filters on NOA codes 815,
[ (2% Dashboards 816, 827
t= [0 Administrative Billings and Collections Open | Edit | More~
&> [ Benefits
v 3 ‘Compensation
L 3 Awards
7 (23 Incentives
[= [7) Employee Incentives (3Rs)
L= [ Leave

L= [ Pay Other
L= [3) Premium Pay
= [ salary
[= [[7) Labor Relations
[> [[7) Personnel Transactions
= CPMSO il
[= [[1) Regulatory Compliance
[ [ Separations W
[ [ Staff Acquisition
[ [[7) Workforce Profile
L= [ 2. Insight System Reports
L= (3. Public (Share Your Reports 1)
L= (4. Agency Folders
I> [ 5. Password Reset

-

~| Tasks
_ Employee Incentives (3Rs)
=3 Expand = Rename
B rss @ Create Shortcut
Delste (5@ Properties
Cnpy Ay Permissions
2| Preview
. ]

Figure 118: Favorites Action Link With a List of Users Favorites
4. Select the More action link.

5. Select Remove From Favorites to remove the report from Favorites.
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Search [All

Dashboards »

Catalog | Favorites - E new ~ | BS Open ~

Location |/Shared Folders/1. Common Report Library/Compensation/Incentives/Employee Ir[_w |

[] show More Details

sort Name A-Z

COMP012: Employee Incentives (3Rs) | Last Modified 3/19/2015 2:02:23 PM |
Qwner BI Administrator Role

Historical record of employes recruitment, relocation, and retention bonus incentives (3Rs) with
personnel action effective dates during a user-spedified range of time. Filters on NOA codes 815,

816, 827
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@ Remove from Faworites J

@ Create Shortcut
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Figure 119: More Action Link Drop-Down Menu (Select Removed from Favorites)
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Advanced Tab

The Advanced tab allows users to apply XML and SQL codes to reports. Insight users can also
share XML and SQL codes with other users to recreate reports. To update a report based on the
new XML code, select Apply XML in the Advanced tab.

WFP001: Workforce Roster Detail {(without PII and Diversity) ) | Home @ Catalog = Favorites «
Criteria Results Prompts Advanced

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

WFPD01: Workforce Roster Detail (without PIT and Diversity)
Click this link to return a page at a time with links to refresh, modify, and view a printable version of the results. Suitable for use as a Bookmark or Favorite and wit]

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

xmlns:=aw="com.siebel.analytics.web/report/v1.1l" xmlns:xsi="http://w
teria xsi:cype="saw:simpleCriteria”™ subjecthrea="gquot;Workforce Proi A
<saw:columns>
<saw:column xsi:type="zaw:regularColumn” colurnID="chba778f6£844010a90">
w:columnFormula>
<sawx:expr xsi:type="sawx:sglExpression">"Calendar Time"."DAY STA
<saw:tableHeading>
<saw:icaption fmt="text">
<saw:texc>Calendar Time</saw:textc></saw:caption></saw:tableHea
<saw: columnHeading>

<saw:caption fmt="text"> W
<gzaw:text>Data As Of Dated/saw:textd></saw:caption></saw:column
< >
[ Bypass Oracle BI Presentation Services Cache
Partial Update :Default hd
Apply XML

Figure 120: Apply XML in Advanced Tab

Creating an Analysis

The example below describes the steps used to protect an individual's SSN by masking the first 5
digits. To do this, the user must use three functions:

Cast, Right, and Concatenate

e User must use the cast function to split the SSN into 9 individual characters.
e User must use the right function to reveal only the last four digits of the SSN.

e Use the concatenate function to combine a create text (XXX-XX) with the last four digits
of the SSN. The following steps outline this process:

e Create an Analysis

e Use Cast Function

e Use String Function

e Use Concatenate Function

e Add a Calendar Filter
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To Create an Analysis:

Select New action link from the top navigation bar.
Select Analysis from the menu of options.

Select the desired Subject Area for the ad hoc report.

Navigate to the Criteria tab and drag and drop data elements from the Subject Areas pane

to the Selected Columns pane.

Intelligence Deli... search [al

ﬂ Advanced Help »  Sign out O

L.:Insmnr

Criteria Results

~| Subject Areas

7 ({j)) Workforce Profile
[= [} —Dimensions----
[> (3 Accounting Station
[> 3 Agency SSNO Chang
L= 3 Allowances

TRAINING_Calculating in Insight
Prompts

ENE:\Nv

Dashboards +

BS Open ~ | Signed In As traing5 -

Home | Catalog | Favorites

Advanced BE @
2 @ [ERALE
PN (E Selected Columns ® %

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

[= [2) Annual Leave Restored
L= 3 Annual Leave Transfer
L= 3 Annual Leave Transfer Othe

Organization Employes Profile
B AGENCY_CODE = H 55N0 = 0 F No PIT 55N0 =

= [ Annual Sick Leave

= [3 Appointment Type
[= [ AWOP Leave

= [ Bond Coowner

= [JBond Data

= [ Bond Owner

L= [ Calendar Time

= [ Cash Award

[+ [ Cartificate

= [ Charitable Contributi
L= [ City And County Tax

<

~| Catalog *,

List Al

[= [ Compensatory Leave

sb 7 B

P g »

~| Filters

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

-

Add Filters Here.
on

V
>

= (3 My Folders
[ [ Shared Folders

| o ee— |

Figure 121: Selected

Columns
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Results Tab

The Results tab displays the report results.

To Use the Results Tab:

1. Select Results tab of the applicable ad hoc report editing page. The Results tab is

displayed.

oInsigHT

Intelligence Delivered

otz . Results
~| Subjact Arezs
3 [ Personnel Vistory

COMPOL5: Cash Awards by Employee

s

@ G 4-BGah 39 @6 @A

Farerites =

Advanced

SR e ]
A | Compound Layout

b (3 —Dimensirs—
b [ Aecassin
L= (2 Agency Dk Souee OV B RA
&> 21 Appaintment Type COMPOLS; Cash Awards by Employes
L= [ Aswardes Time rune 7272015 208113 PN
= [ECalendar Time
- ods B R
= 30w User: lrsciEs
= B3 -
= &R
i Fiscal T2 RO Cadde”™, RO CODE™ IN 1540, BA1', 'B47, 941", 347, 500, 040, 'B0W, 0%, 'BES", ‘5957, "BAT)
o [Ny b i and DEFARTMENT_COUE is sgual & | &8 AG
jj{ﬂ;’e and AGENCY_CO0E & sol to ) i in 90
b [ ol Bevet 2wl “Calenclar Tiwa”, YEAR_ID" > 1950
b EINOA Code
b+ 2] Ccnpational Series B
Organization
1= CZPATD
&= |2 Fay Fan [V Total Mumber of Employees who Received Cash Awards 2,784
X i PexTiinece Bl 4 Total Number of Cash Awards 24953
( ) Total Value of Cash Awarded $19,477,283.73
i Catakg ) Average Award Amount $780.56
L ad T~ P ]
& [ My Folders ® Bl cach svartds are gross amounts
& [ Shared Folders ™
Bsn
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Figure 122: Report Results Tab

Title View

To Use Title View:

1. Select Title from the New View icon located in the Views pane. The Title View page is

displayed.
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Figure 123: Views Pane With Add View Icon

Icon Name |Definition

Icon

Displays a menu of additional components (e.g., graph, title, filters) to
include in a report.

New View

Note: When a new view is added to a report, it will automatically list at the bottom of the report.

Users can drag and drop report components to any location in the report.

Select Edit View icon on the corresponding Title component of the report.
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Figure 124: Edit View Icon
Icon Name Definition Icon
Edit View Customizes the structure and/or style of a report component 7
(e.g., title, graph, and table). /

View the Title Editing page to change the title of the report, add a logo, sub-title, start
time, etc.

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

Select the Format Title icon to customize the styles and formatting of any component of
the Title (e.g., font or color).
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Figure 125: Title Editing Page With the Title Icon

Icon Name Definition Icon

&

Format Title View Allow users to customize the style of text.

Note: The Display Saved Name checkbox will default as selected. Uncheck the box to avoid
duplicate titles once the report is saved.

5. View the Format Title popup to customize the style and formatting of the title including
font, color, size, etc.
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Figure 126: Format Title Popup
6. Select OK to close the popup.

7. Select Import Formatting icon from the Title View navigation bar to apply formatting from
an existing report.

winsignT Intelligence Delivered Search | All v (%] Advanced Help- Sgnouwt O

Home | Catalog | Favoritesw | Dashboardsw | [ Neww | BSOpeny  SignedInAs trainB5 ~
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;SEEr'ﬁd Time (Do not display e %
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Figure 127: Import Formatting Icon

Icon Name Definition Icon
Import Formatting | Applies the formatting from an existing report to a new ad hoc
report. %
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8. Select your preferred option from the Started Time drop-down menu to include the report
run date and/or time.

winsigHT Intelligence Delivered Search AN [¥] #| advanced Help~ Sgnour O

COMPO15: Cash Awards by Employee Home Catalog | Favorites » | Dashboards» | [ New» BB Open~ | SignedInAs trainB5 ~

Criteria Results Prompts Advanced HE& | @
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| . w————
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Logo &
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Subtitle ‘%

Started Time

Help URL

a dab:-mdt
Dﬁp Bl - t providing help on this analysis. Mofe: When running in a secured environment, only resources that are located on the Oracle 57

beusaa’ These resources are referenced using  relative path prefived with “fmap: .

Figure 128: Started Time Drop-Down Menu

9. Select Done at the top of the Title Editing page.
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Figure 129: Final Report for Title View

Import Formatting

To Format Imports:

Select the Resuits tab. The Results tab is displayed.

2. Select Import Formatting icon from the Results tab of the ad hoc report editing page.
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Figure 130: Import Formatting From Another Analysis Icon

Note: This option applies formatting to all the components of a report. The text from the report
will also be imported (e.g., if the static text from an existing report reads "PII", then when the
formatting is imported the new static text will also read "PII").

3. Use the Select Analysis page to navigate to the Folders pane.
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Figure 131: Select Analysis Window With Folders Pane
4. Select the report with the desired format.
5. Select OK to close the popup.

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

wlnSigHT Intelligence Delivered search, [l =] 4] Adancat Hep. Sonow O

Catodog | Fowotes = Dashboerds » | I Weww | BB Openw  Signedinds traindS =

B @
i M
LR A
L= i Anresad Laawes Restored
[ Tr—p——— bR
b= Cannal Lasse Transfer Othe
b= E3Anrusl Sick Leave .
< > € | EMPLOYMENT_TYPE_COOE_DESCR | MAME_EMPLOYEE_LAST |MAME_EMPLOYEE_FIRST NAME_EMPLOYEE_ MIDIDUE [ALTESNATE_WORK_SCHEDULE_DESCR E“;"’:T* CIEPARTMENT_CODE| AGENCY_CO0E
= Catalog % ks /B | RaTme |caan |sormaer " Four 100 Hour Dys Per Week | 18 |2
Lt () ~] FullTime |emaey |LanEy | [Four 10 Hour Diavs P Wik )
% F Full- Time: BOE JELL 4 BALLY Four 10 Hour Disys Per Wesk 0
—.}:‘;I” i Full-Tene | FounTan |reTe Four 10 Hour Clays Par Wesk w
ity i - Time: | sanE |Maman |Four 10 Hour Diays Per Wesk B
Fk Time | ssnsen (T3 u Four 10 Hour Diays Per Wesk IED (W]
- Views &> j - y 18 x ‘k Full-Trme. REDFORD ROBERAT Four 10 Hour Diays Per Week: | i 20
(] vt ~nl £ >
= Tabde % | Selection Steps

Figure 132: Ad Hoc Report With Imported Formatting
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Editing in Insight

Formatting and Customizing Reports

Formatting and customizing a report:
e Maintains consistency across reports
e Highlights data and show synopsis of data
e Make reports visually engaging and organized

e Enhance clarity of reports

Editing and Formatting a Common Report
Users can manipulate common reports by selecting the Edit action link.

To Edit and Format a Common Report:

1. Select the Edit action link to open the ad hoc report editing page.

Catalog Home @ Catalog = Favorites ~ | Dashboarg
3- E“ B~ | e 7 % @ T Location fShared Folders/1. Comman Report Library/Workforce Profile/Workforce Roster Detail (withd
~| Folders B e an '~ |sert Name A-Z '~ | [] show More Details
& My Folders . WFPOOL: Workforce Roster Detail (without PII and Diversity) | Last Modified 10/29/2019 2:54:03 PM |
7 |55 Shared Folders E 'n'[ Current employee roster listing without 55N
7 2 1. Common Report Library Open e

b+ ] Subject Area Contents

Figure 133: Edit Action Link

Note: To customize the styles, formatting, and structure of the report, users will focus primarily on
the Criteria and Results tabs. These tabs contain the more basic and commonly used ad hoc features
of Insight.

The following four tabs are displayed:

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

® Results tab: Allows users to view the result of the selected data elements and
formatting in the Criteria tab and add component(s) to the report such as text, tables,
and graphs.

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

e Advanced tab: Provides users with access to view SQL and XML code generated for
an analysis or paste in XML and SQL code from another analysis.
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Figure 134: Four Tabs: Criteria, Results, Prompts, and Advanced

Select the Criteria tab. The following panes are displayed:

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

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

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

e Filters: Provides a workspace where new filters will be listed vertically as they are
created.
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Figure 135: Criteria Tab With a View of the Panes
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3. Navigate to the folders within the Subject Areas pane to view a list of data elements
available for report development.
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Add filters to the analysis criteria by dicking on Filber option for the specific column in the Selected Columns pane, or by
clicking on the filter button in the Filter pane header. Add a saved filter by dicking on add button after selecting its A
name in the catalog pane.
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Figure 136: Report Subject Areas Pane

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

the Selected Columns pane.

4. Apply customizations by selecting the Edit icon from the desired data element once a data
element is in the Selected Columns pane.
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Figure 137: Column Properties Option

The following Edit options are available:

Sort: Allows users to organize the values of the data in a specific order
(e.g., ascending, descending).

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

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

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

Delete: Removes the data element from the Selected Columns pane.

Rearranging Data with Formulas

To Rearrange Data with Formulas:

1. Navigate to the Selected Columns pane in the Criteria tab of the ad hoc report editing
page.

2. Select Edit for the desired data element and in the drop-down menu.

3. Select Edit Formula.
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Figure 138: Data Element Edit Format Option

4. View the Edit Column Formula popup to customize the Column Heading and apply
formulas to the column values.

5. Select Custom Headings checkbox to edit the Folder Heading and Column Heading.

Note: Leave the Aggregation Rule Set at default.
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Figure 139: Custom Headings

6. Select Column to choose from a menu of data elements in the pane to use in the formula.
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Note: Mathematical operations available appear below the Column Formula workspace. Make sure
the Column Formula is highlighted before selecting the Column menu.

