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Introduction

About this Workbook
This workbook is designed as a step-by-step guide for classroom training as well
as a useful reference using Microsoft's Internet Explorer Web Browser. It is
designed to provide practical hands-on experience using the basic features and
functions of the FPPS Datamart to create a variety of queries and reports.
By the end of the exercises, users will be able to:
e Login to the IBC Datamart Portal and Navigate the Hyperion Application
e Process and analyze pre-built queries

e Create ad hoc queries

e Create a variety of reporting styles, including tables, pivots, charts and
reports

e Analyze data in the Pivot and Chart sections

Exercises

The exercises in this workbook are designed for analysts of FPPS data and
anyone else who queries databases and builds reports. Although intended for
beginners, the exercises assume a familiarity with MS Windows basics.

Each exercise begins with a stated objective and then instructions on how to
perform various tasks associated with the concept.
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Exercise 1: Navigate the Hyperion Client Interface

Objective: Access the IBC Datamart Portal and log in. Navigate to selected information and
tools available. Log in to the FPPS Datamart. Open the standard report catalog and access a
report. Access and use the On-line Help.

Part A — Access the IBC Datamart Portal
1. Launch the I.LE. Web Browser

e To access the IBC Datamart Portal enter the URL
https://dmartportal.nbc.gov

2. The IBC Datamart Portal screen displays

You are currently notlogged in to the Portal. Register LOGIN

U U.S. Department of the Interior

IBC Datamart Portal /e

vy Portal Home
Wy Portal | Applications | FPPS |

Site Status (=[] Current File Data Dates [E[E3] Hyperion Login B[]
WCCTS *Note: Datamart iz one day behind FPPS. Files updated nightly will not have a Pay Period in column =
W EED MD715 "Last PP Processed", so the date in column "Date Last Updated" will reflect prior day's data. Files H v De r I o n
W Hyperion updated bi-weekly will have a Pay Period in column "Last PP Processed”. -
mics File Procasssd Date Last Updatad FF Grp Last FF Froc. Lo I n
CASUAL FAY 1211E12-0 5 A g
HIFA COMBINED FILE 12/15/12 - 20:57 ALL A
BmFPCS COMBINED FILE HISTORY 1207112 - 04:15 ALL 201225 Hours of Operation E
DEBT MGMT 12/01/12 - 08:11 ALL NA )
FFFS SECURITY 1Z1512- 18:14 ALL A (Mountain Time)
- L FFFS SUMMARY RECONCILIATION 12/08/12 - 17:30 1 201225
Green indicates sile is up. Red FPPS SUMMARY RECONCILIATION 12/05/12 - 1731 2 201225 Database Availability Hours:
indicates site is down. FPPS SUMMARY RECONCILIATION 12/08/12- 17:33 3 3013225 Mon. - Fri., 5:00 AM - 7:00 FM
. : . FPFPS SUMMARY RECONCILIATION 12/06/12 - 17:32 4 201225 Sat., 5:00 AM - 4:00 FM
CllF:K applicable URL link above o || 5pqw More
login to an NBC Datamart Datamart Team Hours:
appication LEGEND: Update in Progress [l File nat Updated [l File Updated Mon. - Fri, 6:00 AM - 4:00 PM
Hyperion Access  EE If you have any questions
Click HERE to find out how to Datamart Forms =l pertaining to this page, please
obtain Hyperion Access, or To access the Datamart Forms, click on below links: contact:
access data for Casuals, Debt
Management, EEQ, FEHB, orthe | IBC Datamart Special Request Form (IBC-DW-100) The Datamart Help Desk at 1-888-
FPPS Summary Reconciliation IBC Datamart User Access Request Form (IBC-DW-101) 367-1622 or via e-mail at
(formerly POD200) data. Click HERE for your Agency Point of Contact (POC) list DataWWarehouse@nbc. gov.
Hyperion Plugin  EE | To become a MEW Content andior Job Publisher, you must submit a Publisher Packet to the Helpful links (BIE)
To obtain step-by-step Datamart Team. You are REQUIRED to take the Datamart Publisher Training Course. You can Click HERE to find your Agency
instructions on how to install the contact Philip Parkovich to register at (303) 969-7363, or e-mail him at Fhilip_Parkovich@nbc.gov, Pay Processing Group
Hyperion v11 Plug-In, click HERE . -
for step-by-step instructions After you have completed this classroom training, you must submit your IBC Datamart Content Click HERE to look at what is
(Possible reasons to do this: Publisher and/or IBC Datamart Job Publisher completion cerificates with the below two forms: compatible to use with Hyperion.
being a new user, had your
computer upgraded or re-imaged, || 2080CY Publisher Agreement Form (1BC-DII-102) Click HERE to find out who are
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Part B —Log in to the IBC Datamart Portal

1. Login to the Datamart Portal

Place your mouse cursor on LOGIN

Register or

You are currently not logged in to the Paortal.

t of the Interior
Interior
Business

Center

The User ID and Password input fields display

Returning Customers

AUTHORIZED USERS ONLY

o —
LOG IN

Change FPPS Password

Enter your NASA FPPS Datamart User ID and Password

[ ]
e Click the LOG IN button
e Notice the tab options located below the IBC Datamart Portal banner

‘ U.S. Department of the Interior
. Interior
C/Business
s Center

IBC Datamart Portal
Welcome, Chris Key27 - tra.ining

“ou last visited: Today at 05:05 AN

Private Messages: (#lUnread 0, Total 0.

[=]E]

ws Portal Home

My Portal Appl|cati0ns| FF'PS| Hyperi0n| Casual F'ay| FFS| Newsletler|Tra|n|ng| User Groups
B]E3] Hyperion Login

Current File
ind FPPS. Files updated nightly will not have a Pay Period in column -
Last PP Processed", so the date in column "Date Last Updated™ will reflec‘l prior day's data. Files H v pe r I o n

Site Status [EIE]

" act DO Dr.

BWCCTS
BWEEQ MD715

hi wraali will hars o Dow Darind in
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Part C — Navigating the IBC Datamart Portal

1. Move your mouse cursor across the different “tabs” to view the options available

2. Select the My Portal tab and click on Contact Us

IBC Datamart Portal

wy Pordal Home

My Portal Applicatinn5| FF'F'S| Hyperion | Casual Pay | FFY

UserCnntmIF’anel‘m5 o=

Site Index
*Hote: Datamart is |

ﬁ Cantact Lis "Lazt PP Processel

- updated bi-weekly

B L lornrinm

3. The Contact Us screen displays

Click the drop-down arrow to view the different reasons

My Fartal | r\pplication5| FF'F'S| H].rperion‘ Casual F'a].r| FFS| Newsletter| Training| User Groups

|Cuntam Us

Reason For Contact:
|‘u“u'|:|uld Like to have a custom Box createdj

Infa: &

\ A

characters left

Select the Training tab

IBC Datamart Portal

My Portal| Applications | FPPS | Hyperion | Casual Pay| FFS | Newsletter | Training | User Groups |




4. The Hyperion Training screen displays

¢ Notice the User resources available

IBC Datamart Portal s

' Portal Home Welcome, Chris Key27 - training

4 Training You last visited: Today at 06:05 AM
Private Messages: (Z)Unread 0, Total 0.

My F'onaI|App|icat\0ns| FPPS| Hyperion | Casual Pay| FFS| Newslener| Training | User Groups

|Trining |

Hyperion Training
Registration Procedure

Registration now takes place on the DOl University Website at hitp:/f’www.doiu.nbe.gov!. Clickthe "Classroom and Online Course Offerings” link under PROGRAMS AND
RESOURCES. To find a Datamart course, type Datamart in the Search for Training by Keyword box and click GO. Then follow the instructions to register for the course you wish to
take.

Training Mateg,
ave two methods for you to use to get familiar with the NBC Da

and the Datamart PowerPoint presentation.

or to use as a refresher after attending the formal Datamart classes; the Web-Based Training course

» Web-Based Training course: The Web-Based Training Course is an intera®§jve course that closely follows the Datamart Basics classroom course. To go to the Web-
Based Training course click here. THIS IS IN v8.3 AND WILL BE UPDATED INNTHE NEAR FUTURE TO vi1.

+ The Datamart Basic Training PowerPoint presentation: (revised 09/14/12) isgavailable for downloading in two formats: Microsoft PowerPoint and a zipped copy for a
quicker download. This presentation will provide you with an introduction and fin overview to using the NBC Datamart Hyperion query tool. Power Point or Zipped Version

+ The Datamart Basic Training PowerPoint presentation for HTML (Zero F
Microsoft PowerPoint and a zipped copy for a quicker downlead. This pr
Hyperion query tool. Power Point or Zipped Version

print - No Hyperion Plug-In): (revised 09/14/12)is available for downloading in two formats:
ntation will provide you with an introduction and an overview to using the NBC Datamart

5. At the bottom of the Hyperion Training screen notice that there are Datamart
PowerPoint presentations available

mart Basic Training PowerPoint presel ised 01/23/12) is available for downloading in two formats: Microsoft PowerPoint and a zipped copy Zipped for
quicker download. This presentation will provide you with an in ion and an overview to using the NBC Datamart, using Hyperion 11.1.2.1 version. Power Point or
Zipped Version

» The Datamart Basic Training PowerPoint presentation for HTML (Zero F
Microsoft PowerPoint and a zipped copy Zipped for quicker download. Tig
using Hyperion 11.1.2.1 version. Power Point or Zipped Version.

tprint - No Hyperion Plug-In): (revised 01/27/12) is available for downloading in two formats:
presentation will provide you with an introduction and an overview to using the NBC Datamart,

6. At the top of the screen, click on My Portal and select Site Index

a2 =
= . - o < . -

w» Portal Home

My Portal | Applications | FPPSI Hyperion | Casual Pay | FFS
User Control Panel Ltus o=

Site Index
*Note: Datamartis (
Co_n.t_a.fz,l':lfu — "Last PP Processe|
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7. The IBC Portal Site Index screen displays

e Scroll down to view the various User resources available

IBC Datamart Portal

vy Portal Home

'My Ponalr Applicationé ]VFPPS‘|VHyperion' I Casual Paf |VFFSVI Newsletteferrainingrl User Groups P

Site Index

Wy Portal

e User Control Panel
o Site Index
e ContactUs

e Search

e Support Forum
e Calendar
FPPS

e WebFPPS Login
e Change FPPS Password
e FPPS Data Elements

Hyperion

e Computed ltems/Pay Codes/Decodes
e Crosswalk
e Datamart Catalog Query Descriptions
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Part D — Access the Datamart

1. Access the FPPS Datamart Login screen

e Click the Portal Home breadcrumb

IBC Datamart Portal

ws Portal Home
Ly Hyperion
Ll ComputedItems/Pay Codes/Decodes

v Pnrtal | Annliratinne | FI:"I:"!ELl I—Iunr:hr'inr'll itacnal Pavl FES

e Click on the Hyperion Login link

d Hyperion Login (=[]
Hyperion
. Login \

Hours of Oneration (==l

2. The ORACLE Enterprise Performance Management System Workspace
Log On screen displays in a new window

e Enter your NASA FPPS Datamart User Name and Password
e Click the Log On button

User Mame:

_*

Password:

ﬁ Log On

oORACLE

ENTERPRISE PERFORMANCE
MANAGEMENT SYSTEM

Copyright © 2005, 2011, Orade and [ or its affiiates. All rights reserved.