Insienr

Report 1 with Prompts

Criteria
- Subject Araz
o " Colume Formula  Bins
Folder Hasding  Employee Profile

Column Heading ALTERNATE_WORK_SCHEDU
) Custom Headings
i [ contains HTML Marup
Aggregation Rule {Totals Row)  Default (None) =1
Available Column Formula

b [0 Annual Leave Transfer Othe

[ [ Annual Sick Leave

A - E= [ Appointment Type

Catalog L= [0 AWOP Leave

[ [ Band Coowner

£+ [)Band Dats v

L= 77 Bard Orner
> fos) || Filer || Cobumn ~ | Verisble v |+
- MAME_EMPLOYEE_LAST
NAME_EMPLOYEE_FIRST
NAME_EMPLOYEE_MIDCLE

Emplayes Count

St i LTITE —r -

EMPLOYMENT_TYPE_CODE_DESCR

L
Figure 140: Column Option in the Column Formula

7. Navigate to the Insert Function icon.
8. Select the desired function.

9. Select OK. The Insert Function popup appears.

nsinr

¢ {f warkdores Prafie
[ o
= 3 Stmwon

C
= i ﬂmm Click Funcion in see the
B [l Catn | available functions
£ (13 Bond Crarer b
o HiEERnE 3 _I_n._ ke v | Veabe v | 4 |- |

{111

Figure 141: Insert Function Popup
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The Desired Function List at the beginning of the formula is displayed in the Column
Formula workspace.

Edit Colwmn Formuls

1]
Columa Formeula Bns

sty Emplopes Profile
Cokarn Heading  ALTERNATE_WDRK_SCHEDU
&1 Custom Hesdings
[ contains HTML Mariug
Bgrragation Ruls (Totals Row)  Defodt (Mone) =]
Codumn Formata

COMUNT] Employmant Trpe™ EMPLOYMENT TYPE CODE GESCRT)

Figure 142: Column Formula Workspace With Desired Function Added

Editing Column Properties

The Column Properties allows columns to be edited/formatted by each user.
To Edit Column Properties:

1. Select the Edit icon from one of the desired data elements.

2. Select Column Properties from the drop-down menu of the data element in the Selected
Columns pane.
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axid bufinn after selecting fis name in the catalog pane.

' DATE_PERS_ACTN_ESFECTIVE is prompted
ANLTF POI_CODE s prompted
AL FaY_PLAN_CODE is prompted
AND' [ GRADE is prompted
ANDTF apparvment_Typa_Desor is prompted
BND' work_Schedule_Descr is prompted

* BHID 0o Series_Code_And_Descr is prompted

AN NOA_Code_tnd_Descr is prompted
ANDTF "NOW Code”. WOA_CODE" IN (B40, ‘841", "84T, BAY , 944, B00°, ‘940, W78, 'E79, 'BES', 'B8E", 'BAT)
AT DEPARTMENT_CODE Is equal to / isin AG
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ANDF 0RG_CODE_LEVEL_? Is prompted

ANDF DRG_CDDE_LEVEL I is prompted

ANDF DRG_CODE_LEVEL_4 is prompted

ANL'F DRE_CODE_LEVEL_S s prompted

AND'F 0RG_CODE_LEVEL § is prompied

BNDTF 0RG_CO0DE_LEVEL_Y is prompted

BND' DRG_CODE_LEVEL 8 is prompted

BN Empioyment_Type,_Descr is prompted

NI “Caiendar Time". YEAR_ID" > 1990

Figure 143: Column Properties Option

The following are the available options under Column Properties:

Term Definition Icon

Edit Icon Allows user to edit the appearance of data elements :.:‘
and reports.

Sort Organizes the values of the data elementin a

specific order.

Edit Formula

Manipulates the appearance of the values of data
elements using formulas and functions.

Column Customizes the aesthetics of reports such as

Properties changing the font color of data elements.

Filter Restricts data elements that are present in the
report.

Delete Removes a data element from the report.

Save Column As

@X < e

Allows user to save that column to My Folders to use
in another analysis.

Figure 144: Column Properties Valid Values

View the Column Properties page with five tabs containing options to format the

properties of the data element as it appears within the report. The Column Properties

popup appears.

The following are available on the five tabs:

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

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

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

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

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

Column Properties @e
Style Column Format: Data Format Conditional Format: Interaction
A
Font
Family |Tahoma _;!—| Size |12
color ] styie [Reguiar %] Effecs None ]
Cell
Horizontal Alignment  Default {Le&}l—l Background Color 2 |
Vertical Alignment | Default (Top) T | Image
& Wrap Text
Border

Position | Default (System)[ forder Style | Default (System)[ %
| Border Colar bl
|

+| Additional Formatting Options

3| Custom €55 Style Options (HTML Only)

oK | Cancel |

Figure 145: Column Properties Tabs
Make the applicable edits.
Select the OK button.

The edits are saved.
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Using Conditional Formatting

To Use Conditional Formatting:

1. Select the Criteria tab. The Criteria tab is displayed.

2. Navigate to the Selected Columns pane within the Criteria tab of the ad hoc report editing

page.

3. Select Edit icon for the desired data element and select Column Properties from the drop-

down menu.

4. Navigate to the Conditional Format tab.

Column Properties

Style Column Format

Add Condition »

Data Format Conditional Format nterachon

Figure 146: Conditional Format Tab Within the Column Properties Window

@8

oK Cancal |

5. Select Add Condition to apply conditional formatting to the targeted data element. The

Add Condition options are displayed
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TnsigaT Inteliigence Delivered o Lh + 2
Imeraction
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WAME_EMPLOVEE_MIDDLE e e e Tt e S o et
EMPLOYHENT_TYPE_CO0E_DESCR - ' ]
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F i By
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v
< >
Catak
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Figure 147: Add Condition in the Conditional Format Tab

View the New Condition page to customize the conditions and values to highlight.

InsieHT Intelligence De
COMPO15: Cash Awards by Employee
kel e il Column Propertics N
B ?:t:w- t ,:-..,=,|..I 5] l_"rf, ol P
Parsornal Histor ~ q‘b(_"I:df' Headings N .
i o s :.t Ba (@
: ToTEE Cobor | [ style [Boid [¥]  ffects [Defauk (System)[w ]
Cell
2 ® Horizontal Alignment | Default (System) [ | Background Cokor [
Wartical Abgnment  Default (System)[ & |
b Wrap Text
4
Border
- WV Position |Defeult (System)[% |  Border Style | Defauit (System)[% ]
< > =1
Catalog /] & m

3] Custom €S5S Style Options (HTML Only)

¥EL_ I prunnipen
__5 is prompted

o

OR
ORG_ 2 _6 is prompted
b b

Figure 148: Edit Format popup

Select OK to close the Edit Format popup. The New Condition popup appears.
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IngiEaT i —
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Coburres EMPLONMENT_TYPE_000E_DESCR

Operator s egual o | iin ]
value i

] Pt B v Prac-gmentc

[ Pirst 20 o A

BReTios i

[ intmermitmnt |

[ et ehen Sabssinig For & Fll Tme Emcioyee oy R e ey T O eV
< >

Feerch... |Limited Vales

W

o | ool |

Figure 149: New Condition Window

8. View to select the styles and formatting of how the condition will be shown in the report.

InsigHT Intelligence

COMPO15: Cash Awards by Employe

Criteria
Column Propertics 1L
< Subject Areas

Column Format

Headmmgs

@m
Total Mumb
- =T [3 coor | [ style [Bod o]  efiects |Defauk (System)[ov |
Cell
Suppress (8 Repe Horizontal Alignment | Default (System) %] Background Color .l:i
artical Albgnment  Default (System) % |
W Wrap Text
b Border
W, Position |Default (System)[[w ]  Border Style | Defauit (System)[w]
oz Border Color Y]
< > |
Catalog i @ Opticas

(3 Custom CS5 Style Options (HTML Only)

WEL W IS prunipen
__5 is prompted
EL_6 is prompted

= e SO T oK Icamel i
iy

Figure 150: Edit Format popup

9. Select OK to accept the changes. The Column Properties popup appears.

10. View the new conditions in the Column Properties popup.
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14. Save the report.

Colume Properties

e Cokamn Porma:

1. EMPLOYMENT_TYPE_CDDE_DESCR is equal to / 15 In Full-Time %] Nahiel123 B4 (%]

ot Conditinn. 1| ol Al

Figure 151: Column Properties popup

13. Select Save As icon.

Conditional Format  Interacton r

|
|®

11. Select OK to close the Column Properties popup.

12. Navigate to the Results to run the report with the new conditions.

wlnsient

Report 1 with Prompts

Criteria Results Prompls

‘1l G- - Bl B-39°7 B BB U
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7 ([ Workdorce Profile
& [3—Dimensions—
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& [ Annual Leave Rastared
& [0 Annual Leave Transfer

~| Catalog T 4
List (AR [ ™

L= My Folders

b= [ shared Folders
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!‘-“\: Tahla

Intelligence Delivered

Bdvanced

AM'-‘W“

Report 1 with Promipts

W

[ ALTERNATE_WORK_SCHEDULE_DESCR
Four 10 Hour Days Per Week
Four 10 Hour Days Par Wask
Four 10 Hour Days Per Week Total
Must Have 40 Hours Per Wesk
Must Have 40 Hours Per Wesk
# | Must Have 40 Hoars Per Week Total |

W | » Selection Steps

Saarch [l v #| Advanced Help = Signout O

Home | Cataleg — Faworites » | Dashboards~ | B Mew~ B8 Open~ | Signed In As | trainS

2@ @
BZR A
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Figure 152: Final Report With New Conditions

Using Styles

To Use Styles:

Select the Edit icon from the desired data element.

2. Select Column Properties in the drop-down menu. The Column Properties popup appears.
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Column Properties @8

Family |Defauk (Syst=m] [

Co = Shyle |Defoult (System) W] Effects |Defoult (System)w |
cell
Har nent | Default (Left)[ %] Background Color e
nent |Defauk (Top)[52] Image

jon | Default {System) [ Border Style  Default (System)[ &
Border Color Vi
+ Additional Formatting Options

H Custom (S5 Style Options (HTHML Only)

Figure 153: Style Tab Within the Column Properties

3. View the Column Properties popup to format the properties of the data element as it

appears within the report.

4. Select the Style tab on the Column Properties popup.

5. Select the applicable styles to apply.

6. Select OK to save the styles.

Editing and Saving a Calculated Item

Calculated items may be edited and/or saved in Insight.

To Edit/Save a Calculated Item:

1. There is a dedicated option to save the calculated formula at the bottom of the Edit dialog
from editing the Styles (the bottom option Save Column As).

A drop-down menu appears allowing the user to choose whether to edit the calculated item or

save the calculated item to the Catalog.
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§ sort o
03 Edt formula ,
g column Properties. |
P Frer

¢ peete

H Save Column As

Note: Insight will automatically recommend that the user saves the new calculated item to a folder with
the title of the Subject Area from which the item was created (e.g., WFP). Users should comply with this
recommended location to use the calculated item in future reports.

Editing the Structure of a Graph in a Report
The structure of a graph may be edited within a report.
To Edit a Graph Using the Compound Layout Pane:

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

alnsigHT

Employes Count Report
Crtera ~ Results | Prompts | Advanced B @
~| Subject Areas 8 8. - BhE@ B39 Em B @ =

7 [ Workfores Profile A | Compound Layout

b [ —Dimensions-——

signout O

Intelligence Delivered Search [l [~ #| Advanced Help +

Home | Catalog | Favortes » | Dashboards ~ 6 Mew » | B8 Open » | Signed In A5 | trainBS -

> [ Accounting Station | _ -
b= (D agency SSNO Change | - s R ~
b [ alowances Employee Count Report

= [ Annual Leave Restored

b [ Annual Leave Transfer 2] / x®

22 WA S [t DM AGENCY_CODE is equal to / is In 90

P il Annuel sick Leave and DEPARTMENT CDDE is equal to | s in AG

= Si‘&?"f:; hie and SEPARATION_ACCESSION_TYPE is equal to 0, 3

= WP i

& [ Band Coowmer and Name_Employss_Full begins with A

- (3 Bond Data .

> [3Bond Qwner or L @ ®
[ [ Calendar Time

> [ Cash Award Employee Count by Grade

b [ Certificate v i
= T . 4
£ > 7 2
~| Catalog % leh /W
st A v Hie"®
- _J My Folders [ e
o= | Shared Folders 2 m 20 Employee
3 & Count
&,
> B3 7% o B 1§ , it |
E]v—m JHRE | 04 04 06 07 04 1 12 13 14 15
0
e A GRADE
B rable v
T Fiters
il M P

Figure 154: Graph Edit View Icon
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2. Within the Layout pane, customize the structure of the graph by dragging data elements
from the default graph section. The available options are:

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

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

e Bar Graph: Defines the data elements that will display in the legend. Valid values are:
e Bars (Vertical Axis)
® Group By (Horizontal Axis)
e Vary Color By

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

wilnsigHT Intelligence Delivered Search Al v | Adanced Help~ Signou O

Employee Count Report ome | Catalog | Favortes » | Dashboards « ﬂ New » BB Open~  Signed In As |train85 =
Criteria Results Brompts Advanced B8 @

# Graph:2 Editing from: * Compound Layout”™ | Done. | | Revert

) Sublect Arece ‘B oae - He @ 9P @ N e b vt Moee. O,

= "_Iﬁ-c:ourb'q Station

= ) Agency SSMNO Change

b= COAMllowsnces

= annual Leave Restored

&> [ Annual Leave Transfer

L= [0 Annual Leave Transfer Othe

L £3 Annusl Sick Laave

= ) Appointrnent Type

B I AWOP Laave

b= 3 Bond Coowner

= [ Band Data

> [ Bond Owner

F= [ Calendar Time | Layout

P> (3 Cach Award Drag/drop measures, cohemns and hierarchies o determine graph tayout
b= [ Certificate

> [ Charitable Contribution Graph Prompts

b= (A City And County Tax Drop hare for graph prompts

b 3 Compensatory Leave V 1 . = = —
P Frennanestoo: | asa Aoban Sections ] /] Display as Slider
( ) & rape Drop here for sectioned view
~ Catalog % es 7 W) BarGraph
List &l O] | Measures Bars

b= [ZZMy Folders | Bars {Vertical Axis) Group By (Homzontal Axis)

[ [ shared Folders i .:'.J_E':".‘?E"'e.'!..."?'.‘-‘"fr.r‘.