Part E — Navigating the Datamart

1. Notice that the Datamart (Hyperion) opens at the HomePage

T T
ORACLE Enterprise Performance Management System Workspace, Fusion Edition Logged in as PPSCK27 | Help | Log OFf o

Navigate File View Favorles Tools  Help

# = %= Bolore

—

IR rages HomePage

Recently Opened .'/\‘.Quick Links

% Open... Favorites

ﬂf_l My Personal Page

Applications

lr‘ | Workspace Pages

e To access the Datamart Standard Report catalog, click on Explore

DRACI_E' Enterprise Performance Management System Workspace, Fusion Eo

Mavigate Fie View Favortes Toolk  Help

A B | T Explore C—

[Shared Workspace Pages/HomePage

m Recently Opened

£ Open...

Current with FPPS Release 12.03



2. The Explore screen opens and displays all folders you have access to in the
Folders pane

HomePage
Folders /
-| [[] pet | 1| %| oiName A
[[7 113A and 113G reports [ 113A and 113G reports
[[7 Bankcard Development (FDDM) {7] Bankcard Development (FDDM)
[£7 Bankcard JPMC Conversion [[7 Bankcard JPMC Conversion
[ Bankcard Production {(MADM) [ Bankcard Production (MADM)
[[] Casual Pay Limited Reports (MADM) A [ Casual Pay Limited Reports (MADM)
+| [ Casual Pay Reparts (MADM) I |7 Casual Pay Reports (MADM)
#] [ Client Orientation {(MADM) [(7 Client Orientation (MADM)
+| [fJ Combined File Reports (7 Combined File Reports
#] [[] Combined History Reports A [[] Combined History Reports
[[] Compare PP History Reports I [ Compare PP History Reports
+] [[) DM UGR Representatives Only I [[J DM UGR Representatives Only
#] [ por / 7 oot
#] [[] EEC Reporting {obsolete) [[] EEC Reporting {obsolete)
+| [ EEQ-MD715 Reporting i7] EE0-MD715 Reporting

e To access a standard report, click once on the Combined File Reports
folder

HomePage‘ Explore: /Combined File Reports *

Folders /Combined File Reports
=| [ Root 1 # oy oSS
[[7 113A and 113G reports limi ' il I[_'Jad Hoc |
[[J Bankcard Development (FDDM) '_ w4 [(7 EEO <
[ Bankcard JPMC Conversion | | [P Leave
[ Bankcard Production (MADM) ' 7 Pay
[ Casual Pay Limited Reports (MADM) : | (3 Personn B
+| [ Casual Pay Reports (MADM) '_ i [ Rosters )
+ [£ Client Orientation (MADM) N\ | | [ statistical Summary y4
+| [’ Combined File Reports \ . || FPPS Security Report//

e The right side of the screen now displays any sub-folders and queries you
have access to within the main Combined File Reports folder
e Double-click on the Pay folder to open it
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e Double-click on the query WGI Projected Dates GG GS and GL to open it

HomePage

Folders
=| [ Root
[[7 113A and 113G reports
[CJ Bankcard Development (FDDM)
[£7 Bankcard JPMC Conversion
[£7 Bankcard Production {MADM)
[[J Casual Pay Limited Reports (MADM)
#! [[) Casual Pay Reparts (MADM)
#] [{3 Client Orientation (MADM)
= [[J Combined File Reports
[£7 Ad Hoc
(l==0)
[[J Leave
[ pay
[ Personnel
[ Rosters
[[] statistical Summary
#] [[J Combined History Reports
[[] Compare PP History Reparts
#| [[J DM UGR Representatives Only
# [ poT
#1 [fJ EEO Reporting {obsolete)
#] [fJ EEO-MD715 Reporting

10

i —/Combhed File Reports/Pay

1| %! & I!Name A

|9 Admin Uncontrollable Overtime

]2] Allowance Bonus Differential

| Availability Pay

| 9] Benefits-Gov YTD Contributions

|®)] Bond Contributions

| Charity Contributions

| 9] Check Destination

| 9] Dual Position Report for POD

|] FECA Days - OTJ Injury

| D] FEGLI Basic Pay

| 9| Health Plan Report

|| Overtime - Pay & Percent

| D] Overtime - Quarterly

|9 Part-Time Cost Report

|®)] Promotions - Projected

| D] Promotions - Yrs In Grade

|| Retirement Basic Pay

|| TSP Open Season Eligibles

| D] Wage Area Report

D] WGI Projected Dates GG GS and GL.
|| WGI Projected Dates Wage Grade

N\

Current with FPPS Release 12.03
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2. The WGI Projected Dates GG GS and GL query opens in the Results
Section

/j WGI Projected Dates GG GS and GL - Windows Internet Explorer
File Edit View Inset Format Results Tools Help
e o L [P [ s
| [@adobe FanHeiis 7] [8 >4 4| B I U |

A Results: WGl Past-Present-Future ~

" = -

Sections X ||| Fiter | Drog Aeport Columns heve to create Fiters ‘ | son | Name Whoe /
|5 Wl Projected Date

e

-'1/~,wvAvljgv%vs‘f:.“z‘

A Query: WGl Past Due &

#% Results: WGl Past-prese
[ Wl prior to Current ez
[ wai2012
& wei2013
[ wai2014
[ wai 2015

Dept  DeptDesc  Bureaw  BureauDesc  SubBur  Sub Bur Deso Org PO Name Wihole

Position Tle Opm Pay Plan

EHements |

¥4 Ouery: WG Past Due &
Dept

Dept Desc
Bureau

Bureau Desc

Sub Bur

Sub Bur Desc
Org

Org Desc

Name Whole

Pay Plan
Occupational Serit
Grade Or Level
Step Or Rate
Duty Station City C
Duty Station Coun
DLEI LIJ

Work Schedule | F/gency Dept Dept Desc Bureau Bureau Desc Sub Bur Sub Bur Desc Org Org Desc SPO Name Whole Sesies Ssn Position Title Opm Pay Plan Occupational Series Grade Or Level Step Or Rate Salary Or Pay Rate

SPO ‘9i Code Wgi Weeks In Pay Status DLE| Dafe of Next Projected WG/ Next? WG! Next? WG/ Next3 WG/ Next? Year Next? Year Next3Year Count CountPriorto Current Year Count 2012 Count2013 Count 2074
Pasition Titls nnmj 4 1Count 2075 Work Schedule Work Schedule Desc_Years in Step Location

L EEEEEEEEEEEEEEEEEE

| [of 0 Rows 72012104342 =

e Refer to the Results Color Training Aid for additional information

e Resize the Sections pane by placing the mouse cursor to the right side, click
and drag to fully display the text

Sections X

L‘Iﬂ WGl Projected Date

Jﬂ Query: WGl Past Due & Projected

#% Results: WG| Past-Present-Future
BE WGl Prior to Current Year

(i wal 2012

i wal 2013

L wal 2014

i wal 2015

11
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e Inthe Sections pane, click on Query to access the Query Section

Sections X

WGl Projected Date

jeny: WGl P

Results: WGl Past-Present-Future
@ WGl Prior to Current Year

] wal 202

i wal 2013

[ wal 2014

il wal 2015

4. The Query Section displays

e Notice that this query has 23 Requests, 8 Filters, and 0 Sorts

ﬂ‘ WGI Projected Dates GG GS and GL - Windows Internet Explorer | -8 x
I File Edit View Insert Format Query Tools Help

| "l @l e @B g # =
| [@hdobe FanHeiie 2] B <] s stw| B I U | &

A Query: WGl Past Due & Projected ~

* | M process + || o ":”@l
[fov il v | g O e g Bt s

(% Request@z) ¥ Fitters@® =] Sort@)

¢ =)
Series| Grade Or Level| Step Or ty Station City Desc| Duty Station County Desc| M

Sections X ‘

Dept| Dept Desc| Bureau| Bureau Desc| Sub Bur| Sub BurDesc| Org| Oig Desc| Name Whole| Pay Plan| O
@ WGl Projected Date

Work Schedule| SPO| Pasition Title Opm| Ssn| Salary Or Pay Hale| WaiWeeks In Pay Status| Wai Code|