B agency_cooe

Measurs Labels [ show Subject Area Folders

Excluded

|" & name_employes_rull | H age||' B Length_of service|

»| Selection Steps

Figure 155: Graph Layout Pane

Note: The edits available within the Layout pane will change depending on the type of graph being
modified.
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Creating a Graph for a Report

To Create a Graph for a Report:

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

winsigHT Intelligence Delivered Search [All (2 | Advanced Help» Signouw O
Employee Count Report Home | Catslog | Favorites - Dashhoards - E Mew - | BS Open~ | SignedIn As train85 ~
Critaria Results Prompls Advanced BR @
~| Subject Areas ‘il g -BREH B 2 BB =
J/ ({5 Workforca Profile i ;
b [ —Dimensions— AL :
& [ Accounting Station : |
1> [ Agancy SSNO Change b7 R A!
& [0 Allowancas Employee Count Report
&> (20 Annual Leave Restoned
& [ Anmal Leave Transfar J P
1> [ Annusl Lesve Transfer Others ACENCY COCE B el 10 [ i 90
T I e e v and DEPARTMENT CODE i equal 1o | & in AG |
o al'a;mm R 5 1) and SEPARATION_ACCESSION_TYPE is squal to 0, 3 |
— < and Name_Employee_Full begins with A |
Lt |All ~ | |
= _‘l My Folders L!h f r |
= [ shared Folders |
«| Views L RS ERE |
o AGENCY_CODE | Age | GRADE | Langth_of_Service |Employes Count |Name_Employes_Ful ] |
s |50 (oo | 1.00] 1/azsarr cos | |
I 1abie 2 205 | 1.00 1] |
-, 0 07 8.00 12 |
¥ (50 ] 3.00] 1 V|
%0 [33fos | 2.00 1 |
» Selection Steps
ot

Figure 156: Results Tab for Ad Hoc Report

2. Select New View icon from the Results tab on the navigation bar. The New Icon option is
displayed.

winsignT Intelligence Delivered Search Al [~ | Advanced Help ~  SignCut O
Employee Count Report Homs | Catslog | Favorites » | Deshboards »  JE Mew~ | BB Open~ | Signedin Az traingS ~
Citera * Results | Prompts | Advanced 8@ @
 Subject Areas iR A - BReR 300 Ee BB S E 4
7 ({3 Workforce Profile e i
= [ Accounting Station A
&= [ Agency SSNO Change Li] / ®
b [ allowances Employee Count Report
= D Annusl Leave Restored
= [Jannual Leave Transfer A FWA. ]
b= (23 Annual Leave Transfer Others AGERCY_CODE 1 acyaal [ i 00
& [ Annual Sick Leave W ‘snd DEPARTMENT_CODE & equal to | isin AG
= C’al;w""‘”“‘"'“ Toe = 2V and SEPARATION_ACCESSION_TYPE s equal to 0, 3
o 1 and Name_Employes,_Full bagins with A
st Al - |
& [ My Foiders bR
& [ shared Folders |
« Views LR- /TR : . ?
El AGENCY_CODE | Age | GRADE | Length_of Service |Employes Count |Name_Employee_Full | |
Title |50 | 2104 I 1.00| 1| ASSOTT.COST
5] Tabis |50 2905 | 1.00 1| ASSOTT, COSTELD
5 0 o7 8.0 1| ASSOTT. FRANKENSTEN
W vers |50 | 3400| 1| ASSOTT.MLMNY W
90 33(08 2.00 1|ass0TT TEL0 |
» Selection Steps

Figure 157: New View Icon
3. Select Graph from the drop-down menu.

4. Select the desired graph type. The Graph options are displayed.
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Figure 158: New View Drop-Down Menu

Note: Filters applied to this report and graph are displayed in the Filter pane located above the graph.
This is only displayed if the user has created and placed a Filter object in the Results.
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Figure 159: Initial Graph
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Creating a Slider

To Create a Slider:
1. Drag a data element into Sections from the Layout pane within the Results tab.
2. Select the Display as Slider checkbox.

3. Select Done. The Slider is displayed.
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Figure 160: Sections Display as Slider Pane

4. View the updated graph with the Slider. The Slider marker value changes based on the
position on the Slider.
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Note: When time dimension data elements are part of a report, a Slider will allow the user to visually
depict change over time.
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Figure 161: Customized Graph With Slider

Customizing the Styles and Formatting of a Graph in a Report
To Customize Graph Properties:
1. Select the Results tab.

2. Select Properties icon in the Results tab navigation bar with the Layout pane open. The
Results tab is displayed with the Properties.
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Figure 162: Properties Icon to Update Graph

Note: The icons within the Results tab navigation bar will update based on the type of graph.
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Figure 163: Graph Properties Window With Option Tabs
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3.

Use the Graph properties to customize stylistic properties of the graph. Valid values are:

e General: Changes the position of the graph legend and enables/disables zooming on
the graph.

e Style: Customizes the graph's appearance, such as formatting the plot area, legend,
and background.

e Scale: Sets the scale and scale markers in the graph.

e Titles and Labels: Edits the title, axis titles and graph labels.

Sorting Data Within a Report

Sorts may be applied to one or more columns.

To Sort Data within a Report:

1.

2.

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

Select Sort in the drop-down menu to select from the available sorting options. Valid
values are:

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

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

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

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

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

Select Sort Ascending or Sort Descending to set the primary sort. The Attribute icon will
update indicating the sort and whether it is the primary (1), secondary (2), etc.
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Figure 164: Sort Options Within the Edit Icon From the Selected Columns

Adding New Views to a Report

Users can update reports with disclaimers or additional content to communicate information in a
new or different way. The New View drop-down menu includes several view options.

To Add New Views to a Report:

Users can update reports with disclaimers or additional content to communicate information in a
new or different way. The New View drop-down menu includes several view options.

1. Navigate to the Results tab of the ad hoc report editing page. The Results page is
displayed.
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Figure 165: Results Tab

2. Select New View icon in the top navigation bar or Views pane for additional report
components. The New View option is displayed. Below is a description of the New View

option.
Icon Name |Definition Icon
New View Displays a menu of additional components (e.g., graph, static text) to
include in a report.
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Figure 166: Add Context to an Existing Report

Listed below are the common additions to a report.

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

Table: Displays the results in a visual representation of data organized by rows and
columns.

Pivot Table: Displays the results in a pivot table, which provides a summary view of
data in cross-tab format.

Graph: Displays the results in a graph for intuitive analysis, (e.g., pie charts, bar
charts, and line charts).

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

Map Viewer: Used to depict data in a variety of scenarios (e.g., identify the number of
employees in a given geographical area after a natural disaster).

Other Views: Provides a drop-down list of additional views available.

Narrative: Displays the results as one or more paragraphs of text (e.g., in a form letter
you can type in a sentence with placeholders for specific columns in the results).

Static Text: Displays a text component on the report (e.g., Personally Identifiable
Information (PII) Do Not Distribute).
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Formatting and Customizing Reports

Formatting and customizing a report:
e Maintains consistency across reports
e Highlights data and shows synopsis of data
e Makes reports visually engaging and organized

e Enhances clarity of reports

Customizing Report Structure

To Customize the Report Structure:
1. Seclect the Results tab.

2. Navigate to the Layout Pane.

3. Select Edit View icon corresponding to the table from the Resuits tab of the ad hoc report

editing page.
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Figure 167: Ad Hoc Table Edit View Icon

4. View the Layout pane which provides users with several ways to customize the structure

of a report.
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Figure 168: View Table Layout Pane

Expand the Layout pane by selecting the gray bar along the top and dragging up. This will
reveal the remaining contents of the Layout pane.

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

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

e Table: Edits the styles and formatting of the table (cell color, borders, etc.).
e Columns and Measures: Adds sums and formats headings/values, etc.

® Excluded: Temporarily removes columns from appearing in the table (data elements
will remain in the Selected Columns pane in the Criteria tab).
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Figure 169: Expand Gray Bar on Layout Pane

Creating Sections
To Create Sections:

1. Select the Results tab.

2. Navigate to Sections on the Layout pane. This allows users to create multiple tables that

are defined by a particular data element.
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Figure 170: Sections in the Layout Pane

3. Drag and drop a data element from Columns and Measures to Sections.
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Figure 171: New Positions in the Layout Pane

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

4. Select Properties icon to open the Section Properties popup within Sections.
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Figure 172: Properties Icon to Open the Section Properties Window

Icon Name

Definition
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Properties

Displays a menu of options to format a component of a
report or dashboard. Options will vary depending on the

=z
V7

type of component a user is editing.

Section Properties ]
Options
Insert Fage Eresiz N Page Bresk |
[ Show Brank Rows

7 Cusplay shaackrg
S
cell

Herizantal fagrmart

it {$yatar) [ ]
nart | Ditaudt [System )

Bacgromd Cobor | x|

A Wrap Taat
Barder
Positen |Defak (System] [ ]  Soder Stvle | Defask [Systern)

i hddaional Foematteg Dptions

Figure 173: Section Properties Window With the Display Heading Check Box

5. Select the Display Heading checkbox to display the data element name in the section title.

6. Select OK to close the popup.

7. View the new Sections heading.
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Figure 174: New Section Heading

8. Select the Sections Totals icon to view a menu of options that add and customize Totals in
Sections.

Valid values are:

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

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

® Format Values: Allow users to customize the stylistic formatting (e.g., font, color) to
distinguish the values associated with the sum.
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Figure 175: Section Totals Drop-Down Menu

Icon Name |Definition Icon

Totals

Displays a menu of options to apply Sub-Totals and/or Grand
Totals in a table.

9. Select Done in the upper right corner of the page to view the Sections Layout.
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Applying Columns and Measures to a Report

To Apply Columns and Measures to a Report:

1. Select the Results tab.

2. Navigate to the Columns and Measures section from the Layout pane. Within this
section, a user can customize Totals for the overall table or for a specific data element.
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Figure 177: Columns and Measures on the Layout Pane

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

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

Valid values are:

None: Defaults without a Grand Total in the table.

e After;: Adds a Grand Total to the final row in a table.

® Format Labels: Allows users to customize the label caption or apply stylistic

formatting (e.g., font, color) to distinguish labels.

® Format Values: Allows users to customize stylistic formatting (e.g., font, color) to

distinguish the values associated with the Grand Total.

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

Icon Name |Definition

Icon

Totals Displays a menu of options to apply sub-totals and/or grand
totals in a report table.

171



Insight

4. Select the Totals icon.

5. Select Format Labels.
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Figure 178: Columns and Measures Totals Drop-Down Menu

The Edit Format popup appears allowing users to update the caption and formatting of
the Grand Total label.

6. Select OK on the Edit Format popup to close the popup and return to the Results tab.
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Figure 179: Columns and Measures Edit Format Window
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The report will update with the Grand Total at the end of the table.
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Figure 180: Formatted Grand Total

7. Select the Totals icon adjacent to the targeted data element.

8. Select After to apply Sub-Totals following each data element.
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Figure 182: Formatted Sub-Totals in the Table

9. Select Done. The completed report is displayed with the Grand Total row.
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Excluding Data Elements
To Exclude Data Elements:
1. Select the Results tab.

2. Drag a data element to Excluded from the Layout pane. Data elements located in
Excluded will not appear as columns within the table.
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Figure 184: Excluded Data Element From the Columns and Measures Pane
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Note: Excluding a column prevents the data element from displaying as a column within the table;
however, the data element will still appear in the Selected Columns pane within the Criteria tab.
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Figure 185: Excluded Data Element
Select Done to close the Layout pane and return to the Results tab.

Users can also select Revert to abandon the edits made in the Layout pane.
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Figure 186: Layout Pane Done and Revert Buttons
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Import Formatting
To Format Imports:
1. Select the Results tab. The Results tab is displayed.

2. Select Import Formatting icon from the Results tab of the ad hoc report editing page.
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Figure 187: Import Formatting From Another Analysis Icon

Note: This option applies formatting to all the components of a report. The text from the report
will also be imported (e.g., if the static text from an existing report reads "PII", then when the
formatting is imported the new static text will also read "PII").

3. Use the Select Analysis page to navigate to the Folders pane.
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Figure 188: Select Analysis Window With Folders Pane
4. Select the report with the desired format.

5. Select OK to close the popup.

6. View the updated report with the applied formatting (e.g., font styles, colors, data format)
from the selected report.
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Figure 189: Ad Hoc Report With Imported Formatting

Using Conditional Formatting
To Use Conditional Formatting:
1. Select the Criteria tab. The Criteria tab is displayed.

2. Navigate to the Selected Columns pane within the Criteria tab of the ad hoc report editing
page.

3. Select Edit icon for the desired data element and select Column Properties from the drop-
down menu.

4. Navigate to the Conditional Format tab.
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Figure 190: Conditional Format Tab Within the Column Properties Window

5. Select Add Condition to apply conditional formatting to the targeted data element. The
Add Condition options are displayed
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Figure 191: Add Condition in the Conditional Format Tab

6. View the New Condition page to customize the conditions and values to highlight.
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7. Select OK to close the Edit Format popup. The New Condition popup appears.
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Figure 193: New Condition Window

8. View the New Condition popup to select the styles and formatting of how the condition
will be shown in the report.
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Figure 194: Edit Format popup
9. Select OK to accept the changes. The Column Properties popup appears.

10. View the new conditions in the Column Properties popup.
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Figure 195: Column Properties popup
11. Select OK to close the Column Properties popup.

12. Navigate to the Results to run the report with the new conditions.

181



B

Insight

13. Select Save As icon.

14. Save the report.

wlnsienT

Report 1 with Prompts

Criteria Results Promgts
~| Subject Areas - H
v [ Workdorce Profile

™

> [~ Dimereions-—
&= [ Accounting Station
SEMO Changa

& [ Annual Leave Ry

&= [ annual Leava Tr: hd
~| Catalog T b /W
List |ne [
& LMy Folders
b= | Shared Folders
ciViews % [§- /7P RE
(2] rie ~

W

8 rebia

Intelligence Delivered

Mdvanced

Home | Catalog  Fevoribes» | Dashboards~ | [ New» BB Open | Signed In As | trainB5 ~
8@ @
G- - B2 20 B3- 99 Bem BRaB 4§
‘Compound Layout
BSR A
Report 1 with Prompts
BsR

ALTERNATE_WORK_SCHEDULE_DESCR EMPLOYMENT_TYPE_OODE_DESCR NAME_EMPLOYEE_LAST NAME_EMPLOYEE_FIRST ?D'“P:f"e‘

Four 10 Hour Days Per Week | Full-Tame MOE LARRY 1

Four 10 Hour Days Per Week Full-Time | DOE JANE 1

Four 10 Hour Days Per Week Total 2

Must Hawe 40 Hours Per Wesk | Full-Time REDFCRD RCSERT 1

Must Have 40 Hours Par Wesk Full-Time CASH | sotnaney 1 W
Must Have 40 Hours Per Week Total _3j|

| Selection Steps

B —————————

Figure 196: Final Report With New Conditions

Calculating in Insight

Calculations in Insight allow users to manipulate data using formulas, functions, bins, and

calculated items.

Formulas and Functions

Review how Insight enables users to customize data elements in a report by using mathematical
logic through the edit column formula feature. This feature is valuable for report customization

in three main situations:

Calculations Apply mathematical functions to customize data elements for
Agency-specific needs (e.g., average, running sum). Use date
functions to time stamp differences from today's date to the date of
the personnel action effective date.

Formatting Combine or concatenate multiple data elements into a new column

(e.g., John + Smith = John Smith). Enable other custom formatting
options with substrings and casting (e.g., displays SSN as 123-45-
6789 rather than 123456789).

Conditions/Conversions

Display a particular value based on a scenario (e.g., an Award
Amount column which displays dollar values for cash awards and
hours for time off awards).
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Formulas and Functions

Using the edit column formula feature of Insight, users can manipulate data in a report by
employing mathematical operations to create new scenarios.

To create a formula, users can select the Edit Formula option from the Edit icon drop-down menu.
In the Edit Column Formula popup, users can apply formulas to values in a column and

customize the Column Heading field. There are several mathematical operations to manipulate
data on the Edit Column Formula popup.
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Figure 197: What Are Formulas
Writing Advanced Formulas

Advanced Formulas in Insight enable the user to make more complex scenarios by combining
multiple functions. There are several advanced formulas that can be created for unique
calculations, such as:

e Concatenated-String-Cast Advanced Formula: Reveals only the last four digits of the
Employee Unique ID and replaces the first five digits with XXXXX’s.

e Current Date-Personnel Action Effective Date Advanced Formula: Calculates the number of
days since an event, such as an NOACs effective date.

e Sum-Case When Advanced Formula: Calculates the sum of the number of Not to Exceed
(NTE) actions that have already expired.

Functions:

Functions are used to build complex scenarios that tailor results, analyze trends, and customize
and isolate data. Functions available in Insight include:
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Aggregate: Completes simple mathematical functions, such as average or sum.

Running Aggregate: Completes simple mathematical aggregate functions with running and
moving data.

String: Edits or manipulates strings of data.

Math: Completes complex mathematical functions.

Calendar/Date: Performs functions related to year, month, day, or time.

Conversion: Performs functions such as Cast, If Null, and Value of.

System: Variables related to Subject Area being used and user who is logged into Insight.
Expressions: Performs functions such as Case (Switch) and Case (If).

DB Functions: Performs database evaluations.

Time Series Calculations: Calculates aggregated values from a specified point in time or
over a period of time.

Click Function to sae the
available functions

Figure 198: Insert Function Popup

Each function is listed in the Insert Function popup, including the description of the function and
how it is applied.

Syntax: Displays the shell of the formula.

Where: Describes the terms included in the formula, which can either be a number or an
expression.

Example: Provides potential example for this type of function.

Description: Defines the function.
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Figure 199: Defining Functions Popup

Using the Case (If) Function

To Use the Case (If) Function:

1. Select the Edit icon for the targeted data element from the Selected Columns pane of the
Criteria tab. The Criteria tab is displayed with the applicable options.
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Figure 200: Edit Formula Popup
2. Select Edit Formula.

3. Select the Custom Headings checkbox under Column Heading in the Column Formula tab.
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4. Customize the new column heading with a title that indicates the result of this Case (If)
statement on the Edit Column Formula popup.

ASIGHT

" Edit Column Formula 0]

Column Formula Bins

Folder Heading |[Employee Profile
Column Heading [No PIT SSNO| ®

Custom Headings
1 Contains HTML Markup

Aggregation Rule (Totals Row) |Default (None) zl
Available Column Formula
Subject Areas “Employes Profile”."SSNO”
[ 7 @ workforce Profie "
L= ) —Dimensions——

= DAcccuntlng Station
& (23 Agency S5NQ Change
= [ Allowances
> [ Annual Leave Restored
> [Z) Annual Leave Transfer Y
> [ Annual Leave Transfer Othe
= [ Annual Sick Leave
& [ Appointment Type
[ 3 AWOP Leave
& [ Bond Coowner
L> [ Bond Data N/
[ 71 Bond Owner
> et || Fiter. || coumn o || variable v | + |- lx g dw lelalu

Figure 201: Edit Format Popup With Column Headings
5. Place cursor at far left of formula.

6. Select the Function icon in the Column Formula workspace to open the Insert Function
popup. The Insert Function popup appears.
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Figure 202: Function Icon With Column Formula Workspace
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Figure 203: Insert Function Popup With Expressions
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7. Select Expressions folder by double-clicking to expand the folder. The Expressions folder

is expanded.

8. Select Case (If) by double-clicking or highlight Case (If).

9. Select OK to apply the function to the data element. The information is displayed in the
Column Formula box.

Edit Column Formula

Column Formula

Available
Subject Areas

7 ({i) Personnel History

= [Dawards
endar Ti

Bins

Folder Heading  Awards

Column Heading Award Type

M custom Headings
[ contains HTML Markup

Aggregation Rule (Totals Row) Default (None) ~

Column Formula

CASE WHEN request_condition] THEN g SE expr2

& [ Appointment Type

| o). || Fites..

END

R AWARD AMOUNT

Cohuma Variable L T Y W WO O O W I

oK | cancal |

Figure 204: Column Formula Box

10. Replace the request condition 1 text with the targeted statement.

11. Replace the exprl text with a targeted title using single quotation marks around the title.

12. Replace the expr2 text with a targeted title using single quotation marks around the title.
An example is displayed below.
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Folder Heading Awards
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~
o
®
v
) [ ) Filter... Column + Variable + + - 1= |1 1% 1013 1]

Figure 205: Column Formula Workspace With New Formula
13. Confirm the formula in the Column Formula workspace reads as desired.

14. Select OK to close the popup and save the information.

Creating an Analysis

The example below describes the steps used to protect an individual's SSN by masking the first
five digits. To do this, the user must use three functions:

Cast, Right, and Concatenate

e User must use the cast function to split the SSN into nine individual characters.
e User must use the right function to reveal only the four digits of the SSN.

e Use the concatenate function to combine a create text (XXX-XX) with the last four digits
of the SSN. The following steps outline this process:

e Create an Analysis
e Use Cast Function

e Use String Function
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e Use Concatenate Function

e Add a Calendar Filter

To Create an Analysis:

b

Select New action link from the top navigation bar.
Select Analysis from the menu of options.
Select the desired Subject Area for the ad hoc report.

Navigate to the Criteria tab and drag and drop data elements from the Subject Areas pane
to the Selected Columns pane.

ﬂ Advanced Help v Sign out O

«ANSIGHT Intelligence Deli... search [ai

Dashboards ~ | [ New ~

BS Open

signed In As trainB5 «

Favorites

TRAINING_Calculating in Insight Home | Catalog

Criteria Results Prompts Advanced B @
~| Subject Areas 2 &E
() Workforce Profile Al Selected Columns W %

[= []—Dimensions----

&> [3 Accounting Stati Double dlick on column names in the Subject Areas pans to add them to the analysis. Once added,
) eunting 1an drag-and-drop columns to reorder them. Edit a column’s properties, formula and filters, apply

> [ Agency SSNO Change sorting, or delete by dicking or hovering over the button next to its name.

= [J Allowances

[= [ Annual Leave Restored

> 3 Annual Leave Transfer

= [ Annual Leave Transfer Othe
[= [ Annual Sick Leave

L= [ Appointment Type

[= ] AWOP Leave

Organization Emplayes Profile
B acencr_cope = H ssno = 0 H Ne P ssNO =

= [ Bond Coowner ~| Filters P W o»
’ [0 Bond Data Add filters to the analysis criteria by dicking on Filter option for the specific column in the Selected
L= 2 Bond Owner 4 Columns pane, or by dicking on the filter button in the Filter pane header. Add a saved filter by

= [ Calendar Time clicking on add button after selecting its name in the catalog pane.

L= [ Cash Award

b [0 Cartificate Add Filters Here.

L= [ Charitable Contribution

[= [ City And County Tax v
[= [ Compensatory Leave

v| Catalog & sy /W@
List |all

- 3 My Folders
[= [ Shared Folders

| o —————— |
Figure 206: Selected Columns pane
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Creating Calculated Items

This section explains how to create calculated items in order to group a defined value set within
a report.

Create a New Calculated Item

Users can customize the values within a data element by creating new defined groups of values -
a new calculated item. The calculated item appears within a report (table, graph, etc.) in place of
the original individual values and once created, the calculated item can be applied to multiple
reports within that Subject Area.

For example, an organization has a high concentration of employees in New York, New Jersey,
and Connecticut and refers to this as the "Tri-State Area".

Before After

Values for New York, New Jersey, New "grouped" cell called Tri-State area
and Connecticut appear in individual appears in the report.

cells in the report.

Combining Values as a New Calculated Item
To Combine Values as a New Calculated Item:

1. Select New Calculated Item icon from the Results tab of the ad hoc report editing page. The
applicable page is displayed.
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Figure 207: New Calculated Item Icon on the Report Navigation Bar
Icon Name Definition Icon

New Calculated Item

Groups values of a data element into a defined set.

2. View the New Calculated Item page to create a defined group of values based on a menu
of data elements included in the report. Valid values are:

Data Elements

Description

Display Label

Allows users to customize the name for the grouped value.

Values From

Lists the available data elements the user can choose from for the calculated
item.

Function Provides a list of mathematical operations (e.g., sum, min, max, average, first,
last, count, count distinct) available for the calculation.

Available Lists the values within the data element.

Format Allows the user to customize the styles/format of the calculated item to

distinguish it from other values (e.g., font, color, cell background, border
color).
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Figure 208: New Calculated Item Window
Assign a name for the grouped values in the Display Label text box.

Use the Values From drop-down menu to select the data element targeted for the
calculated item.

Insient Intelligence Delivered

Employee Roster by Work Schedule
New Calculated Ttem

Resy

For A Full Time Employes (T84 0 T —

< 2

5 +[-I=Tylwlslcln

Format | Add to (O Current View @) all Views  [] Remove caloulated item members from view

Figure 209: Values From Drop-Down Menu Options
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Note: Users cannot create new calculated items with measure data elements.
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Figure 210: Function Drop-Down Menu Options

Select Sum from the Function drop-down menu.

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

W
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Figure 211: Move and Remove Arrow Icon Options
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B

Icon Name |Description Icon
Move Moves the selected values in the Available pane to the »
Selected pane.
Move All Moves all values in the Available pane to the Selected %
pane.
Remove Remove the selected values in the Selected pane to the
Available pane. <
Remove All Remove all values in the Selected pane to the Available
pane. &

7. Select Format icon located under the Catalog pane to view the Edit Format page and
customize the styles and format of the calculated item to distinguish it from other values
(e.g., font, color, cell background, border color).

Edit Format 6]
¢ M
Font

Famdly | Default (System) Sizm

Color Effects | Default {System)[ w
Cell
Har Background Color |
B Wrap Text
Border
position [Default (System)[ V]  Border Style |Defaukt (System) [
Border Color | [¥]
+ Additional Formatting Options
+ Custom CS5 Style Options (HTML Only)

oK Cancel

Figure 212: Format Window

8. Select OK to close the popup.
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Figure 213: Remove Calculated Item Members From View Check box

9. Select the Remove calculated item members from view checkbox to prevent the individual
values grouped together in the new calculated item from appearing within the report.

10. Select OK.

Editing and Saving a Calculated Item
Calculated items may be edited and/or saved in Insight.
To Edit/Save a Calculated Item:

1. Select the Results tab on the applicable report.

2. Expand the Selection Steps pane within the Result tab.
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Figure 214: Selection Steps Pane in the Result Tab
3. Locate the data element used to create the calculated item from the Selection Steps pane.

4. Select the action link displaying the name of the calculated item. A drop-down menu
appears allowing the user to choose whether to edit the calculated item or save the
calculated item to the Catalog.
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Figure 215: Data Element Drop-Down Menu in the Selection Steps

5. Select Save Calc Item as. The Save As popup appears.
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Figure 216: Save As Window With Calculated Item

6. Save the calculated item the Subject Area Contents folder in My Folders (default).

Note: Insight will automatically recommend that the user saves the new calculated item to a folder with
the title of the Subject Area from which the item was created (e.g., WFP). Users should comply with this
recommended location in order to use the calculated item in future reports.

Using a Saved Calculated Item in a Report

To Use a Save Calculated Item in a Report:

1. Navigate to the Catalog pane within the Results tab of the ad hoc report editing pane.
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Figure 217: Results Tab with Catalog Pane

Note: Saved calculated items can only be added to reports that contain the data element whose
values were grouped using the calculated item. The Subject Areas of the calculated item(s) must
correspond to the Subject Area used to create the report.

2. Double-click the saved calculated item.
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Figure 218: Calculated Item within the Catalog Pane
The report will update with the grouped values of the calculated item.

3. Navigate to the Selection Steps pane to confirm the calculated item has been added to the
report.
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=ISelection Steps
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-2, Then, New Step...
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Employment Type - EMPLOYMENT_TYPE_CODE_DESCR
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I.,- 2. Then, Add 'Not Full-Time

J 3, Then, New Step.

Figure 219: Selected Steps with Calculated Item

Note: Use the List drop-down menu within the Selection Steps pane to choose from a list of data

elements included in the report.

4. Select Save As icon to save changes to the report.

Using String Function
To Use the String Function:
1. Select the entire formula in the Column Formula workspace.

2. Select Insert Function.

3. Select String folder by double-clicking to expand the folder. The String folder is

expanded.
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Insert Function @8

Functions

Where axpris any expression that evaluates to a characker ¢
infegeris any positive intager that represents the nut
L4 >

Example  SELECT nght( 123456, 3) FROM table

Description  Returns a specified number of characters from the
right of a string.

ff,_j- cancel |
Figure 220: Insert Function Popup With String Folder

Double-click the desired option to apply the function to the data element
OR
Double-click Right to apply the function to the data element.

Select OK to close the popup.
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The String option will appear within the right side of the formula.
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Figure 221: String Applied to the Column Formula Window

6. Replace the integer text with a number, (example: RIGHT(CAST(Data Element AS
type), #)). An example is displayed below.

fnsignt Intelligence Delivered Search (A o @] Advanced Helpw Sgnout O
Untitied o | Signed
Criteria - Edit Column Formula 2] ; =
~ Subject o Column Formula Bins ;
| Foider Heading [Employee Profile [ ™
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> ) || Fiter || cobwnn v || Varmblew | + |- bx 1y fw ol by

Figure 222: String Function Applied in the Column Formula Workspace
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Using the Concatenate Function
To Use the Concatenate Function:
1. Place cursor at far left of formula and do not highlight the formula.

2. Select Insert Function in the Column Formula workspace to open the Insert Function
popup. The Insert Function popup appears.

Insert Function (%] - |
Functions:
Selacted Concat
Syritax CONCAT(exprl, expr2)
Whers exprs are expressions that evaluate to character stri

ngs, separated by commas.

Example

Description  Concatenates two chasacter strings.

oK Cancel

Figure 223: Insert Function Popup

Note: To insert words, use single quotation marks, such as 'Time Off' or 'XXX-XX-.'

3. Select String folder by double-clicking to expand the folder. The String folder is
expanded.

4. Select Concat by double-clicking to apply the function to the data element.
5. Replace exprl and expr2 with desired text using single quotation marks around the text,

(example: CONCAT('desired text, RIGHT(CAST(Data Element AS type), #)). An
example is displayed below.
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Edit Column Formula ©] ]

Column Formula Bins

Folder Haading [Employes Profile
Column Heading |No PIT S5NO
B Custom Headings
[ contains HTML Markup
Aggregation Rule (Totals Row) [Defoult (Nane) =]
Available Columna Formula
Subject Areas CONCAT(X00-0¢-' RIGHT (CAST( Emplayee Profile”."SSNO" AS char(9)) , 4)
7 [ Workforce Profile
[ [ -——Demensions—- ~
£ [ Accounting Station
b= (2] Agency SSNO Chenge
&> {3 Allowances
= [ Annual Leave Restored
b= [ Annual Leave Transfer FS
= [ Annual Leave Transfer Othe
[ {2 Annual Sick Leave
& [J Appointment Type
b [ AWOP Leave
[> {3 Bond Coowmer
L= [ Bond Data N
= 771 Bond Cwner

> ) || Fber || Cobmn v | Veisblew | # |- [x [/ 1% (] lu

Figure 224: Concat Applied to the Column Formula
6. Select OK. The information is displayed in the Column Formula box.