Request

=
J Fiter 1;| Dept V{1)| AND 1| BureauV(2)| AND | Sub BurV(3)| AND 1| DrgV(4)| AND | Employee Status History Type| AND - | Wi Code| AND i Pay Plan] AND | Step Or Rate|
Jﬂ Results: WGl Past-Present-Future \zﬂ Locked Data Model - DataModel ]
[ wal priorto Current Year ' b
(@ wol 2012
[ wei2013 o = » smi‘uo A
Duty Station Code AREaUese
& weiaoa Dept ~ Dot 2 Cost Certer Cdl H
[ wal 2015 e e I = Dept
Sub Bur Sub Bur Dept Desc
Org Ory Facilty Adrs City
Servicing Personnel Office Sewvicing Personnel Ofiice Faciity Adrs Country Cd
Servicing Personnel Offc Desc Personnel Office Idertifier = Faciity Adrs Frn State
Personnel Office Identifier Accum Paid Days Govt Sve Facility Adrs Frn Zip fod|
Personnel Office Idert Desc Adjusted Basic Pay
Accession Effective Hour Amourt Admin Sklv Pd Ytd
Account Number Amourt Annuity Morthly
Admin Line Of Business Amourt Assn Dues Ded Ytd
Adp Security Amourt Award Duty Station Code o
Agency From Amourt Availabilty Pay Annual Duty Station City =
Agency To Amourt Benefit Duty Station City Desc
Elements Alternative Work Schedule Code | Amourt Bnd Al Amt | Duty Station Desc
- Duty Station County
(=HE g Topics = Duty Station County Des
[ Pay and Leave Facts Duty Station State
[ Employee Non EED View Duty Station State Desc
@ Organization Duty Station State Abbre ¥ |

[ Duty Station

‘ [No Results Yet | Combined View: 4 topics [

e Refer to the Query Color Training Aid for additional information

12
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Part F —

Access Hyperion Help

1. From the Main Menu Bar, click on Help and select Contents

luery Tool: Help |

Jﬂ . | j.q Help on Content

_ontents

F1

Technical Suppaort

ﬂlﬁ‘hf

Cracle Technology Metwaork

2. The Hyperion Help screen displays

e Notice that there are 3 ways to use the help (Contents, Index, and Search),
in addition, print capabilities are available

our 2earch criteria. W ou must
E".I'ItE".r al lEd=l T e e T,
Enter the =earch term:

=~

©

Overview

Oracle's Hyperion® Intera

Frmle Fa mnimmerE oaeime e

e Click on Contents and Using Filters to view the different help options

Interactive Reporting Help

Copyright Page

Interactive Reporting User's Help

Introeducing Interactive Reporting

Interactive Reporting Bazics

Querying
Resuitz
Tahles

Querving Multidimenzional
Databazes

CubeQuery
Pivot Tables
Charting Data
Report Designer

_[ Using Filters
[+ Cnmngpted tems
\ 3 1

it
Uil witaTrr o ncicas LIZ7

QOvervi

Oracle's b
tools to s
applicatio
« Dat
+ Rep

s« Plal

Interacti
and provi
design pa

Azacshhnan
UO
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e Notice that the content area displays additional information on using filters

Contents Index Search || W ¢ < 3 i ORACLE'

Interactive Reporting Help Y

Copyright Page
Using Filters
In This Section:

Querying About Filters

Results

Setting Simple Filters
Tables
Querying Multidimgi=sional

. Setting Compound Filters
Databazes

CubeQuery
Pivot Tables

— Setting Variable Filters

Charting Data Customlzmg Filters OQtIOnS

Beport Designer Filtering Table Report Data

[El Using Fitters
About Fiters

Eefting Simple Fiters Filtering Computed Items

Setting Compound Filters
Setting Variable Fiters CIE oS ER: e
Customizing Filters Options
Filtering Table Report Data

Multiple Filters and the Meta
Topic

Fittering Computed tems

Customize Fitter

e Click on Setting Variable Filters link

Resuliz

Setting Simple Filters
Tables d B
Querving Multidimenzional Setting Compound Filters

Databazes

CubeQuery Setting Variable Filters
Fivot Tables /

Customizing Filters Options
Charting Data /
Beport Designer Filtering Table Report Data

= Using Fiters

About Fiters Multiple Filters and the Meta Topic

Setting Simple Fitters Filtering Computed Items

Setting Compound Filters

Setting Variable Fitters Customize Filter

3. The Content pane now displays detailed information on setting variable filters

Setting Variable Filters

A wariable filter is a filter in the Query section that is resolved only when a query is processed. At that time
the user is prompted to select or enter filter values and complete the constraint. You can use variable
filters in standardized Interactive Reporting document files and distribute them to users to supply different
filter values for each process.

Variable filters work particularly well with custom lists. If a custom list has been saved with a variable filter,

tha ncar ~an racnnnd tn tha nramnt ber calactina 2 walia from tha cnctam lict

14
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4. Click on Index and Search to view the features and options

Contents

Interactive Regefling Help

Copyright Page

Interactive Reporting User's Help

5. Close the Help window by clicking on the X at the upper right corner

=10l x|

Live Search

ol

Jﬁv Lég --ﬁ}TnnISv

.l.|

Part G — Exit and Log Out

1. Close the query by clicking on the X

_

2. The Save Changes pop-up window opens

e Click the No button

10 x| |+—

Interactive Reporting Web Clien

Sawve changes ¢

Current with FPPS Release 12.03
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3. Logout of the Datamart by clicking on Log Off at the upper right corner

| f - & - (G Took -
=ck27 | Help | Logoff OO

Logged in as PPSC

e Select the Yes button at the Confirmation pop-up window
(i) confirmation %]

Are you sure you want to log off?

Close the Web browser

4. Logout of the Datamart Portal

Click the LOGOUT button

[ ]
Interior

Business
Center

Welcome, Chris Key27 - training
“ou lazst vizited: Today at 0345 AM

Private Messages: [?lUnread 0, Total 0

- | o o | ny el ==l

5. Close the Web browser

End of Exercise

16
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Exercise 2: Access and Process a Standard Report

Objective: Login to the FPPS Datamart. Access the standard report catalog, select and
process a standard report, review the results and save the document to a file.

Part A — Access and Process a Standard Report
1. Launch the I.E. Web Browser

e Access the IBC Datamart Portal at https://dmartportal.nbc.gov
e Click on the Hyperion Login link

d Hyperion Login (==
Hyperion |
Login

Hours of Oneration ==l

2. The ORACLE Enterprise Performance Management System Workspace
Login screen displays

e Log in using your NASA FPPS Datamart User Name and Password

e Click the Log On button

e Atthe HomePage, click on Explore to access the Datamart Standard
Report catalog

DRACLE' Enterprise Performance M

Mavigate Fie View  Favorites Tools H

ﬁ fi- Sy EH'I:'IGTE —

[Shared Workspace Pages/HomePage

Current with FPPS Release 12.03
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3. In the Folders pane, double click on the Combined File Reports folder to open

it. Select the Rosters folder and then double click on the Alpha-Org-SSN
Rosters query.

18

Explore: /Combined File Reports/Rosters *

Folders /Combined File Reports/Rosters
=| [ Root a0 1| %] o|Name 4
[[J 1134 and 113G reports D Agti'v'e-Sepa[§fed Emp Roster
[ Bankcard Development (FDDM) D] Alpha-Org-5SN Rosters
[ Bankcard JPMC Conversion |9 Grade Retentio®oster
[£7 Bankcard Production (MADM) |9 Key Personnel Rost
[ Casual Pay Limited Reports (MADM) | -_I\]_Pay Retention Roster®
#! [ Casual Pay Reparts (MADM) _ | D] Postal Addresses
#| [ Client Orientation (MADM) , |9 Reemployed Annuitant Roster
=] [£7 Combined File Reports |9 Special Rate Roster
[ﬁ] Ad Hoc » ﬂSupervisors & Managers
[£J EEO _ |9)] YCC Roster

[J Leave

7 Pay

[[J Personnel

[f’J StatisticaNgummary

The Alpha-Org-SSN Rosters query opens in the Results Section

f‘ Student Alpha Drg SSN - Windows Internet Explorer =101 x|

J File Edit View Inzert Format Results Taols Help

R IR R R R i i
| [@aabeFanteis =[5 =] #a an| B T U | =

L Process -|| ey El@
=|F ot A%y J‘:|

o8 Basit - W Fitters) =] Sort@) 77 Datalayout =
Sections X || Fiter | Dvag Beport Cotumrs s o conaie Fiers H Sot | g Segusststams hese o sot tham

|5 Org Roster 1 |

|B Org Roster 2 -

|B Org Roster 3

%] warkforce Planning
|5 Adm Org List1

|5 adm orgList2

|B Alpha Roster

|B Employee Roster
|5 Employment werifica
|5 55N Roster (by 550
|B 53N Roster by Mame

A query

Elements

g Query -
[ Dept
[l Dept Dese
[ Bureau
[ Sub Bur
[ Ora
- (L] Mame
- [ Position Title
[ Pay Plan
- [l Ooe Series
[l Grade
[ Step
[ Salary
| Pay Basis
[ FPL Grade
=

Diept Bureau Bureau Desc Sub Bur Sub BurDesc Org Org Desc Mame Position Title Seresr PayPlan Occ Series Grade Step Salary
Pay Baziz FPL Grade Wrk Sch Psn Ten Supy Status Flsa Vet Pref RetPlan SCD Lv Date Of Birth Pan Nbr Date Retire Elig Ssn Sex
DLE! Adp Sec SecClear Lvl Retire Plan SCD Lvl Ernp Age Years Svc Type &ppt Tupe Aapi Dese Cmp Lyl Psn Agency Use LMR

| [No Results Yet [ =
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4. Process the Query

Click on the Process button located on the Standard Toolbar

The Limit: Dept variable filter windows opens
Enter your NASA code of NN for Dept and click the OK button

M anne: IDept (] 4 |
™ Include Mulls Cancel |
™ Mat |=Equal 4 lgnore |
X 'Jl || _ HB||D |
| Cuztom Yalues -
Custom SOL
Select Al
Remove LI
4

The Limit: Bureau variable filter windows opens
Enter your NASA code of 23 for Bureau and click the OK button

ame: IEureau Ok, |
I~ Include Mulls Cancel |
I~ Mot |=Equa| j Ignare |
X[ e Hep |
| Cuztom Walues
Customn S0L
Select Al
Remove

(-
4

e The Limit: Sub Bur variable filter windows opens
e Enter your NASA code of 00 for Sub Bur and click the OK button

Current with FPPS Release 12.03
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e The Limit: Org variable filter window opens
e Click the Ignore button

M arne:

™ Mot

XKW |
| Custorn Y alues

Cuztom SCIL

Select All

Remove

|Elrg

[ Include Mulls

|= Equal

=

Y

L

Cancel |

Help

5. The Results Section displays with data

] 4 I
[grore f—

/ % Student Alpha Org SSN - Windows Internet Explorer

J File Edit iew Insert Format Resultz Toolz Help

=lolx|

| e S A B e

a3

|31Procass v|| s g|®‘

| [@dcbeFanReis 2] [5 =] st | B I U |

=| - A-|id- % -0 e

\)ﬂ Results =

':’ Filkers(d

==I Sort(l) ﬁ Data Layout -

Sections X

@ Crg Rosteri 1=
i OrgRoster2 -
%] orgrosters
workforce Planning
%) Adm OrglList1
%) adm orglList2
|j Alpha Roster
@ Emplovee Roster
@ Em ployment Werifica
S5M Roster (by 55M)
35M Raster by Name

A query

Elements

- § Query -
L‘E Dept

- |1 Dept Desc

- [L] Bureau

Lj Sub Bur

Lj Org

|1 Wame
- L] Prasition Title
Lj Pay Plan
Lj Oceo Series
Lj Grade
Lj Step
Lj Salary
Lj Pay Basis
Lj FPL Grade

-

J Filter

Drag Repoif Columes hara fo create Filtars

| J Sart

| Drag Request ffams fara fo soif Hram

Bureau Burzau Desc
o7 BUREAL 07
o7 BUREAL 07
o7 BUREAL 07
o7 BUREAL 07
o7 BUREAL 07
oy BUREAU O
o7 BUREAL 07
o7 BUREAL 07
oy BUREAU O
o7 BUREAL 07
o7 BUREAL 07
oy BUREAU O
o7 BUREAL 07
o7 BUREAL 07
oy BUREAU O
o7 BUREAL 07
o7 BUREAL 07
o7 BUREAL 07
o7 BUREAL 07
o7 BUREAL 07
o7 BUREAL 07
o7 BUREAL 07
oy BUREAU O
o7 BUREAL 07
o7 BUREAL 07
oy BUREAU O
o7 BUREAL 07

Sub Bur

Sub Bur Desc

o1 SUB-BUREAL 01
o1 SUB-BUREAL 01
o1 SUB-BUREAL 01
o1 SUB-BUREAL 01
o1 EUB-BUREAL 01
o1 SUB-BUREAL D1
o1 SUB-BUREAL 01
o1 EUB-BUREAL 01
o1 SUB-BUREAL D1
o1 SUB-BUREAL 01
o1 SUB-BUREAL 01
o1 SUB-BUREAL D1
o1 SUB-BUREAL 01
o1 SUB-BUREAL 01
o1 SUB-BUREAL D1
o1 SUB-BUREAL 01
o1 SUB-BUREAL 01
o1 SUB-BUREAL 01
o1 SUB-BUREAL 01
o1 SUB-BUREAL 01
o1 SUB-BUREAL 01
o1 SUB-BUREAL 01
o1 SUB-BUREAL D1
o1 SUB-BUREAL 01
o1 EUB-BUREAL 01
o1 SUB-BUREAL D1
o1 SUB-BUREAL 01

WESTO0Z
WESTO0Z
MESTOOZ
WESTODZ
WESTODZ
WESTOOZ
WESTODS
WESTODZ
WESTOOZ
WESTODS
WESTO04
WESTOO
WESTOO4
WESTO04
WESTOO
WESTOO4
MESTO04
WESTOO04
WESTOO4
MESTO04
WESTODS
WESTODS
WESTO0S
WESTODS
WESTODS
WESTOOG
WESTODG

ORGANIZATION WESTOOZ
ORGANIZATION WESTODZ
ORGAMIZATION WESTODZ
ORGANIZATION WESTOO3
ORGANIZATION WESTOD
ORGANIZATION WESTO03
ORGANIZATION WESTOD3
ORGANIZATION WESTOD
ORGANIZATION WESTO03
ORGANIZATION WESTOD3
ORGAMIZATION WESTOD4
ORGANIZATION WESTOO4
ORGANIZATION WESTODS
ORGAMIZATION WESTOD4
ORGANIZATION WESTOO4
ORGANIZATION WESTODS
ORGAMIZATION WESTODS
ORGANIZATION WESTOO4
ORGANIZATION WESTOD4
ORGAMIZATION WESTODS
ORGANIZATION WESTO0S
ORGANIZATION WESTODS
ORGANIZATION WESTO0S
ORGANIZATION WESTODS
ORGANIZATION WESTODS
ORGANIZATION WESTO0R
ORGANIZATION WESTODE

Name

FLANTER, LIZABETH H
BARNETT, RAMDALL ¥
HAVUARD, WAWIAN b
WURPHY, JOHANHA A
WEILLLARAS, WARILY M 0
FOSSOMN, WILLIA L
OLIWENCIA, ARLENE Wif
MCEDY, GEORGIAJ
MCCULLOUGH, SHARAIME
SHERIDAN, MILTON
THOMPEOM, DEBRAH
THORK, TODDO J
hARSHALL, AR 1AM
ROBERSOM, MARY F
CARR. RUTH L

SANTER, SUSAN B
T¥%0M, JERRY LOU D
WAZAUEZ, WIWIAN
MELBARDIS, JAVES b
PALILLIMAE, WELISSA H
ARWMET, RAMEL 5

SAINT AAND, EVSA
MEAWER, CHAROLETTE F
DRESSIN, ANITAA
SCOGGING, DORIS A
CARTER, RICHARD
AGUIRRE, WANDAE

| [259 of 269 Rows

=

e Using the bottom scroll bar, scroll to the right to view the columns of
information displayed
e Refer to the Results Color Training Aid for additional information
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Question: How many rows of data were returned? of

6. In the Sections Pane, notice that there are numerous Reports already built.

= Results »

Secti X | Filter I Drag Repor Columns here fo creals

#| Org Roster1

{| OrgRoster 2

| Org Roster3
| workforce Planning 1 NN 23 LANGLEY RESEARCH CE
B Adm Org List 1 2 NN 23 |LANGLEY RESEARCH CE
I 3 | NN 23 |LANGLEY RESEARCH CE
i Adm DrgLis 4 | NN | 23 |LANGLEY RESEARCH CE
i Alpha Roster 5 | NN 23 |LANGLEY RESEARCH CE
y Emp[oyee Roster [ | NN 23 LANGLEY RESEARCH CE
B Employment Verificati 7 NN 23 |LANGLEY RESEARCH CE
.A ) NN 23 |LANGLEY RESEARCH CE
1250 Rastek (Dya5hD 3 | NN 23 |LANGLEY RESEARCH CE
SSN Roster (by e) 10 NN 23 |LANGLEY RESEARCH CE
B 11 NN 23 |LANGLEY RESEARCH CE
. 12 NN 23 |LANGLEY RESEARCH CE
#" Results 13 NN 23 | LANGLEY RESEARCH CE

e Click on each of these reports and review the information displayed.
7. Click on Results to return to the Results Section

e Click the gray bar above the Org column to select it
e Drag the Org column by the gray bar and drop it into the Filter line

f‘ Alpha-0rg-SSN Rosters - Windows Internet Explorer

J File Edit View Insert Format Results Tools Help
(= Sz 2] | " - = P g ) Sy —
|| S A[E | W sl i) o7 | oo ] D
JlAnal _“8 _jﬂ&é\‘nlB i U|§§Eig’vﬁ|v£vli_jv‘%' I R
J-] Results ~
Sections X ‘ J Filter Drag Repoit Columins here fo create Fiters
e Org Roster 1
Org Roster 2
Org Roster 3
Waorkforce Planning 1 NN 23 |LANGLEY RESEARCH CE| 00 |LANGLEY RESEARCH CE
Adm OrgList] z NN 23 |LANGLEY RESEARCH CE| 00 |LANGLEY RESEARCH CE
s 3 NN 23 |LANGLEY RESEARCH CE| 00 |LANGLEY RESEARCH CE
Mg =18 4 NN 23 |LANGLEY RESEARCH CE| 00 |LANGLEY RESEARCH CE
il Alpha Roster 5 NN 23 |LANGLEY RESEARCH CE il LANGLEY RESEARCH CE
| Employee Roster P NN 23 |LANGLEY RESEARCH CE| 00 |LANGLEY RESEARCH CE
Em ploym ent Verificatioi 7 NN 23 |LANGLEY RESEARCH CE| 00 |LANGLEY RESEARCH CE
P NN 23 |LANGLEY RESEARCH CE| 00 |LANGLEY RESEARCH CE
55N Roster (by S5N) 3 | NN 23 |LANGLEY RESEARCH CE| 00  |LANGLEY RESEARCH CE
55N Roster (by Name) 0 | NN 23 |LANGLEY RESEARCH CE| 00 |LANGLEY RESEARCH CE
A I NN 23 |LANGLEY RESEARCH CE| 00 |LANGLEY RESEARCH CE
Query | NN 23 |LANGLEY RESEARCHCE| 00 | LANGLEY RESEARCH CE
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8. The Filter: Org window opens
e Select the Show Values button
e Click on a single Org Code to select it OR hold down the Ctrl key on your
keyboard to select multiple Org Codes
e Click the OK button

Filter: Org
Name: IEUQ 0K |
™ Include Nulls Cancel |
\ l_ Mot I= Equal 3 |gn0[e |
|| Show Valuesi| |4 - Heb |
Ly =
Custom Yalues 42
A3
Select All 45
Transfer B1
B101
B102 I_J
B103 :
R1N4 4 Options |

9. In the Sections Pane, select each of the reports and review the information
again. Notice that the report is now filtered down to just the Orgs filtered in the
Results section.