OR

Alternatively, concatenate using the Concatenate icon: 'XXX-XX-

TIRIGHT(CAST(DATA Element AS type), #). This option can be used by selecting the

Concatenate icon below the Column Formula workspace.

7. Select the Concatenate icon below the Column Formula workspace.

204



Insight

B

Edit Column Formula

Column Formula Bins

Folder Heading |Employ
Column Heading |SSNC

[ custom Headings
[J contains HTML Markup
Aggregation Rule {Totals Row) |Default (None) ]

Available Column Formula
Subject Areas W006-30¢-'| | Right{"Employee Profile”."SSNO" 4|

N

v @ Workforce Profile
> [ —Dimensions——
= [ Accounting Station
> [ Agency SSNO Change
L= [ Allowances
b= [ Annual Leave Restorad
L= [ Annual Leave Transfer 9
= 3 Annual Leave Transfer Othe
= [ Annual Sick Leave
L+ [ Appointment Type
> [ AWOP Laave
= [ Bond Coowner
b= [ Bond Data W

L= "1 Bond Owner
> £) || Fiker. || Column v || variable v | +

Figure 225: Column Formula Using Concatenate Icon

(=)
<]

Icon Name |Definition

Icon

element are merged in a single cell.

Concatenate Joins multiple data elements so the values of each data

8. Select OK to close the popup.

Using the Concatenate Icon

To Use the Concatenate Icon:

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

Criteria tab.

2. Select Edit Formula in the drop-down menu. The drop-down menu options are displayed

below. The Edit Column Formula popup appears.
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wlnsient Intelligence Delivered
Untitled Home
Criteria Results Prompits Advanced
~| Subject Areas & ﬂ[i (=2
EITSALARY_RATECCUDE | [
& secuRITY_access_Ley A, | ) Selected Columns

B SEPARATION_ACCESSIt
8- sex_cooe

B~ SPEC_EMPLOYMENT_PX
B sPECIAL_EMPLOYEE_Ct

B ssno_olp

8- step

B sup_MGR_PROB_PER_|
B~ TELEWORK_ELIG_IND
B TENURE_GROUP

B Tenure_Group_Code_&
B Tenure_crouP_DESC
B Total_Hourly_Pay_salar
8- uen

B- user_m

Bl veTERaNn_peer pIF
B- work_soHED_DESCR
B worx_scHEDULE

E- work_Schedule_Code_:
5 WORKING_TITLE_CODI

> [Z Employee Profile Others

<

>

¥| Catalog E, oh S

List Al

v

& ] My Folders
> |_Z) Shared Folders

Catalog

Search |All

Favorites «

Dashboards «

+| Advanced Help» Signou O

E MNew -

BS Open ~ | Signed In As trainB85 =

& @

G %

Double dick on column names in the Subject Areas pans to add them to the analysis. Once added, drag-and-drop columns
to reorder them. Edit a column's properties, formula and filters, apply sorting, or delete by dicking or hovering over the

button reot to its name.

Organization Employes Profile
B acency_cope = H ssno EH ssNo i
@ Sort
53 Edit formula
«| Filters [ Column Properties

Add filters to the analysis criteria by dicking on " Filter
dlicking on the filter button in the Filter pane he

the catalog pane.

X Delete

P %

umn in the Selected Columns pane, or by
dng on add button after selecting its name in

Add Filters Here.

Figure 226: Edit Formula Popup

Note: Users can only concatenate text data elements, not numbers or dates.

data elements from the Edit Column Formula popup.

3. Customize the Column Heading with a title that indicates the result of the concatenated
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INSIGHT
Historical Employee Data
Criteria Ret e o " @@ = A%y
v! Subject Ara [
: Column Formula Bins
S B %
!(H.vr. Edit & column's
3
& custom Headings
’ L
bl - A
Column Formula
"Ernployes Profile™."NAME_EMPLOYEE_LAST" I )
r B
l‘ button in the
|
< | ) || Fier. || cobmn~ || varistle~ | + |- [x 1s [% l¢l) lnl

~ Catalog

o | _cancel |

|

Figure 227: Edit Column Formula With Custom Headings

4. Select the Concatenate icon from the menu of mathematical operations below the Column
Formula workspace.

Jnsignt Intelligence Delivered Sl 7 3] e | Help - ¢ O

Untitled
Edit Column Formula

Criteria

v Subject A Column Formula Bins:

|
I
Folder Heading  Emplayee Profile |
Column Heading  No PII SSNO Lfl"" Edta
M custom Headings
O contains HTML Markup
‘Aggregation Rule (Totals Row) Default (None) =1
Available Column Formula
Subject Areas |mw||mamcmrﬁwmeemasmn.ﬂ |

< : = £3Annual Sick Leave

~ Catalog & [ AWOP Leave

> | s | o | vente | Lo Lx g I 1) )

e

Figure 228: Concatenate Icon in the Column Formula Workspace
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Icon Name |Definition Icon

Concatenate Joins multiple data elements so the values of each data
element are merged in a single cell. ||

5. Use the Subject Areas pane and Column Formula workspace to build the equation to mimic
the following: Data Element 1Data Element 2. Below is an example of this.

Edit Column Formula (6]}
Column Formula Bins
Folder Heading Employee Profile
Column Heading | Full Kame

B custom Headings
[ contains HTML Markup

Aggragation Rule (Totals Row) | Default (None) "
Awvailable Column Formula
Subject Areas “Employee Profile”. "NAME EMPLOYEE LAST"[["'||"Employes

T Profile”, NAME_EMPLOYEE FIRST || || Employes Profile”, NAME_EMPLOYEE_MIDOLE™

B nrc_asD Pers_use 2
H- occupaTioNAL_FUNCY
B oFFiciaL_TIME_cooe N
B oFFiciaL_TImLE_pREFR

( ) A} || Fiker.. || Column - - [ ) ) S I o 9 1 1 |

oK | cancel |

Figure 229: Column Formula Workspace With Concatenation Formula

Note: Users can replace the space after the Data Element Il ‘”) with a number of options including a
dash (E|), comma (EI), etc.

6. Select OK to close the popup.
7. Select the Edit icon for the targeted data element.

8. Select Delete from the menu of options to delete the additional data element(s)
concatenated while using the Edit Column Formula workspace.
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Historical Employes Data

~

&= [ -~Dimensions--

&> [ Accounting Station

E [ Agency SSNO Change
= [ Allowances

= [ Annual Leave Restorad
& [ Arnual Leave Trarsfer
= [ Annual Leave Transfer Othe
& [ Annual Sick Leave

&= [ Appointment Type

L [ AWOP Leave

& [ Bond Coowner

t- []Bond Data

t= [ Bond Owner

& [ Calendar Time

& [ Cash Award

- [ Certificate

&+ [} Charitable Confribution
&= Gty And County Tax

= [ Compensatory Leave Other:
t» [ Contact Point
& [CsA Suppart

&> [0 Disability Code v
= ) Mierretinnans Sllnbmect Pt
~| Catalog % s /7 @
List Al v
b [0 My Folders

&> [ I Shared Folders

Intelligence Delivered

Search Al telp = Sgnout O

Home | Catalog | Faworites »  Dashboards » | Mew ~ traim8s -

Criteria Results Prompts Advanced H& @
» Subject Areas AR HE
7 ({3 Werkdores Profile | ~| Selected Columns G W

Dioublle click an cohamn names in the Subject Areas pane to add them to the analysis. Once added, drag-and-drop columns to reorder them. Edit a column'
or hovering over the button next to its name.

Organization Employee Profile
[ AGENCY_tsBREVIATION 5 Full Name I |5 NAME_EMPLOYEE_FIRST i[5 NAME_EMPLOYEE MIDOLE &5 F Age 5. H GRADEE, H Lengt
§ sornt
8 Edit formula
< kg Column Properties >
~| Filters P A b
' er
| Add filters ko the analysis criteria by diicking on Filter cption for the (=) e, or by clicking on the filter button in the

specific
Filter pane header. Add a saved filtar by clicking on add button after selacting it 3 Delete

7 SEPARATION_ACCESSION_TYPE Is equal to / is In 0; 3
ANDF AGENCY_ABBREVIATION is equal to / isin OCFO

b [ Compensatory Leave 4

Figure 230: Data Element Edit Icon Drop-Down Menu With Delete

9. Select the Results tab to view the result of the concatenated items.

winsigHT Intelligence Delivered Search Al
Histoncal Employee Data Home | Catalog Favortes »  Dashboards | K New »
Criteria Results | Prompts Advanced B8 @
- N - 2 — 3 E 3
) Subject Areas ‘8 A - BRe 3-9% @& REaE M
7 [ Workforce Profile Compound Layout
b= [ ---Dsmensions---- ~
b= (1) Accounting Station A
&= [ Agency SSNO Change BsR
b [0 Allowances Historical Employee Data
b (3 Annual Leave Restored
L= [ Annual Laave Transfer N | EW
- [ Annusal Lasve Trarsfer Othe
< > o e | | [AGENCY_ABBREVIATION [Ful Mame | Age | GRADE Length_of_Service |0OC_SERIES_CODE [Employse Count
~| Catalog s /@ BENSON GEOREE Al 5813 26.00 2210 1
List Al E JOHM Sk | 33105 2.00 0318 1
& [ My Foldars ESTEFAN GLORIA MARIL 0 0962 1
e (i Shared Folders FOLINTAIN PETE M 2.00 0344 1
| GATE MARIN P 35.00 0502 1
3 | MOE LARRT GURLEY 4.00 0510 1
et E - | 4
b 3-76 %5 | |PRESLEY ELVlS A4FON 3.00{2210 1 v
[ Tate | FAITTBONNIE & 25.00 2210 1
mnm e =—— = >

Figure 231: Results Tab With Concatenated Data Element

Using the Running Aggregate Function

To Use the Running Aggregate Function:

1.
page.

Navigate to the Selected Columns pane within the Criteria tab of the ad hoc report editing
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2. Select the Edit icon for the desired data element. The Edit formula menu is displayed.

3. Select Edit Formula from the drop-down menu. The Edit Column Formula popup appears.

wAnsieHT

B RNO_DATA_RFTD_TO_CF™
B - SALARY_RATE_CODE

B SECURITY_ACCESS_LEVE
&~ SEPARATION_ACCESSION

- SPECIAL_EMPLOYEE_OOC

8- ster

5 SUP_MGR_PROB_PER_RE
B TELEWORK_ELIG_IND
B TENURE_GROUP

B Tenure_Group_Code_aAnd
B TENURE_GROUP_DESCR
B Total_Hourly_Pay_Salary
B uen

j usi

jin}
N_PREF_RIF

B WORK_SCHED_DESCR
B woss_screouLs

B- work_Schedule_Code_ani
5 woRKING_TITLE_CODE
< : >
~| Catalog +, len # W@
List Al [~]

B> My Foldars
= ] Shared Folders

Intelligence Delivered

search all E #| advanced Help > Signow O

Untitled Homa | Catslog  Favorites v | Dashboacds v | New~ BB Open» | Signed Inds tramés ~
Criteria Results Prompks Advanced H aii_'l y
| Subject Areas 5 ER
5 REEMPLOYMENT_IND | Selected Columns B W

Double dick on column names in the Subject Areas pane o add them to the analysis. Onca added, drag-and-drop columns to reonder them. Edit a
column's properties, formula and filters, apply sorting, or delsts by dicking or hovering over the button next to its name,

Organization Employes Probile
i AGENCY CODE . E ssvo S H S =
S— :
3 Edit formula
e s
(&5 Column Properties
~| Fil :
ilters P Fer .
Add filters to the analysis critersa umn in the Selected Columns pane, or by dicking on the filter button in

by dicking on
the Filter pana header. Add a saved filtar by cis ¥ Delete ing ftz name in the catalog pane.

Add Filkers Here.

Figure 232: Edit Formula Popup

Note: Users can only apply formulas for scenarios that they are planning to measure data elements,
not attributes or hierarchies.

4.

View the Edit Formula popup to customize the Column Heading and apply formulas to

the values within the column.

Select Custom Headings checkbox under the Column Heading field in the Column
Formula tab.

Customize the new column heading with a title that indicates the result of the counted
data elements from the Edit Column Formula popup.
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Note: The customized Column Heading appears within the report when it is run.

Edit Column Formula ;’) -]
Column Formula Bins
Folder Heading [Employee Profile
Column Heading [No PIT SSNO| ®

M custom Headings
[T Contains HTML Markup

Aggregation Rule (Totals Row) |Default (None) K%

Available Column Formula
Subject Areas “Employes Profile”."SSNO™
7 @ Workforce Profile

= [ —Dimensions—— A

> [ Accounting Station

() Agency SSNO Change

[ Allowances

0 Annual Leave Restorad

() Annual Leave Transfer %
[J Annual Leave Transfer Othe

(3 Annual Sick Leave

23 Appointment Type

CJAWOP Leave

{JBond Coowner

[ Bond Data W
=1 Bond Owner

A\'\\,\'\\'\"\\'\\

> ) || Fiber. || Columa v || vaiatle v | + [- x|/ 1% [¢l) |n!

Figure 233: Edit Format Popup With Column Headings

7. Leave the Aggregation Rule at default, as this impacts the calculation users can apply to
the table from the Layout pane.

8. Select Column to choose from a menu of data elements in the pane to use in the formula.

9. Select the targeted data element.

Icon Name Definition Icon
Insert Criteria | Allows the user to choose the data elements to use in
Column the formula.
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Edit Column Formula 3)
Column Formula Bins
Folder Heading [Employes Profile
Column Heading |No PII SSNO

M Custom Headings
] Contains HTML Markup

Aggregation Rule (Totals Row) |Default (None) s
Available Column Formula
Subject Areas “Employes Profile”."SSNO™

7 (3 Workforce Profile
L= [ —-Dimensions----
= [ Accounting Station
> [ Agency SSNO Change
£ [0 ABowances
b~ £ Annual Leave Restored
b~ [ 2 Annual Leave Transfer »
b= [ Annual Leave Transfer Othe
> [ Annual Sick Leave
b= [ Appointment Type
b= [ AWOP Leave
> [ Bond Coowner
b= [ 8ond Data LY
E- 77 Bond Owner

2

) o) Filter... Column -4 Wariabla .. + - ool % ( )] il
AGENCY_CODE

S5NO

TSR oK Cancel

Figure 234: Edit Column Formula Column Drop-Down Menu
10. Confirm that the data element remains highlighted.

11. In the Column Formula workspace within the Edit Column Formula popup, select Insert
Function from the menu of mathematical functions.

Icon Name Definition Icon
Insert Function | Contains a menu of functions to modify a data
element. ool

Note: Each time a user adds a data element or mathematical operation, the formula will be highlighted in
the Column Formula workspace. Before adding another data element or mathematical operation, select
the cursor where the new item will be added to avoid overwriting the existing formula.