\x ’ l Filter IDfagHe,ooﬂ Cofums here fo creals
| Org Roster1
Org Roster 2
Org Roster 3
| workforce Planning 1 NN 23 LANGLEY RESEARCH CE
L Adm Org List 1 2 NN 23 LANGLEY RESEARCH CE
;h Adm Ore List 2 3 NN 23 LANGLEY RESEARCH CE
‘EI - 4 | NN 73 |LANGLEY RESEARCH CE
| Alpha Roster 5 NN 23 |LANGLEY RESEARCH CE
Lu_j Em ployee Roster [ NN 23 LANGLEY RESEARCH CE
E‘_I Em ployment Verificatiol 7 | s, 23 LHCLEL RESECHCINES
2 8 NN 23 LANGLEY RESEARCH CE
|| SSN Roster (by S5M) 9 NN 23 LANGLEY RESEARCH CE
li#| SSN Roster (by Name 10 NN 23 LANGLEY RESEARCH CE
11 NN 23 LANGLEY RESEARCH CE
A 12 NN 23 |LANGLEY RESEARCH CE
#" Resums 13 NN 23 LANGLEY RESEARCH CE

22
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Part B — Change Default Save Location

1. To change Default Save Location, locate and select from the Main Menu,

Tools...Options...Program Options

Cusktomize. ..

Resource Managet...

Change Database Password, .

Change Web Client Yersion, ..

Taonlz | Help
Process Cuer K —
Quer ~ @D &~
Conneck to Interactive Reparting - System 9...
P g -y 1r|$_4€_:|T|_'|.I_,r“,r,1|
COptions Defaulk Formats. ..

Prograrm Opkions. ..

e Atthe Hyperion Interactive Reporting Web Client Options window,

click on the File Locations tab

General I File Locations | OL&P | Intemational |

Hyperion Interactive Reporting YWeb Client Dptions

General
|7 ™ Reset Print Froperties

e Select the Browse button

Hyperion Interactive Reporting Web Client Options

Documents Directony:

HTHML Template Directon:

Browse. . |
Browse..|

Browse. .

_

Current with FPPS Release 12.03
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2. The Browse for Folder window opens

e Select your preferred default save location
e Click the OK button

Select a default Folder location.

=l (2 Desktop -
& My Documents

EI j My Compuker

[+ Local Disk ()

[k DVD-RAM Drive (D:)

-- Crakamart (E:)

i homet on ‘ibcddcfs01 {iboddefs01y (H:

i commond on ibeddefs01 {bcddcfs01.be.g

i Hrd$ on ‘Thedenerdm’ (520

-8 My Metwark Places

-7 Content & Job Publisher Certs

wd = Rl Lieh T2 =
1 | 3

(0] 4 I Cance| |

e Atthe Hyperion Interactive Reporting Web Client Options window, click
the OK button

Hyperion Interactive Reporting YWeb Client Options

Genersl  File Locations I CLAP | Irternational |

Documents Directary:

|E:1

Browse.. |

o |4
Cancel |
HTWL Template Directory:

Help |
I Browse... |

24
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Part C — Save the Document (with Results)

1. On the Main Menu bar, select File, click on Save Options and select Save
Query Results With Document...

,."'f Student Alpha Org 55N - Windows Internet Explorer

J File | Edit “iew Inzert Format Report Tool: Help

Save As.., Il Al e e = R N N I —

Save Options

I —— ]

Save to Reposibor wiork offling in Wweb Clienk
Save Lo Repository &5, ., v Compress Document

Password Protect Document. ..
Import Data Passward Proteck Design Mode. ..
Expark

Document Scripks. ..

Page Setup...
Brimk Prewview
Print. .. Ckrl+P

12029511 05:30 A

Properties

S=n

e Click in the check box next to Query to save the Query results
and the check box next to Results to save results of the computed columns

Save Query Results With Document

[uem Resultz Computed Calurmis

- ﬂ [ Results

Cancel

Help

/
z
s

e Click the OK button
2. Save File

e On the Standard Toolbar, click the Save icon

,I","-‘ Student Alpha Org 55N - Windows Internet Explorer

J File Edit “iew Inhzert Format Report Tool: Help
- R RERR R AL [RF-RA I B A BT ey
| Jasial e z]Js aw| B I U |=

] 55N Roster by Mame) =

ol

SCartinnc e | | | Cisb= Evwnebices

4

25
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e Change the file name to Org Rosters and click the Save button

saverile 21X
Save it IwDatamart[E:] E Q2 -

Desktop

L

My Documents

W
. 8

tdy Computer

File hame:; IDrg Fostery < uu— j Save I
Save as upe IIntelactive Reparting 'Web Client Compressed [:j Cancel |

e Click the X in the upper right corner to close the Org Rosters query.

e =18 x]
/"
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Part D — Access a Saved Document
The first time you open up a saved Hyperion query, you may have to assign
Internet Explorer as the application to open all .bqy files. This is a one-time set up

to establish the association between IE and .bqy files. If you are not prompted to
make this association, then your computer has already been set up.

1. Access Saved File:

e Navigate to locate your saved file and double-click on the Org Rosters file
icon

2. Press the F11 function key to maximize the browser window

3. From the Sections Pane, click on Query

Sectons = |

B Workfarce Planning :I
B adm Org List 1

] adm Org List 2

B Alpha Roster

B Employee Roster

B Em ployment WVerification

B8 55M Roster (by 55M)

350 Roster (by Mame)

lks
—| [ query

dﬂ Fesults

| Org Stats =
I

Elements

=i Duery -

(el o T 1Y [

27
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4. The Query Section displays

e Atthe Filter Line, place your mouse cursor on Dept V(1) to view the tool tip
(=NN) of the current value

ﬂ ‘ Request

I ==

Dept| Dept Desc:| Eureau| Sub Eur| Drg| Name| Positian Titlel Pay F'Iar'|| Oce Series| [
Wik Soh| Psh Ten| Supy Status| Flsa| Vet Praf| Ret Plan| 5CD Lv| Date Of Birth| Pan

=

J Sort |Dr.—;|gH sf femrs fare fo sorf fem

J Filter ﬂ| Dept¥[1)| AMD 1| Bureau V(2| aND 1| Sub Burv(3)| 4D | 041 D | Empl

e View the tool tip for Bureau V(2), and Sub Bur V(3)

Part E — Change Variable Filters to Simple Filters and Process

1. At the Filter Line, hold down your Ctrl key on the keyboard and click to select the
lables for Dept V(1), Bureau V(2), and Sub Bur V(3)

] |

J Sort | Drag Regueasf Fam hara fo zorf fham

AMD | C

J Filter ﬂ| Diept (1) PATRN AND

2. Click on the right black arrow to expand the Filter Line

N

J Sort |ﬂfagﬂﬂquem‘ffanmhare fo s
| Filter ﬂ| Dept

SO | Bureau

3. Click on the Var button to toggle the Var feature off

J Sart |Dragﬁequem‘ffﬂrm:hﬂre fo ot fram
| Fiter 113 1) JRTRRA] Eureau]

4. Notice that the V is no longer displayed after Dept, Bureau, and Sub Bur. The
only variable filter is now Org V(1).

J =t | Lirag Reguest feme fare fo soif iam

| Fiter  «[ 11
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5. Select the Org V(1) label on the filter line and press the Delete button on your
keyboard to remove it entirely.

6. Click the Process button and review your results.

7. Save File
e On the Standard Toolbar, click the Save icon

J File Edit “iew lnzert Farmat

—H | & 2w A E

| Ihdir\-rﬁ-ﬂ-ﬁl:l' C ok Carik "!"I Iﬂ a

e Click the Save button

saverile 2
Save i I‘c-' Dratamart [E:) j (€] i O

|ﬂ Org Rosters,bgy

I 1t Dacuments

™

tdy Computer

File name: I:In:l Rosters

j Save I b
Save ag bype: IInleractive Reparting *#feb Clent Comprezzed [:j Cancel |

e Click the Yes button to replace the existing Org Rosters file

save File .

"'-\ E:\Org Rosters.bgy already exists,
-

Do o wank ko replace ik?

—— Yes | Mo I

e Close all open Internet Explorer windows by clicking on the X in upper right
corner

End of Exercise
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Exercise 3: Create an Ad Hoc Query from a Pre-built Data Model

Objective: Create an ad hoc query. Practice applying filters and sorts to the data. Save
the document.

Part A - Access FPPS Datamart and Login
1. Launch the I.E. Web Browser

e Access the IBC Datamart Portal at https://dmartportal.nbc.gov
e Click on the Hyperion Login link

q Hyperion Login (==
Hyperion
Login

Hours of Oneration ==l

e Enter your User Name and Password
e Click the Log On button

User Mame:

Password: r
Leg On h P

ORACLE

ENTERPRISE PERFORMANCE
MANAGEMENT SYSTEM

Copyright & 2005, 2011, Oracle and [ or its affiliates. All rights reserved,
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e Atthe HomePage, click on Explore to access the Datamart Standard
Report catalog

DEACI_E' Enterprise Performance M

Mavigate Fie View  Favorites Tools

JShared Workspace Pages/HomePage

2. In the Folders pane, click on Combined File Reports and then double-click on
the Ad Hoc folder

HomePager Explore: /[Combined File Reports *

Folders /Combined File Reports
=| [{J Root 1| #%| & |Name A
[[7 113A and 113G reports (£ Ad Hoc
[[7 Bankcard Development (FDDM) ._ [ EEC
[£7 Bankcard JPMC Conversion ! [ Leave \
[(7 Bankcard Production (MADM) [ Pay N
[[] Casual Pay Limited Reports (MADM) 7] Personnel
+] [[J Casual Pay Reports (MADM) ._ [ Rosters
+] [FJ Client Orientation (MADM) ! (7 Statistical Summary
+| [} Combined File Reports \ || FPPS Security Report
32
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Part B - Create a Query from an Ad Hoc

1. Double-click on the query Ad Hoc (4)

==  Explore: /Combined File Reports/Ad Hoc *

+

=] [ Combined File Reports

1 .)@{

[ Personnel
[[) Rosters
[[7 Statistical Summary

e The Hyperion application opens a new window with the Ad Hoc report

+| [[J Casual Pay Reports (MADM)
| [ Client Orientation (MADM)

Folders JCombined File Reports/Ad Hoc
=| [ Root fﬁi 1| %| & |Name &
[[7 113A and 113G reports | D] Ad Hoc (4)
[ Bankcard Development (FDDM) J Ad Hoc (6)
[ Bankcard JPMC Conversion (9] Ad hoc 5 Agency&p Info
[ Bankcard Production {MADM) |9 Ad Hoc 6 (Unlocked)‘
[ Casual Pay Limited Reports (MADM) | ADHOC 4

displaying the Results Section

e Click on Query in the Section pane to view the Requests and Filters

e Maximize the window to full screen

Current with FPPS Release 12.03
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2. Display Show Remarks on a field:

34

Sroll down through the Employee EEO View table and click to select the

Bargaining Unit Status field

Right click and select Show Remarks to review the field definition

Employes EEQ View
Appropristion Code -
Appt Excld From Csrs Ind
Appt Excld From Fers Ind
Anvard Individual Group Code

&dd Selected Ikems
Filker. ..