Icon Definition Icon
Name
Multiply Increases the value by a define
increment (e.g., to increase by 50 X
percent (%) use multiply (*)1.5
Divide Decreases the value by a defined
increment (e.g., to decrease by 50 f

percent (%) use multiply (*) .5).
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Icon Definition Icon
Name
Plus Increases the value by a defined
amount (e.g., to increase by 50, use +
plus (+) 50.
Minus Decreases the value by a defined
amount (e.g., to decrease by 50, use =
minus (-) 50. e

Edit Column Formula @R
Column Formula Bins
Folder Heading  Employes Profile
Column Haading 'SSNO

Custom Headings
[ contains HTML Markup

Aggragation Rule (Totals Row)  Default (None) v
Available Column Formula
Subject Areas | %0304 | Right("Employes Profile”,"55NO" 4

v @ Workforce Profile

= [J —Dimensions—-
b> 3 Accounting Station
= 0 Agency SSNO Change
L= 3 Allowances
= [ Annual Leave Restored
L= [JAnnual Leave Transfer $
> [ annual Leave Transfer Othe
> [ Annual Sick Laave
B [ Appaintment Type
L= [ AWOP Leave
L= [ Bond Coowner
[> [ Bond Data ¥4
k= FABond Owner |

£ > ) | Fiter.. || comn v || verable v+ [ - lx [g s Lol Lulf

Figure 235: Edit Column Formula Function Icon and Mathematical Operations Icon

1. Select Function.
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Untitled

Intelligence Delivered

s
1 @

Criteria

" Edit Cohuma Formula @\
~! Subject A
{ Column Formula Bing

I
3 ' Folder Heading [Employee Profile ;'.r them. Edit a
D.mnm
[ contains HTML Markup

Available Column Formula

Subject Areas | Emploes Profile SSHOS

1V & my »
:‘Té:-l'r' buttan i

£
« Catalog

<l > i fle) | Fiber.., || Coumn v || Variablew |+ |- dx [y % [C1) bl

_ilﬂ

Figure 236: Function Icon With Column Formula Workspace

Double-click the Conversion folder to expand the folder. The folder is expanded.
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Insient Intelligence Delivered Search [Al v 3] ‘Adunc & o
Untitled i : ; Signed In As (raings -
o Edit Column Formula ) BB
Column Formula
]
Employes Pr Rrine
28
N
v
Syntax
Where
| < >
}
Description  Changes the data type of a value or a niull valie to
another data type.
oK Cancel

Figure 237: Insert Function Popup With Conversion

3. Double-click Cast to apply the function to the data element. The word CAST will appear
at the beginning of the formula.

215



Insight

wINSIBHT Intelligence Delivered search [Al v *| Adve elp v Signou O

Untitled ] B Open »  Signed In As trainds =

2

" Edit Column Formula @\

e o
R
Custom Headings
: [ contains HTML Markup
| Aggregation Rule (Totals Row) | Default (None) ==
. i Column Formula .
b D ===Dlimensions--- A

:
g

> [3Bond Data v

> [ Bond Cwner

< > ) ||_Fier.. || Column v || versble v | + |- | x 1/ % [ ([) 4]
ﬂl:imcel]

Figure 238: Column Formula Workspace

4. Replace the type text with user's desired type text, (example: "CAST("Employee
Profile"."SSNO" AS char(9)).
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+INSIEH

Untitled

Criteria

T

= Subject A

)
=

i
]

Intelligence Delivered

 Edit Column Formula

Column Formula  Bins

Coburmn Heading [No PIT SSNO

M custom Headings
[ contains HTML Markup
Aggregation Rule (Totsls Row) |Default (None) [~
Available Column Formula
Subject Areas "CAST("Emplayee Profile”. SSNO" 45 HENENN
¥ (@ Workforce Profile A1

Gwsieeem > | |L# [eke. | cokenw || vosblew | + |- [x [y lw le1) 10

P W

h-.e filtar button in

Figure 239: Cast Function Applied in the Column Formula Workspace

217







Insight

Filters and Prompts

Purpose of Filters and Prompts

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

e When the mechanism is applied - before, during, or after the report runs.
e Ifthe mechanism is applied the same each time or can change.

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

Filters and Prompts

Filt e Restricts data the report runs
Hiter e Applies every time the report runs
¢ Not a visible component of the table or report; works
behind the scene of a report
e Enables users to select data restrictions after the report
Table Prompt FUNS
e May change each time the report runs
e Visible element of a table that appears directly above
the report table in the run view
Report P ¢ e Restricts data within a report each time the report runs
cport Fromp e Visible elements of the report that appears on a page
before the report is in the run view
Enables users to select data restrictions after the
Dashboard Prompt * dashboard runs
e May change each time the dashboard runs
e Visible components of the dashboard in the run view
Filters

Filters are applied within the Criteria tab of the ad hoc report editing page and restrict the data
before the report is run.
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Note: Filters that are applied to a report are listed in the Filters pane within the Criteria tab.

ISIGHT
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Figure 240: Filters Pane
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Report Prompts

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.

wlnsignr Intalligence Deliverad — = o et Ty Ganr 3

COMPO1 2 Employes Incentives (3its)

Emplayes Incentives [ TRs)

* Dabe of Action
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(AN Cobure, Vishas) > (AR Coburnn Vot x| (A Column Veluss | | (Al Coharn vakues) > (al Coluen Vel
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(A8 Coku]
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Report prompt selections restrict the data
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P o EMployee . Pay Occ e 51 POSTEION Dificial
Ong Structure poq TP Plan Serics Srde/Step 10
Views
El
P ~
I raais =
i 3 e N
[T p— 7
W rers +| Selection Steps

&SR

2,784
24,953
£19,477,283.73

$780.56
s %
* Al cash wards ae QOGS ATOUNSS
F

Figure 241: Report Prompts

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

Dashboard Prompt

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

restrictions on the data and immediately see the impact on the dashboard.

e Dashboard prompts are a visible component of the dashboard in the run view.
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Figure 242: Creating a Dashboard Prompt

e Allows users to toggle between the amount of restriction on data in the dashboard

after it is run.

Accessing the Prompts Page

Report prompts will restrict data to custom ranges as a report runs. 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.

To Access the Prompts page:

1. Select the Open action link. The Prompts page is displayed.

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.
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Note: Report prompts distinguished by an asterisk (*) indicates a mandatory field.

AINSIGHT Intelligence Delivered

COMPO12: Employee Incentives (3Rs)

| Advanced Help» Signout O

Home | Catalog @ Favorites « | Dashboards»  [[§ New~ | BB Open = | Signed In As | trainBS »

Employee Incentives (3Rs)

* Date of Action
A -
Between 25- £
* Department Code * Agency Code Org Lvl 2 Org vl 3 Org Lvl 4
—Salect Valus— = skt Valie—- ¥ | —Salect Viahe—- ¥ —Select Value—- ¥l [ —Salect vale— L
Org LVl 5 Org Lvl 6 Org Ll 7 OrgLvlB POL
~Salect Value-- ¥ -Sslect vale- v |—select vale—- v|  -Select value- | |-sSsiect value-- x|
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~Select Value-- x| |-Selact Value-- =l [~Selact value- =|
Type of Appointment Work Schedule Type of Employment
—-Salact Ve | | --Sefact Value-- x| | -—Salact Ve -l

Incentive Type (NOA Code)

—Salect Vialus— =]
Legal Authority 2nd Legal Authority
—Salact Valus-- w|  —Saject Kale- hd

_Resaty |
Edit - Refresh - Copy

Figure 243: Prompts Page

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

2. 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. Valid values are:

e Drop-Down - Select from a list of potential values or type the selection directly into
the values box.
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Figure 244: Drop-Down Prompt

e C(Calendar - Select the date (month, day, and year) from a Calendar View

Select Date ]
4 [March [ 20135 0
SN MON TUE WED THU R SAT
1 2
3 4 3 & 7 8 3
10 11 12 13 14 15 16
B 18 o B o2 B
4 15 6 pr) m n 30

n

go] cemst]

Figure 245: Calendar Prompt

Note: 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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Note: Reports that use time prompts, such as the calendar, contain historical data which allow
users to restrict the date range based on prompt selections. When a report includes the option to
choose between calendar year and fiscal year use one of the time prompts, not both. If the user
use both, the data will be invalid.

Select OK to run the report.

L.ulmn Intelligence Delivered
COMPO12: Employee Incentives (IRs) E vew+ BB Open. Signedin As |traings -
Employee Incentives (IRs)
* Date of Action
Between01/17/2011 @y o1/61/2003 &
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= x> %0 x| (Al Column values) x| (Al Column values) x| (Al Column values) =
Org Lvl 5 Org LVl 6 Orgivl 7 Org LVl 8 POIL
(Al Column Values) >l (Al Cobkumn Values) >| (Al Column Vahses) =l (Al Cohumn Values) >| (Al Column Vahsts) hd
Pay Plan Dccupational Series Grade
Al Colurn Vahses) w| (AN Cohumn Values) =] (Al Column Values) =
Type of Appointment Work Schedule Type of Employment
(Al Column Vislues) x| (Al Column Values) x| (Al Column Values) =l
Incentive Type (NOA Code)
(AR Column Values) =
Legal Authority 2nd Legal Authority
(Al Cobumn Vahoes) =] (AR Coburn Vahues) =l
_OK || Reset |
Edit - Refresh - Copy

Figure 246: Report Prompt Page With OK Button

Note: Select Reset to return all report prompts to the default view.

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, or other report components populate based on restrictions
applied by the report prompts.
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Figure 247: Report Run View

Basic Edits to Existing Common Reports - Add Report Prompts
To Use the Add Report Prompts Edits:

1. Select the Prompts menu option locate on the top navigation bar of the ad hoc report.

2. Select New icon from the Prompts tab navigation bar. The Prompts tab is displayed.

»ANSIEHT Intelligence Delivered

Gmmna | Rmuts  Prompts | Advenced BB @
! Definstion

Acd prompss for users when they rn this analyss.

Ieh | 4 | SH[E
Proempt Labal Dremgt For | Deserian e TRR e T Lo
Wraget

! Display

Figure 248: Prompts Navigation Bar
3. Select Column Prompt from the menu of options.

4. Select More Columns.

Insight
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Report 1
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e |4 BINER |~

| Fromet Labal “Emptoyes Profile”. "B TERNATE_WORK_SCHEDULE_DESCR® ST
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Figure 249: More Column Option Within the New Icon Drop-Down Menu

5. Select the targeted data elements.

Select Column ‘am
Columns
| [ Lk Aiction Reosteed
~

= [auife lrmarance Biresskly
> [ List Employes
b [ Mdtary Losve
L |00 WO ot
= CRO0C Series
¥ D Organiation
- AGENCY_CODE
S DERARTMENT_CODE
- AGEMCY_AEBREVIATICN
B Agancy_Code_jrd_Desce
S Agency_Cos_and_Short_Description
G AGENCY_MaME
8- Department_Code_And_Descr
S DEPARTMENT_KavE

W

& Grg_Code_Lavel 3 Code_ed_Long Des

< >

aneed

Figure 250: Columns Window With Targeted Data Element

6. Select OK to close the popup.
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The New Prompt popup appears. This popup contains options to specify the type of
report prompt and value using the options.

P Frompn: @
et e ko OpRNTON DEPARTMENT_CODE™

Figure 251: New Prompt Window With Operator Selection
7. Select an option from the Operator drop-down menu.

8. Select Options arrow to expand more options.

2 type e
[ Reaguire uzer inpct

Figure 252: Choice List Values Options

9. Select OK.
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Edit Prompt: am
Prompt For Colume, "OTDanization” AGENCY_COOE™ [
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Figure 253: Edit a Column Prompt Within Prompt Label Pane
10. To edit a column, highlight the Prompt Column in the Prompt Label pane.

11. Select Edit icon in the Prompts navigation bar.

Note: To rename the new prompt, type a title in the Label workspace in the New Prompt field.

If a column is already added to the Prompt Label pane a message from the web page will

appear, This column already exists in prompts. The action will be ignored.

12. Select OK to continue.

vInsigaT Intelligence Delivered
Vome | Catslog | Favortes» | Dachbosrds» [ Mew~ | BB Opan+  Sigedin is tramds -
Ctets  Remdtn  Prompts  Adesncsd Hid @
=/ Definition A
Add peemats for Lsars whn they rur Ea Snalyaie. ) =
@+ HllE 2
Frompt Label Type Prompt For Description Reguired Nt Colurmn
[ raget Fage
AGENCY_CODE Column valse  AGENCY_COODE O
Message from webpage - » I
§,, This column already exists in prompts. The action will be ignored.
b

Figure 254: Message Indicating Column Exists

13. Select Save As once all prompts are completed.
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Figure 255: Completed Prompts Columns

14. Select Catalog action link from the top navigation bar.

15. Expand My Folders to navigate to the desired report.

Basic Edits to Existing Common Reports - Set Default Prompt Value(s)

To Set Default Prompt Value(s):

1.

2.

Select the Prompts tab.
Select Edit action link from Run View
Highlight the desired prompt in the Definition pane.

Select Edit icon.
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Figure 256: Definition Pane With Targeted Prompt and Edit Icon
Expand Options in the New Prompt pane to set a default prompt value.

Select Specific Values from the Default Selection drop-down menu. The Edit Prompt:
Department Code popup appears.

Edit Praanpl: Daparkmant Codde ] -]
Promgt For Coksme "OFGanimation” "DERARTHENT_CODE" il
Labe! Department Code

A Cusstom et

Dascriptics

Operstor SemlB /N ™
User Ingut | Choie= Lt =
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Chose List Vehues [ 43 Cojumn Valuas wl
] inchusde "l Cobame, vahes" choice in the it
[ Lieit wahoes e
7] Errble: aser b scdect mktiple vohurs
W] Eraible ucer to type values

+x

Choce List Width () Dynarnic @) (120 ek

= ]
Set o vanable |0 fhes

Figure 257: Edit Prompt Window With Default Selection

Select Select Values.
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Edit Frompt e

Ot

Figure 258: Edit Prompt Window With Select Values Icon

Icon Name

Definition

Icon

Select Values

Displays a list of available values to include in a
report.

8. Find the desired value in the Available pane.

9. Select the desired value.

10. User can select value by using the Move icon

OR

Double-clicking the value.

Icon Name

Definition Icon
Move Displays the selected value(s) to the Selected pane. S
Move All Displays all of the values(s) to the Selected pane. %
Reverse Move Displays the value(s) back to the Available pane. Q |
Reverse All Displays all of the values back to the Available pane. &k
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Figure 259: Select Values Window With Available Options
11. Select OK to close the Select Values popup.
12. Select Save icon to save the report.
13. Select Home action link to return to the home page.
14. Select Open action link for the targeted report.
ANSIBHT Intelligence Deliversd search (ol ~ ¥ sdrced nep e Sgow ©

Create... @j Recent
[o=f¥ Analyses and Interactive Reparting Dashisoartis
2| Analysis | Dashboand | More

[ Publivhed Repurting
B fimport | mmport Job 1 Move

@ Actionable Inteligence
Agent | Action

L ? Perdormance Managensest
iset| scorecand | 71 KT Watchit

Browse/Manage...
Al Content ot 1

= Open| Edt| Mo+

B s Ly Most Popuar

prg s (W) o recomearcdatins are cumenty suséable. Most Poguiar e wil b deplayed here when nests bacome suaiable
Report Jobs
Repart Job History

Get Started...

- -

? Orache B B2 Documantston

i b Crache 81

I_‘ Dowrkoad Bl Desktop Took »

Help Conturts «

e
.é, Cracls Tachnology Fetwork

Figure 260: Open Action Link With the Recent Reports
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15. Select the appropriate report prompts to restrict the report.

winsieir Inteliigence Delivered Seach Al ~] | Abanced Help. Sgnow O

Edit - Refresh - Copy

Home  Cialeg  Faneories »

Figure 261: Restrict a Report
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Figure 262: Result for Set Default Prompt Values Report
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Creating Prompts

Prompts are created in the Prompts tab of the ad hoc report editing page to restrict data each time

a report runs. Users can also set default values for report prompts.
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Figure 263: Prompts Tab and Report Prompts
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Creating Table Prompts

Table prompts allow users to manipulate data restrictions in a report from the run view. To create
a Table prompt, drag and drop data elements in the Layout pane. Table prompt includes a drop-
down menu of options to restrict data in the report after it runs.

winsIEET Intelligence Delivered
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Figure 264: Table Prompts

Creating a New Report Prompt

Prompts are created in the Prompts tab of the ad hoc report editing page to restrict data each time
a report runs. Users can also set default values for report prompts.

To Build Report Prompts:

1.

Select the Prompts tab of the ad hoc report editing page. The Prompts tab is displayed.
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Figure 265: Report Prompts Tab

2. Select New icon from the Prompts tab navigation bar.

————— #| Advanced Help» Signout O

winsiut Intelligence Delivered Search [all =
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Figure 266: Prompts Tab Navigation Bar with New Icon

3. Select Column Prompt from the menu of options.
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Figure 267: New Prompt Icon with Column Prompt Option

4. Select the desired data element from the Column Prompt drop-down menu.
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Figure 268: Column Prompt Drop-Down Menu

Note: By selecting More Columns, a user can create a report prompt on a data element not
represented as a column in the report.

5.

View the New Prompt popup. This allows the user to customize the prompt. Valid values
are:

Prompt For Column: References the selected data element.
e Label: Customizes the text that appears next to the prompt.
e Description: Customizes the text that appears as a user hovers over the prompt label.

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

e User Input. Determines the appearance of the prompt as a text field, choice list, slider,
checkbox, radio button, list box, or calendar.
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Figure 269: New Prompt Window

Note: The User Input options will depend on the type of data being prompted (e.g., Calendar dates are
the only data that can be prompted by a calendar selection).

6. Expand Options to view additional customizations available to the report prompt,
including All Column Values, Require User Input, etc. A list of options is displayed.

240



Insight
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Figure 270: New Prompt Window with Options Section

7. Select OK to return to the Prompts tab.

8. View the prompt listed vertically within the Prompts workspace, documenting the Prompt
Label, Prompted For (data element targeted by the prompt), etc.

Note: The New Column checkbox will update based on the user's selection of the Horizontal Layout
icon and the Vertical Layout icon which structures the prompts page layout. The arrows along the
right side of the Prompts workspace allow the user to change the order of the prompts on the Prompts

page.
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The Display pane previews the report prompts as they will appear on the Prompts page

preceding the report in run view.
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Figure 271: Prompts Workspace with Prompt Preview
9. Select the desired prompt.

10. Select Delete icon to remove the prompt from the report.
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Figure 272: Prompts Workspace With Delete Icon

Note: Once the user selects the prompt, it will be highlighted in the Prompts workspace.

Linking Dashboard Prompts to Reports in the Dashboard
To Link Dashboard Prompts:
1. Select Catalog action link from the top navigation bar.
2. Navigate to the report which will be impacted by the dashboard prompt.

3. Select the corresponding Edit action link to open the ad hoc report editing page. The
applicable ad hoc report editing page is displayed.
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Open | Edit | More~

Employee Count by State for 2014 | Last Modified 8/3/2015 12:16:16 PM | Owner NFED13
Open | Edit | More~

Employee Count Report | Last Modified 8/24/2015 10:56:07 AM | Owner NFED13

Open | Edit | More-

Employee Roster by Work Schedule | Last Modified 9/10/2015 11:06:21 &M | Owner NFED13
Open | Edit | More~

How to view the Hierarchical Data Structure | Last Modified 7/20/2015 10:51:48 AM | Owner NFEOL3
Open | Edit | More~

PERHIS common report | Last Modified 7/20/2015 3:56:51 PM | Owner NFEOL3

Open | Edit | More~

Report 1 | Last Modified 7/17/2015 2:18:59 PM | Owner NFEDL3

Open | Edit | More»

Report 1 with Prompts | Last Modlfied 8/24/2015 4:07:04 PM | Owner NFEDL3

Open | Edit | More~

Report 2 | Last Modifisd 9/5/2015 4:11:34 PM | Owner NFEDL3
Open | Edit | More~

Report 3 no edits | Last Modified 7/31f2015 10:25:42 AM | Owner NFEDLS
Open | Edit | More-

Report 4 | Last Modified 8/18/2015 2:57:25 PM | Owner NFEOLS
Open | Edit | More-

WFPD03: Work Schedule and Type of Appointment | Last Modified 5/21/2015 2:43:28 PM |
Owner NFEO13

Open | Edit friore~

Figure 273: Report in Catalog With Edit Action Link

Select Filters icon from the Filters pane in the Criteria tab.

Select the data element used to create the dashboard prompt. The New Filter popup

appears.
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Figure 274: Filter Icon Drop-Down Menu

Note: If the data element is not listed in the Selected Columns pane, it will not appear in the drop-
down menu. Use More Columns to access a full list of data elements in the Subject Areas pane.

New Fiter ] ]
Employmant_Trpe_Code_feet_Deser (il

b cof anctber sk

Figure 275: Operator Drop-Down Menu With Is Prompted Option
6. Navigate to the Operator drop-down menu from the New Filter popup.

7. Select Is Prompted.

Note: Users should repeat this step for each data element in each report impacted by a dashboard
prompt.

8. Select OK to close the popup.

9. Select Save icon to save changes to the report. The changes are saved.
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Figure 276:

Creating Filters

Filters are critical

Save As for Work Schedule and Type of Appointment

for creating accurate reports because they restrict data to a particular time

frame or set of data. A filter restricts data before the report is run and each time it is run.

Filters provide the following:

e New action link allows users to create a Filter independently from a report or dashboard.

e Filters that are applied to a report are listed in the filters pane within the Criteria tab.

e Commonly Used Operators:

e s equal to/is in: Filter for a specific value
Application: Department, Agency, Pay Period, year

e s between: Filter between two values
Application: Dates

e Is prompted: Connects prompts between reports
Application: Managerial reports, dashboards
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Figure 277: Creating Filters
To Create Filters:

1. Use the Filters pane in the Criteria tab of the ad hoc report editing page to create new filters
and view a vertical list of all filters applied to a report.
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Figure 278: Criteria Tab With Filters Pane

2. Select Filter icon from the Filters pane
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Select the targeted data element.
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Figure 279: Filter lcon Drop-Down Menu

Note: By selecting More Columns, the user can create a new filter on a data element that has not been
identified as a report column.
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Figure 280: Data Element Edit Icon Drop-Down Menu (Select Filter)

Icon Name Definition Icon
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Filter Restricts data to certain fields before the report runs.
Remove all Filters Allow users to remove all existing filters %
More Options Allows users to save a group of filters as an independent

item in the Catalog.

3. View the New Filter popup to customize how the filter restricts data in the report. Valid
values are:

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

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

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

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

Mew Filter 3) s
Column EMPLOYMENT_TYPE_CODE_DESCR: g

Operator IS equal to [ s n | W
Vahue - g8

Add More Optons Clear A |
[ Protect Filter
[ Convest this filter to BRI

Ok Cancel

Figure 281: New Filter

4. Select OK to apply updates to the filter. The new filter will list vertically in the Filters
pane.
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Figure 282: Filters Pane With New Filter

When there are multiple filters applied to one report, by default the filters have an "AND"
relationship.

5. Select the AND action link to change the relationship to "OR".
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Figure 283: Filters Pane With Logic Functionality

Icon Name Definition Icon
Edit Filter Customizes the structure and/or styles of a report
component (e.g., Title, Graph, Table) within the Results tab. /
Copy Filter Copies a data element, report component, or dashboard E—
component.
Paste Filter Pastes a data element, report component, or dashboard
component. m
Delete Deletes a data element, report component, or dashboard
component.

Adding Filters

Filters are critical when creating ad hoc reports as they restrict data in a report. Create
customized filters to fit specific needs when designing an ad hoc report.

Ways to create a filter:
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Sort or edit formula column properties such as formatting and creating filters.

Select the data that appears in the report by adding a filter. Valid values are:

Icon Name Definition Icon

Filter Restricts data to certain fields before the report runs.

Remove all Filters Allows users to remove all existing filters [ %

More Options Allows users to save a group of filters as an independent
item in the Catalog. /4

To Edit or Filter a Data Element:

1.

2.

Select Edit icon on a data element in the Selected Columns pane.

Untitied

Criteria Results Prompts Advanced

v/Subject Areas Q. 96 - (3 @ [EHLE &
- [Z)Eamings Limitation Detail A | Selected Columns
> [ ] Education Level

£ [ EHRI Emergency Contact Organization _Employee Profile

= mEST IR & peparTMENT_CODE i H AGENCY_CODE i H ORG_CODE i E Name_Employee_Full 5
= |_JEmployee Education
" [Z3Employee Profile § sort .
B ACCESSION_1ST_AUTH_C ) dt formula
B+ ACCESSION_2ND_AUTH_C = )
- ACCESSION_AUTHORITY v g Column Properties
B ACCFSSION Mme) l—P e
«| Catalog % b / @) | ~ Filters # Delete
List Al v [ save column as
&= My Folders

&= |l Shared Folders P

Figure 284: Filter Option Using the Edit Icon from Data Element
OR
Select Filter icon to add filters in the Filter pane.

Select More Columns to filter data elements that are not already present in the report.
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~| Filters DEPARTMENT_CODE | P& »
AGENCY_CODE
ORG_CODE
: Name_Employee_Full

Maore Columns ...

Figure 285: Filter Icon, More Columns

For additional information about data elements, use the Insight Data Dictionary for definitions and
folder locations. For the most current version of the Data Dictionary go to the Insight website located
on the NFC Home page,

https://www.nfc.usda.gov/ClientServices/HR _Payroll/Initiatives/Insight/Resource _Materials.php.

Note: For all Insight WFP ad hoc reports, users must filter SEPARATION ACCESSION TYPE to
pull data only about active employees. To do this, users should filter
SEPARATION_ACCESSION TYPE is equal to / is in 0;3.

Adding a Calendar Filter
To Add a Calendar Filter:
1. Select Filter icon from the Filters pane.
2. Select the targeted data element.
OR

Select More Columns.
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The Select Column popup appears.

AnsieHT Intelligence Delivered
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Figure 286: Filter Pane and Filters Icon for Applying Calendar Filter
Select the targeted data element form the Select Column popup.

The New Filter popup appears.
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Figure 287: New Filter Popup With Value Field
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This popup contains options to customize how the filter restricts data in the report using
operator and value specifications.

4. Select an option from the Operator drop-down menu.
5. Type or select the desired value into the Value field.
6. Select OK to apply updates to the filter.

The new filter will list vertically in the Filters pane.

7. Select Save As icon to save the report.
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Figure 288: Save and Save As Icon for the New Filter in the Filters Pane

8. Select the Results tab to view the result of the report.
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Figure 289: Applying Calendar Filters

Creating Calendar Filters to Restrict Data to the Most Recent Pay Period and Year

To Create a Calendar Filter to Restrict Data to the Most Recent Pay Period and Year:

1.

2. Select the targeted data element.

Select Filter icon from the Filters pane.
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OR

Select More Columns.
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Figure 290: Filters Pane With Filters Icon

The Selected Column popup appears.

MSIGHT
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Figure 291: Select Column Window
3. Select the targeted data element from the Select Column popup.

4. The New Filter popup is displayed.
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This popup contains options to customize how the filter restricts data in the report using
operator and value specifications.

o 1]
Cohamn  PAY_PERIOD_NUMEBER [l
Operatos |is egual to / is in ~]
Valua .
Add More Options | _ Clear &l
[ Protect Fiiter

A Canwert this filter to SQL

o Cancsl

Figure 292: New Filter Popup
5. Select Convert Filter to SQL checkbox.
6. Select OK to close the popup.

7. Type the SQL code that pulls the most recent biweekly load.

Advanced SQL Filter 2R
This page alicws you to enter @ custom where cdause using SOL syniax. (2.0, Sales Facts.Dollars < 100) After enterirg the SOL, press OIK

“Calerdar Time"."PAY_PERIOD_NUMEBER™ = VALUEOF
(“WFP_BWKLY_PP_init"."wip_tmidy_po_var"|

Figure 293: Advanced SQL Filter Window With SQL Code
8. Select OK to apply updates to the filter.

9. The new filter will be listed vertically in the Filters pane.
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10. Select Save As icon to save the report.
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Figure 294: New Filter Added to the Filters Pane (Pay Period Number)

11. Navigate to the Results tab to view the result of the report.

Saving a Group of Filters

To Save a Group of Filters:

1. Select More Options icon from the Filters pane within the ad hoc report editing page. The
Filters options are displayed.
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Figure 295: Filters Pane With New Filter
Icon Name Definition Icon

More Options

Allows users to save a group of filters as an
independent item in the Catalog.

2. Select Save Filters from the menu of options.
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Figure 297: Filter Save As Window

3. Type the name of the filter to be saved in the Name field on the Save As popup.
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Note: By default, Insight will recommend the user saves the filter within a folder with the title of

the Subject Area from which the item was created (e.g., WFP). Users should comply with this

recommended location in order to use the filter in future reports.

4. A checkbox at the bottom of the Save As popup allows the user to replace the current list
of filters with a grouped filter referenced by the saved name. Uncheck this box in order to
maintain the ability to edit filters individually.

Save As ] - |
Folders ts Save In
[ i Federy. i /My Folders/Subject Area Contents/Workforce Prof R Y R
| ~/1. Common Repart Librany,
| -i2. insight System Reports/
| 3. Public (Share Your Repc
4. Agency Folders/../ Workf

5. Password Reset/../Work!

Agency Full Time Four 10 Hour Days Employess| x

Description

< >

[ Replaca curment raport filters with a reference to the saved filter |

Figure 298:

Replace Current Report Filters With a Reference to the Save Filter Checkbox

5. Select OK. The filter is saved.

Applying a Saved Filter to a Report

To Apply a Saved Filter to a Report:

1. Navigate to the Catalog pane from the Criteria tab of the ad hoc report editing pane.
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Figure 299: Criteria Tab With Catalog Pane

Note: When applying a saved filter to a new or existing report, the filter and report must be from the
same Subject Area.

2. Navigate to the saved filter from the Catalog pane of the ad hoc report editing page

3. Double-click the filter name.
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Figure 300: Saved Filters From the Catalog Pane
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Note: Users can apply filters to a report even if the data element is not included within the Selected
Columns pane. This acts the same as if the user were to select More Columns when creating a new
filter.