Show Remarks

Career Ladder Ir
Ce Cy Wage Cor
Charity Code
Citizenzhip

Ciranchin Caordeo Cocls

Review the information and click the OK button when done

Field Defintions |

Hyperion Interactive Reporting Web Client Show Re

FOUMD IM THE
MAMAGEMEMNT

BECALSE OF &

CODE THAT IDEMTIFIES WHETHER A POSITION 15
REPRESEMTED UWDER THE TERMS OF THE
CERTIFICATION OF AW ESTABELISHED BARGAIMIMNG
UMIT. BARGAINING UNIT MAMES AND CODES CAN BE

OFFICE OF PERSOMMEL
FPUBLICATION 'UMION RECOGMITION

IN THE FEDERAL GOVERMNMENT.!
SPECIAL CODES IMCLUDE:
BEEE = BARGAINING UMIT STATUS 15 [N TRANSITION

MASS CHAMGE.

F777 =ELIGIBLE BUT NOT IMN A& BARGAIMIMG LIMIT.
8858 = INELIGIBLE FOR INCLUSION IM & BARGAINING ;I
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3. Add the Bargaining Unit Status field to the Request line
e Select the Bargaining Unit Status field again
¢ Right click and choose Add Selected Items (Note: You can also select the
Item and drag it to the Request Line).

@l Employee Non EEQ View v |
Appt Excld From Csrs Ind |
Appt Excld From Fers Ind ¥
Awvard Individual Group Code [ =
Bargaining Unit Statue —
Career Ladder Ind Add Selected Items — <mmm—
Ce Cy Wage Code Filter...

Charity Code Show Remarks
Citizenship -
Citizenship Country Code

College Univ Name Code Desc
College Univ Name Code Desc
College Univ Name Code Desc
College Univ Name Code Desc
College Univ Name Code Desc
College University Name Code
College University Name Code
College University Name Code | v

4. Using either selection method, add the following items to the Request Line:

Employee Non EEO View
FEGLI Code
Telework Ind Code

Pay and Leave Facts View
Leave Annual Curr Bal
Leave Sick Curr Bal

Salary Or Pay Rate

Duty Station
Duty Station State Desc

35
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Part C - Process Query and Review Results
1. Click the Process button

The pre-built queries available in Datamart have established variable filters (limits)
that will require you, at a minimum, to provide criteria to filter your queries to your
Department, Bureau, Subbureau and Org Codes. You may also choose to ignore
or remove certain filters in order to retrieve all available values; however FPPS
Security will override any query request for data that falls outside your FPPS data
access profile.

2. Limit Windows

e Enter the NASA values for Dept = NN, Bureau = 23, and Sub Bur = 00 and
click the OK button at each limit window

e Inthe Limit: Org window, click the Ignore button (to retrieve all org codes
within your data access)

Notice that the data is sorted in ascending order (by the org code). If no sort is
set in the Query Section, the default sort is based on the Request Line items.
Also notice the number of rows returned along with the date and time on the
Status Bar (bottom right of the screen).

Question: How many rows of data were returned? of Rows
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3. Results Sort

e Locate and select the Org column, drag and drop it into the Sort Line
e Locate and select the Name Whole column, drag and drop it after Org into
the Sort Line

——l Sort | Org #| Name Whole # |

e Review the results (notice the Org data is sorted in alphanumeric order
followed by Name Whole within each Org)

Part D - Working with Operators and Local Filters
1. Results Screen (Equal operator)

e Double-click on any org value within the Org column to open the Filter: Org
window

e Leave the operator = Equal

e Type a single Org code, for example C102 in the Custom Values input field

e Click the OK button

Name: [ | K
™ Include Nulls Cancel I

I Not [=Equal e Ignore I
lﬁ lC1 e D— Help |
Show Values &
Custom Yalues
Select Al
Remove =
4 Options I

e Review the number of rows returned on the Status Bar

Question: How many rows of data were returned? of Rows
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2. Results Screen (Between operator)

e Double-click on the Org label now visible in the Filter field to re-open the
Filter: Org window

J Filter | e

MO AGnTeY drklT Ikl

(bl N

e Use the drop-down arrow to locate and select the Between operator

M ame: IElrg Ok, |
I Include Mulls Cancel |
[~ Mat |= Equal j |gniore |
= Equal
i‘il <» Mot Equal Help |
< Lesz Than
Zhow Yalues <= Lesz or Equal
| Custom Yalues| |= Greater Than
»= [areater or Equal
Select All Beqinz Wwith
Containz
Femove Ends WM
Like Optionz |

[z Mull

e Enter two different Org codes in a range: B701, C102 (separated by a
comma) in the Custom Values input field
e Click the OK button

Filter: Org B

Name: Il:! {] oK I
™ Include Nulls Cancel I
l_ N ot I B etween _v_I |gn0|'e I
X | | |B?U1, C102 < — Help |
Show Values af
I Custom Values
Select A_II

Remove =

4 Options I
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Question: Now how many rows of data were returned? of Rows

3. Results Screen (Like operator)

Double-click on Org on the Filter Line to open the Filter: Org window

e Use the drop-down arrow to locate and select the Like operator
e Enter A% in the Custom Values input field
e Click the OK button
e Review the information and number of rows returned
Question: Now how many rows of data were returned? of Rows

4. Results Screen (Contains operator)

e Double-click on Org on the Filter Line to open the Filter: Org window

e Use the drop-down arrow to locate and select the Contains operator

e Enter two (2) underscores and the last two characters of an org code,
(example: __ 04in the Custom Values input field

e Click the OK button

e Review the information and number of rows returned

Question: Now how many rows of data were returned? of Rows

5. Remove Local Filter

e Select the Org label in the Filter Line
e Right click
e Select Remove from the speed menu

| Fiter | E

Remove —

Filter. ..

Fank. ..
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7. Remove existing Sort

Select the Org label in the Sort line

Right click

Select Remove from the speed menu and click the Sort Now button
Select the Name Whole label in the Sort line

Right click

Select Remove from the speed menu and click the Sort Now button

8. Place a descending sort on Leave Annual Curr Bal

Drag Leave Annual Curr Bal column to the Sort Line
Double-click the item to change to descending order

Click the Sort Now button

Review the information (notice the Annual Leave data is sorted in
descending order)

ON YOUR OWN:

Place a new filter on your data to only display those employees with a current
Annual Leave Balance that would put them in a “Use or Lose” situation. Write
down what you did to accomplish this:
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9. Change the Query Section Name

e Double-click on Query in the Sections Pane (left side of your screen)
e Change the section name to Query - Annual Leave in the Section Label

window
e Click the OK button

Label:

Section Label

—l IE!uer_l,I - Annual Leave

Ok ——

Cancel

10. Save Options (Save Query Results With Document)

e On the Main Menu bar, select File, click on Save Options and select Save

Query Results With Document...

Save As... |i o
Save Options Save Query Results With Document. ..

J File' Edit Yiew Insert Format Results Tools Help
|

et el
=t =I B ESE A [N | T e

Save ko Repository \Work offline in Web Client

Save to Repository As... v Compress Document

Password Protect Document. ..
Password Protect Design Mode. ..

W
; Import Data
L Export >
{ Document Scripts. ..
Dep
| Page Setup... o
| Print Preview
l Print... Ctrl+P NN
NN
| Properties NN
|

I X1A]

Bureau

23
23
23

22

Bureau Desc

LANGLEY RESEARCH CE

LANGLEY RESEARCH CE
LANGLEY RESEARCH CE
LANGLEY RESEARCH CE

IAMCSICY DECCADCL T

e Click in the box next to Query - Annual Leave to save the Query results and

the box next to Results to save the computed columns

e Click the OK button

Save Query Results With Document

[uem Rezults Computed Caolumiz

[ Lerny - Annual Leave ‘I - Resulks

NN

Cancel

bkt

Help

a
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11. Save File

e On the Standard Toolbar, click the Save icon

,.I"'f Student Ad Hoc {DB150) - Windows Internet Exp

J File Edit “iew Inzet Format CGuerp Tool: Help

i || 5 | A Bt

| Jaial e z]aa aw| B I

dﬂ Quern - Annual Leave =

Sections x | Dept| De

TCL__ M. n

‘ ‘ Request

12. Save the file name to Leave
e Click the Save button
e Close all open browser windows by clicking on the X in upper right corner.

End of Exercise
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Exercise 4: Access and Modify a Saved Query

Objective: Access a saved Query file. Retrieve additional data for your organization.
Practice applying different filters and sorts to the data. Format your results.

Part A — Access a Saved Document
1. Launch the I.LE. Web Browser

e Access the IBC Datamart Portal at https://dmartportal.nbc.gov
e Click on the Hyperion Login link

d Hyperion Login (==
Hyperion |
Login

Hours of Oneration ==l

e Log in using your NASA FPPS Datamart User Name and Password

e Click the Log On button

e Atthe HomePage, click on Explore to access the Datamart Standard
Report catalog

e Minimize (DON'T CLOSE DOWN) all browser windows so you can see
your computer’s Desktop

e From your default save location, locate and double-click on the Leave.bqy
file icon

2. Press the F11 function key to maximize the browser window
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Part B — Add Additional Items to Request Line
1. Review the data saved within the Results section

2. In the Sections Pane, click on Query — Annual Leave

dﬂ Results -

Sectons :::

/v = Query-Annual Leave

3. Add the following items to the Request line:

Employee EEO View: Pay and Leave Facts:
Ssn Date of Birth
Work Schedule Employee Age

Leave Comp Avail Occ Total
Leave Credit Hrs Bal

4. Retrieve New Data

e Turn off the Variable filter feature on the Dept, Bur and Subbur fields in the
Filter line and delete the Org filter completely

e Click the Process button

e Scroll to the right to review the newly added items
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Part C — Format Results

1. Format Numbers

Select the Leave Annual Curr Bal column (click on the gray bar above the

column title)

Right click and select Number...

J Filter | Drag Aapod Cotamms Mers fo creafe Fifars
[
Filter...
Sort Ascending
Sort Descending
1 10
Add Computed Tkem...
z 0z Add @rouping Column. .
3 04 Remove Calumn
4 05 Break Total. ..
Grand Total,..
; e rand Total
. 05 Hide Calumn
—
Alignment. .
& o7 Fonit...
q or Border and Background. ..
10 10 Text \Wrap
- 10 Suppress Duplicates
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e Select format #,##0.00, then click the OK button

Murnber I

Select a Formatting Locale:

|usa =l

Cateqgaony: Format:

Al N

Currency # HH0 :I

Percentage g HH00

Drate SR HA0.00

Time R0

Custom +H #H#0

B HHO0. HERHH
~| |0.00E+00 =l
Preview:
236.50

Help | ] Cancel

e Review the results

e Repeat this same format on the following fields:
o Leave Sick Curr Bal
o Leave Comp Avail Occ Total
o Leave Credit Hrs Bal

2. Format SSN:

e Select the Ssn column, right click and select Number ...

e Under Category, select Custom

e In Format, type 000-00-0000 (This will place zeros preceding SSN’s where
the leading numbers were zeros and dropped off as well as dashes in
between the nine SSN digits)

e Click the OK button

e Review the results
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3. Format Salary Or Pay Rate:

Select the Salary Or Pay Rate column, right click and select Number
Under Category, select Currency

Select the Format that would display values without decimal places and
place negative values within parenthesis $#,##0; ($#,##0)

Click the OK button

Review the results

4. Format Date Of Birth:

Select the Date Of Birth column, right click and select Number
Under Category, select Date

In Format, select mmmm dd, yyyy

Click the OK button

Review the results

5. Justify Text:

Select the Date Of Birth column again

Click on the Left Justify button on the Formatting Toolbar
Select the Ssn column

Click on the Center Justify button on the Formatting Toolbar
Review the results

6. Format Text:

Format all data columns and labels to size 10 font
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ON YOUR OWN: By applying different filters to your results data, answer the
following questions. Write down what data fields and what operator(s) you used to
filter your data:

e How many employees were born on or after 08/01/65:
e How many employees are over the age of 50:

e How many employees have an AL balance of more than 240 hours:

e How many employees are in Occupational Series 0303 AND at a Grade of
06 or higher:

e How many employees are in Duty Station City Brook Park, Ohio making a
salary of 70000 dollars or higher:

e How many Accountants are there:

e How many Full Time employees are in Bargaining Unit 1408 with a Federal
Employee Group Life Insurance (FEGLI) selection of CO:

e How many employees have an available Comp Time balance:

e How many employees are maxed out with their Credit Hours:

e How many GS-15s are there:
2. Save File:
e On the Standard Toolbar, click the Save icon

e Click the Save button
e Click the Yes button to replace the existing file

3. Close down all browser windows by clicking the X at the top right of the window.

End of Exercise
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Exercise 5: Create/Modify Pivots

Objective: Create and modify Pivots from the Results Section. Apply Data Functions.

Part A — Access a Saved Document
1. Launch the I.LE. Web Browser

e Access the IBC Datamart Portal at https://dmartportal.nbc.gov
e Click on the Hyperion Login link

q Hyperion Login (==
Hyperion |
Login

Hours of Oneration ==l

e Log in using your NASA FPPS Datamart User Name and Password

e Click the Log On button

e Atthe HomePage, click on Explore to access the Datamart Standard
Report catalog

e Minimize (DON'T CLOSE DOWN) all browser windows so you can see
your computer’s Desktop

e From your default save location, locate and double-click on the Org
Rosters.bqy file icon

2. Press the F11 function key to maximize the browser window
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Part B — Create a Pivot for Analysis

1. Click on Insert from the Main Menu bar and select New Pivot

File Edit “iew

H| 3 &

| @4dabe Fan He

lJEl Fesults -

LSectons

[nzert | Format

Mew Query
Mew Table
Mew Pivol

Mew Chark
Mew Repork
Mew Dashboard

Resultz

B Qrg Roster 1
B Crg Roster 2

Page Header, ..
Fage Fooker...

e From the Elements Pane, drag and drop Duty Station City Desc and Type
Appt Desc to the Row Labels Data Layout Pane in that order
e Drag and drop Full Time Perm, Full Time Temp, Part Time Perm, Part
Time Temp and Intermittent to the Facts Data Layout Pane in that order
e To display the row labels, right click anywhere on the screen, select
Corner Labels, Row
e Adjust the column width for readability

2. Display a Grand Total

e Click on the horizontal gray bar located above the Duty Station City Desc
label to select the left most column of data

|

|

|

|

Duty Stigfete Dese

Full Time Perrn [Full Time Temp [Part Time Perm [Part Time Te[intermittent

1 Tipe Appt Desc
il ALABAM CAREER (COMP SV C PERN) 6 0 0 0 0
_ |CALIFORNIA CAREER (COMP SWC PERM) 4 0 0 1] 0
) COLORADO CAREER (COMP SV C PERN) 2 0 0 0 0
U DELAWARE NONPERMANENT (COMP S%C NONPERN) 0 1 0 0 0
_ |PISTRICT OF COLUMBIA CAREER-COMD (COMP SV C PERM) 1 0 0 0 1]
il FLORIDA CAREER (COMP SV C PERM) 3 0 0 1] 1]
[ibaHo 0 0 1 0 0
1l MARYLAND CAREER (COMP SWC PERM) 6 0 0 0 0
~ [MISSISSIPPI CAREER (COMP SV C PERNM) 1 0 0 0 ]
il MISSOURI CAREER (COMP SWC PERM) 1 0 1] 1] 1]
) NORTH CAROLINA CAREER (COMP SV C PERN) 1 0 0 0 0
U OHIO CAREER (COMP SWC PERM) 2 0 0 0 0
OREGON CAREER (COMP SV C PERM) 1 0 1] 0 ]
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e Click on the Grand Total button located on the Standard Toolbar

e Scroll to the bottom to view the Total

| 1

| | |
Duty Station State Desc Type Appt Desc Full Time Perm IFuu Time Temp IPart Time Perm 'Part Time Temp |Intermittent|
1 ALABARMA CAREER (COMP SWC PERND 6 1] 1] u} u]
CALIFORMNIA CAREER (COMP SV C PERNM) 4 o 0 u] u}
COLORADO CAREER (COMP SV C PERN) 2 o} 0 u] u}
DELAWARE MOMNPERMAMNENT (COMP SYC NONPERNM) o 1 o u] u}
_ |DISTRICT OF COLUMBIA CAREER-COND (COMP SV C PERNM) 1 i} 1} u] u}
FLORIDA CAREER (COMP SWC PERND S [} i} u] u}
IDAHO u} u} 1 0 u}
MARYLAND CAREER (COMP SV C PERNM) 6 u} u} 0 i}
MISSISSIPPI CAREER (CORMP SWC PERN)D 1 i} u} u] u}
MISSOURI CAREER (COMP SWC PERND 1 o o u} o
MORTH CAROLINA CAREER (COMP SV C PERK) 1 o 1] u} o
OHIO CAREER (COMP SWC PERN) 2 1] 1] u} o
OREGOMN CAREER (COMP SWC PERN) 1 1] 1] u} n]
TEXAS CAREER (COMP SWC PERND 6 o 1] u} u]
CAREER (SES PERND 1 1] 1] u} u]
A VIRGINIA 23 1] 6 u} u]
CAREER (COMP SV C PERNM) 1,524 o 9 u] u}
CAREER (SES PERND 32 i} lu] u] i}
CAREER-COND (COMP SV C PERN) 118 o} 1] u] u}
MNMOMNPERMAMNENT (COMP SV C NONPERN) o 133 1] 2 u}
) SCHED A (BEXC SYC MONPERK) o] 0 u} 1 u}
ED & (EXC 5% C PERM) 11 0 I —— T
Total 1,745 134 16 3
——

*o

3. Display Subtotals

e Click on the horizontal gray bar located above the Type Appt Desc label
e Click on the Grand Total button again
e Notice that the subtotals are by Duty Station City Desc
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Part C — Insert Multiple Pivots

1. Click on Insert from the Main Menu bar and select New Pivot

e From the Elements Pane, drag and drop Org to Row Labels

e Drag and drop Salary to Facts

e To display the row labels, right click anywhere on the screen, select
Corner Labels, Row

e Adjust the column width for readability

2. Display a Grand Total

e Click on the horizontal gray bar located above the Org label
e Click on the Grand Total button located on the Standard Toolbar
e Scroll down to view the total

3. Change Data Function of a Row

e Click on the horizontal gray bar located above the Org label to select it

e Click on the Grand Total button again (you should now have two Totals)

e Hold down the Alt key and click directly on the second new Total label
again (this selects the entire Total row)

¢ Release the Alt key

HIUS I Ib,ULS

H104 $911,805
| $204,950,271
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e Right click and select Data Function and then click on Average

“[EBUZ T 347,290
E6D3 $4  Drill Asnywhere >
S E604 $1  add Computed Item...
= ] Dataruncion  »
E60E $€
= E607 I Font...
" ‘¢ Style » -
H1 $€ Number... Cour"ut Diskinct
= : Maximunm
_|H102 L 4 Mimon
H103 §1 B o o Crian
g H104 $c Data Labels > % of Row
=5 Total $204 Corner Labels > % of Grand
e 'Y Use Surface Values Increase
. % Increase
' Other » |
| | Row Labets Org
e Notice that the Average displays below the Total
o L I PIT T, 0Z7
H104 $911.805
| Total $204,950,271
Average $107.982 >
S*; 4?—4

4. Data Function: Add Maximum and Minimum Salary Values

e Repeat Steps #2 and #3 above to add Maximum and Minimum salaries

— | e =

B Total $204,.3950,271
SoserTTe - .

|

 [MaEximum $179.700
rAIDITIMIUMm $22.851

S —
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5. Remove Data Function

Click once on the Minimum label to select it

Click on the Remove button located on the Standard Toolbar to delete the
row

Repeat this step for the Maximum and Average rows

Change Data Function of a Column

From the Elements Pane, drag and drop Salary to Facts a second time
To change the data function of this second Salary column, click inside the
column directly over any salary data field to select the entire column
Right click and select Data Function, % of Grand

With the new column still selected, right click and select Number

Select the category Percentage and choose the 0.00% format

Click OK

Review your results

Part E — Chart a Pivot

54

Click on Insert from the Main Menu bar and select New Pivot

From the Elements Pane, drag and drop Sex to Row Labels

Drag and drop Count to Facts

Click on the horizontal gray bar located above the Sex label

Click on the Grand Total button located on the Standard Toolbar

To display the row labels, right click anywhere on the screen, select Corner
Labels, Row

Click on Insert from the Main Menu bar and select Chart This Pivot

Save your file when done.