Apply Saved Filter 28

R is edisal to [ s i Fll-Time
isequal to [ i5in Four 10 Hour Days Per Week

Figure 301: Apply Saved Filter Window With Filter Options

4. Use the Filters Options within Apply Saved Filter popup to customize how the filter
appears within the report.

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

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

Creating Filters to Restrict Data
To Create Filters to Restrict Data:
1. Select the Filter icon from the Filters pane.

2. Select More Columns in the drop-down menu.
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Figure 302: Filter Icon Menu of Options With More Columns Window to Restrict Data

3. Select the targeted data elements from the Select Column pane.

Select Column 28
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Figure 303: Select Data Elements in the Select Column Window
4. Select an option from the Select Column drop-down menu.

5. Select the OK button to apply updates to the filter. The new filter will list vertically in the
Filters pane.
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Figure 304: New Filter Added to the Filters Pane

Filters Record View

To Use the Filters Record View:

1. Select the Results tab. The Results tab is displayed.
2. Select the Views pane on the Results tab.

3. Select Filters from the New View menu options in the Views pane.
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Figure 305: New View Options

4. View the Filters record component of the report.
list of all filters applied to the report.

The Filters record will create a vertical
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Figure 306: Filters Record

Note: The Filters record will update based on the filters included in the report as well as any prompt
selections made at the time the report runs.
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Joins (Unions and Intersections)

This section will review Insight's union and intersection functionality which can be used to
create an analysis that combines data from multiple analyses - in one Subject Area or across

multiple Subject Areas.

Two methods to create joins in Insight are:

e SQL Set Operators

e Custom joins via written SQL (SQL Programming)

Purpose of Unions

A Union joins two or more analyses from different Subject Areas in a single report. This has

many practical applications for report building in Insight.

Below are examples of using Unions in Insight.

Purpose of Report

Components of Report

Impending Not-to-Exceed (NTE) dates for
Personnel Actions.

Union of three Workforce Profile reports

e Non-null Non-Pay NTE Dates
¢ Non-null Appointment NTE Dates
e Non-null Promotion NTE Dates

Listing of employee contributions to Health,
Life, and Flex Funds by plan code.

Union of PACS Health, PACS Life Insurance, and
PACS Flex Funds reports

e PACS Health
e PACS Life
e PACS Flex Funds

Listing of time charged to Annual Leave in a
pay period along with Annual Leave balances
at the end of the pay period.

Union of PACS Leave and PACS App Charge
reports

e PACS App Charge
o PACS Leave

Purpose of Intersections

An Intersection joins two or more sets of data in a single report, with a commonality (such as

SSNO) between the two reports. Below is an example of using intersections in Insight.
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Purpose of Report Components of Report
Attrition calculations showing employees hired Intersection of Workforce Profile and Personnel
between 1994 and 2013 who are still active History reports on SSNO:

I t A .
employees at Agency e WFP - Listings of active employees
e PERHIS - Listings of all employees

hired via 100 series NOAC

Employees who contributed to both Health and Intersection of PACS Health and PACS Life
Life insurance plans in the same pay period. Insurance report:

e Health - Listings of employees who
contributed to a given Health Pan

e Life - Listings of employees who
contributed to a given Life Insurance
Plan
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Analysis and Views

An analysis is comprised of one of more Views. Create multiple Views in an analysis to enhance
the depiction of data.

The Views pane includes various options to display data as a:

e Table: Organize data in a standard table
® Pivot Table: Present summary data

e Graph: Analyze data graphically

EY4 | -
PAY PERIOD NUMBER  [YEARID  |AGENCY CODE  |PAY PLAN CODE | Employes Count View 1:
202013 EF L
& 1 Table
B L
GM l
G5 1758 —
e S
=R
—
Employes Count
PAY_PLAN_COCE View 2¢
£F 1 .
ES 10 Pivot Table
EX 1
GH 1
GS 178
- —
WG
b/ %
L e
- —
Employee Count
18
15 i
’ View 3:
12 Graph
9
"
| O [a— ]
EF ES EX GS —

Figure 307: Views in Insight

Static Text View

To Use the Static Text View:
1. Navigate to the Views pane in the Results tab.

2. Select Static Text from the New View menu options in the Views pane.
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Figure 308: New View With Static Text Option

3. Locate the applicable Static Text component at the bottom of the report.

4. Select the corresponding Edit View icon.

272



Insight

InsiGHT Intelligence Delivered

COMPO1LS: Cash Awards by Enployes

Signed In As traingS -

Ciwia . Resuhs | Progts | Advenced B 0
! Subject Areas ‘WA - DR a0 B 2% B& R BEEE

BT e A, | Composnd Layaut

= [ —Dimensicea—— S

5 [ Accession 0 00 5317 | DOE, BILLY G5 (0510 |11f01 SYS ADCTNT

= [ Agency Data Source OV BOB

& [ Appamtrnant Tvps

= [awerds

= [ Calerdar Time | | |

= () Desbility Code AGIDATLD00 1000000000 |5317 | DOE, JANE G5 (2210 |13/04 TTSPEC 2015 | $750.00
= [0 Duty Staticn: SALLY

b= [ Bducation Certification

| $300.00

AGI0HT 17| DCE. JWeY |65 |2210 |12/04 | FTSPEC [SYSADMING
JOHM
AGIOTO1 00000 17| OCE, JOWN |65 (0318 |08/03 |sECY 108) 3015 | $500.00|
& (A Duuwational Series ~ MICHAEL : .
= [ Organization
= C@PaTCD
5 [ Pay Plan AGAOI0I0004020000000 | 5317 | DOE, RACHEL |65 0343 | 06/04 |PROG ANAL | 4750.00|
= [Peformance Eakation  \ g
= [ Personnal Action |
| Cattalog % b @ AGOOSZO000000000000 | 5317 | DUCK, DASHY |65 |2210 |13/l |TTsPEE (APPSW) $250. 0
List Al v i
b= My Foders
L [ shaned Folders (b= 1 I I | ! |
AGO07020020000000000 | 5317 | DUCK, G5 [0340 |15/04 PROG MGR $B00.00
DONALD

|5317 [puck, AUTG. |65 (0501|1308 | PrANOL ANAL

views (.- YRB 7R
[l rase A | | COMPOLS: Cash Awards by Employes
B tabe F

. i
Em:n& Q] {;J w
ET"“‘ . V| st ses

Figure 309: Edit View Icon Within the Static Text Option
The Static Text is displayed.

5. Type directly into the Static Text workspace, using bold, italics, underline, etc.

1""5'“"“’ Inte"igence Delivered Search |All | il Advanced Help» Signouwt O

Home | Catslog | Fovorites v | Dashboards » | [ New

COMPO15: Cash Awards by Employee S Open ~ Signed In As trainB5 «

Critenia Results Prompts Advanced & @
/ Static Text:2 Editing from: " Compound Layout”™ | Done i_ evert |

S B- b W B MG

B | i |y  UneBrsak [ ]Contains HTML Markup

Static Text

L A

Figure 310: Static View Editing Page With Formatting Features

6. Select Done.
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Tables View

To Use the Tables View:

1. Select Table from the New View icon located in the Views pane.

winSIBHT

Report 1
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: | Selection Steps
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Figure 311: New View Drop-Down Menu Within the Views Pane

2. Select Edit View icon to open the Layout pane.
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Figure 312: View Edit Icon Within the Table

3. View the Layout pane to manipulate how the data elements are arranged withing the table
(e.g., within Table Prompts, Sections).
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Figure 313: Table Layout Pane

Note: This functionality is covered in detail within the Customizing Report Structure section.

Pivot Table View

To Use the Pivot Table View:
1. Select New action link from the top navigation bar.
2. Select Analysis from the menu of options.
3. Select the desired Subject Areas for the ad hoc report.
4. Drag and drop data element(s)
OR
Double-click data element(s) from the Subject Areas pane to the Selected Columns pane.

5. Select the Filter icon from the Filter pane. The Filters pane is displayed.
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Figure 314: PERHIS Ad Hoc With Filter Pane

6. Select Results tab to run the report. The Results tab is displayed.
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Figure 315: Results Tab to Run PERHIS Ad Hoc Report
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7. Navigate to the Views pane on the Result tab and select the New View icon [—

8. Select Pivot Table from the New View menu options. The Pivot Table is displayed.
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Figure 316: New View Icon With Menu Options

9. Select Edit View icon / for the pivot table report component. The Pivot Table pane is
displayed in an editable mode.
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The Layout pane is displayed. This pane contains options to manipulate how the data
elements are arranged in the View.
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Figure 317: Pivot Table with Edit Icon
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Figure 318: Pivot Table Layout Pane

10. Drag and drop data elements to the sections in the Layout pane to edit the structure of the
pivot table.

11. Drag data elements to the following sections within the Layout pane to edit the structure
of the pivot table. Valid values are:

e Pivot Table Prompts: Allows users to actively manipulate how data is restricted in the
pivot table.

e Sections: Breaks the pivot table into individual segments based on a specific data
element.

® Rows: Lists data elements that will display as rows within the pivot table.
e Columns: List data elements that will be manipulated as part of the pivot table.

® Measures: Lists numerical data elements that will populate within the pivot table
based on defined rows, columns, etc.
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e Excluded: Excludes data elements from displaying in the pivot.

=

12. Select Rename View icon located at the bottom left corner to change the title of the
new view. The Rename View box is displayed.
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Figure 319: Rename View Icon
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Figure 320: Rename View Window
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13. Change the title to identify the new view.

The report will pivot based on data elements in the Columns workspace, resulting in a
division of the data elements in the Rows workspace.

14. Select OK to close the popup.
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Figure 321: Layout Pane With Rows, Measures, Columns, and Excluded Section

16. Select Add View icon

[ ==

15. Navigate to the Views pane to add the new view to the analysis.

o
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Figure 322: Views Pane With Add View Icon

17. View the updates to the pivot table based on customizations made in the Layout pane.

18. Select Save As icon

&)

to save customizations made to the report.
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Figure 323: Pivot Table in the Results Tab With Save As Icon

Filters Record View
To Use the Filters Record View:
1. Select the Results tab. The Results tab is displayed.
2. Select the Views pane on the Results tab.

3. Select Filters from the New View menu options in the Views pane.
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Figure 324:

New View Options

4. View the Filters record component of the report. The Filters record will create a vertical
list of all filters applied to the report.
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Figure 325: Filters Record

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

Graph View
To Use the Graph View:
1. Select the Results tab.
2. Select the Views pane on the Results tab.
3. Navigate to the Views pane in the Results tab.
4. Select Graph from the New View menu options in the Views pane.

5. Select the desired graph type.
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The Layout pane is displayed.
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Figure 326: Graph Layout Pane

6. Drag data elements to the targeted sections in the Layout pane.

7. Select Display as Slider checkbox.
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Figure 328: Bar Graph With Display Slider
8. Navigate to the Views pane to add the new view to the analysis.
9. Select Add View icon.

10. Select Save As icon to save the report.

Map Viewer

Note: The Map Viewer functionality is only available for the WFP subject area.

To Use the Map Viewer:
1. Select New action link in the top navigation bar.

2. Select Analysis from the menu of options. The Analysis and Interactive Reporting
Options are displayed.
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Figure 329: Analysis and Interactive Reporting Options
Select the desired Subject Area for the ad hoc report.

Drag and drop data elements from the Subject Areas pane to the Selected Columns pane.
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Note: Users must add the Employee Count data element from the WFP fact folder. The WFP fact
folders consist of WFP Biweekly.
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Figure 330: Data Elements in the Selected Columns Pane
Create applicable filters.
Select Filter icon.

Select the "More Columns..." to create filters for any data elements not listed within the
Selected Columns pane.
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Note: For any report, you must add the necessary Calendar Filters to restrict your data to a particular
timeframe.

8. Select the Results tab.

9. Select the Views pane on the Results tab.
10. Navigate to the Results tab.

11. Select the Views pane in the Results tab.

12. Select Map from the New View menu options in the Views pane.

Note: If you are not immediately directed to the Map View edit screen from the Views pane, select
Map in the Edit View icon.
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Figure 332: New View Icon Menu Options (Select Map)
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The default map is displayed, featuring the map and BI Data Layers pane with Residence
State layer depicted.
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13. Select Edit View icon in the BI Data Layers pane.
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Figure 334: Bl Data Layers With Edit View Icon

14. Select New View icon in the Data Layers pane.
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15. Select Color Fill. The Color Fill options are displayed.
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Figure 336: New View Menu Options (Select Color Fill)

16. Select Residence States, Residence Counties, or Residence Cities to view the number of

employees per State.
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Note: Select Residence Counties or Residence Cities to view data by either county or city.
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Figure 337: New View Menu Options (Select Residence States)

17. The Color Fill options are displayed. Select the desired formatting options.
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Figure 338: Color Fill Window (Bin Type, Bins, Style, and Minimum Fields)
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18. Select OK to close the popup.

Note: To change the values in the Minimum option, select the "x" to clear the field and enter the
values.

19.

20.

To create a new layer, edit or delete, hover over the Employee Count data element. The

applicable icons will appear.

Select New View icon in the Data Layer pane to include or hide a given layer.
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Figure 339: Residence States New View and Employee Count Edit
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Insight

The map is displayed featuring the data formatting modifications.

Intelligence Delivered

|| Atanced Helpv Sgnow O

B o~

B Open -

I [ ~Dimensiors- ~ = BI Data Layers e~ [§ - ~
= [ Aceounting Station A Autumatically craate fommins whin diillng
> (21 Ageney SSHO Charga ”~
> (il Allomances Residence Cities
b [Dannusl Laswe Rastored & 1
o Y — Ay - A ElEmpioyes Count (Calor Fil
£ [ Anmusl Lesve Transéer Gtbe X 2 :
G [dnnusl Sck Lesve 2 = 111- 166
E B dapointment Type g ANE A ¥ x 166.222
= [TIAWDR Lasve KANEA A 23377
© whoain y FEEnT g 7 -3
ITED STATES 1 W 332387
; W7 -aa2
® W Residence Counties
of Abuguargue Memghis,| ; ; ;
EVEMEXICO ARKANSASE P E Employee Count (Color i)
of% 0- 1000
‘ T 5 y 2003 - 200
] Py | ] 2000 - 5000
B - R ! 5000 - 10000
W who'e ) 20000 - 20003
- 20000 - 30000
b [D05A Supgaont R 1(0?:-—'(01
< > T, : g T 40000 - 50000
- HUAHUA " it
= Catalog % s S W el Residence States
— ® Chihushus, . g e
W ~] COAMUILAY i "~ vl Employes Count (Color Pl
&> [ 8ty Folders s Mo Lamdo | ‘-:P’EMh“" i - 1000
= [ shamd Folders = ! 000 ;ﬂ
0Im |, R oy agiaca O M © 2010, naeg [ ot 18I0,
10000 - 20008
20000 - 30000
30000 - 40000
40000 - 50000
[ &l Emplovie Count (Color Fll) b LW
» Selection Steps
L
Figure 340: Map With User-Specified Modifications
21. Select Expand Map Legend icon to view the map legend.
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Figure 341: Map With Expand Map Legend Icon

22. Hover over a State, county, city or select zoom to view the State name and associated

data.
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Figure 342: Displaying the Option to Hover Over
23. Select Zoom in or Zoom out to modify the magnification of the map.
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Figure 343: Zoom In and Zoom Out on Map
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