End of Exercise
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Exercise 6: Add a Table, Pivot, and Chart for Analysis

Objective: Add a Computed Item and Table Section from the Results Section of a Standard
Report. Apply Local Filters. Create a Pivot and Chart from the Table.

Part A — Search for and Access a Standard Report
1. Access the IBC Datamart Portal and click on Hyperion Login link

2. The ORACLE Enterprise Performance Management System Workspace
Login screen displays in a new window

e Log in using your User Name and Password
e Click the Log On button

3. The HomePage displays

e At the right side of the screen, enter “completed actions” in the Search box

e Click on the Search button

Logged in as PPSCK27 | Help | Log off O

\..

=gnll completed actions © Advanced
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4. The Search Results screen displays

e Review the information displayed
e Click on the Trans Completed Actions link

F=ent M Search Results *

Clusters and Controls Search results
Order by Search |completed actions

8 f;:trfnodiﬁed date Results 1-10 of 43 Search took 1594 msec
Filters

Did you mean completed action ?

Document Type completed AMND actions would narrow the search

Interactive Reporting Document {

MS Excel Eile (1) | &y| SF52 Completed Actions
__—,“f Provides all completed actions for the requested period - Passthrough
MS Word File {1) Interactive Reporting Document, 8/06/08 12:23 PM
PDF File (4) {SF52 Data Reports 0933 - 1288/5F52 Personnel/
QOwnerfAuthor: administrator

Updated
Today (0) &y| Trans Completed Actions
5 Provides all completed actions for the requested period - Passthrough
y Interactive Reporting Document, 8/17/12 9:39 AM
In the past 30 davs (19) [Transaction File Reports/Trans Personnel/

QOlder than 30 days (24) OwnerjAuthor: admin

Part B — Process a Standard Report

1. Process the report using the following values:

e Filter: Dept window: Type NN
e Filter: Bur window: Type 23
e Filter: Sub Bur window: Type 00
e Filter: Org window: Click the Ignore button
e Filter: Date Effective window: 01/01/12
rVl_im'it: Date Effective J
For example, enter: 010101, 0673001
Name: | Date Effective
[ Include Nulls
[ ot [;“Greater or Equal ] :J
X | ¢| |01m1n2|
Custom Yalues
/////
e Filter: Noa 1 window: Click the Ignore button
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2. The Results Section displays

e Review the displayed information
¢ In the Sections Pane, click on Completed Actns by Noa/Org report

Jﬂ Results -
Sections ﬁ"J Fill

—p B Completed Actns by Moa/Org

A Query

| ]r2]|—

3. Completed Actions by Noa/Org Report displays
e From the Standard Toolbar, click the Zoom drop-down arrow and

zoom to Page Width to fully display the Report
e Review the displayed information

Part B — Add a Computed Item to the Results Section
1. From the Sections Pane, click on Results to return to the Results section
2. Create a Computed Item
e Scroll to the right side of the screen to the end of your columns (white area)

e Click the right mouse button (to access the short-cut menu) and select Add
Computed Item

| J Sort | Drag Aequest Kams frare fo sodf fram

L] Total Pawroll

Eipenzes

Add Computed Ikem, ..

Pavyrall

Border and Background. ..

fWE USED E] LR E]
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e In the Computed Item window, change the Name to 2012 Quarters
e Select the Functions button

FCdmputed Item
Mame T7-2-EVJ12VQuar‘ters
-Definition .
(ot —

o) o o
[== ][ %= ] [and | [ o | [ if | [else]
lmed) (L= J (=] (=) (== ] [net ]

( OK | | Cancel |

e Select the Date Functions category
e Select the ToQtr function
e Select the Reference button

(= — ﬂ
Functions
Function Categories: Functions:
Condtional Functions MonthsBetween (]
Date Functions | et Day i |
Math Functions Sysdate
Mumeric Functions ToChar
Picture Functions ToDate (=
Statistical Functions ToMonth |=
String Functions ToGtr B
Trend Functions ToYear Y/
Parameters .
Returns the quatter # of date d
Date 'd'
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Select the Date_Effective field
Click the OK button

Reference

Topic:

ltem:

Request

it =

MNoa_1 E |
Noa_Marr 1
MNoa_2

MNoa_Marr_2

Lac_1

Lac_Marr_1
Pers_Trans_Status
Pers_Trans_Status_Desc
Date_Completed [v’

Dept /

NS

Date, EROCTVE ]~ | C—

| OK | [ Cancel

Select the OK button

Parameters

(Func‘tions

Function Categories: Functions:

Conditional Functions MonthsBetween A~
Date Functions NextDay i |
Math Functions Sysdate

Numetric Functions ToChar

Picture Functions ToDate —
Statistical Functions ToMonth [f_.[
String Functions ToGtr ’1'
Trend Functions ToYear

Returns the quarter # of date d

Date 'd'

' Date_Effective

Reference...

ﬁ

[ OK ][ Cancel ]
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Review the new computed item formula
Select the OK button

ﬁComputed Item

Name | 2012 Quarters

~Definition

) | ToGtr ( Date_Effective )

RSN R (|| - - ——
(== ][ %= ] [and | [ or | [ it | [else]
lmod) (L= J L= L2 (2= (Lnet]

Reference...

o

J |

Cancel

3. Review the new computed item column

60

Duty Station Desc Count 2012 Quarters

HAMPTON HAMPTON MRGINIA
HAWPTON, HAMPTON MRGINIA 1
HAMPTON, HAWPTON MRGINIA 1
HAMPTON, HAMPTON MRGINIA 1
HAMPTON HAMPTON MRGINIA 1
HAMPTON, HAMPTON MRGINIA 1
HAMPTON HAMPTON MRGINIA 1
1
HAMPTON, HAMPTON MRGINIA 1
1
HAMPTON, HAMPTON MRGINIA 1
HAWPTON HAMPTON MRGINIA 1
HAWPTON, HAWPTON MRGINIA 1
HAMPTON, HAWPTON MRGINIA 1
HAMPTON, HAMPTON MRGINIA 1
HAMPTON, HAMPTON MRGINIA 1
HAMPTON HAMPTON MRGINIA 1
HAWPTON, HAWPTON MRGINIA 1
HAMPTON, HAWPTON MRGINIA 1

Q4
Q1
Q1
Q2
Q4
Q1
Q2
Q2
Q1
Q2
Q2
Q1

Q1
Q3
Q1
Q3
Q1
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Part C — Insert a New Pivot Section

1. Click on Insert from the Main Menu bar and select New Pivot

From the Elements Pane, drag and drop 2012 Quarters, Noal and Noa2
to the Row Labels of the Data Layout Pane

Drag and drop Count to the Facts of the Data Layout Pane

Adjust all the column widths to fully display the information

Display the Row Labels by clicking the right mouse button and select
Corner Labels and click on Row

Select the 2012 Quarters column and add a Grand Total to the entire pivot
Select the Noa 1 column and add a Sub Total to the pivot

How many completed transactions has your HR team processed in the following
Quarters:

2012 Q1:

2012 Q2:

2012 Q3:

2012 Q4:

2012 Grand Total:

Part D — Analyze Pivot Data

1. Drill Anywhere Feature

Select the Noa 1 column by clicking on gray line above the Noa 1 label

1 2012 Quarters MNoa 1 MNoa 2 Count
| 001 292 1
I 330 | 1
713 | 1
002 140 | 1
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e Right click the right mouse button to access the short-cut menu
e Select Drill Anywhere and click on Noa Narr 1

2012 Quarters

Q1

MNoa 1 Drill Anywhere Date Effective
5 Orikp
Add Totals HbE a2
dd Computed Item... Lac 1
8 P Lac Marr 1
Font. .. Pers Trans Status
Style » Pers Trans Status Desc

2. Adjust the column width to fully display the data

e Review the information displayed in the Pivot

| |

1 2012 Quarters |Noa 1

MNoa Marr 1

Noa 2

Count

Q1 o001

CANCELLATION

292

330

713

o0z

CORRECTION

140

170

702

703

730

== k| ==]|=]=

Provide the counts for the following:

Regular Within Range Increases completed in Q1?

Reassignment actions completed in Q27

Rating Based Individual Cash Awards completed in Q3?
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3. Drill Anywhere
e Click to select the label for PROMOTION
e Right click and select Drill Anywhere - Name

501 ICON’\! TO CAREER COND APPT 8
iy PROMOTION 21
= '-[J Date Effective Grade
703 PROMOTION NTE 01-14- Drillup Moa Narr 2 Step
PROMOTION NTE 01-28 Lac 1 Salary Total
Add Computed Item... :
PROMOTION NTE 02-25  Focus on Ttems Lac Narr 1 Pay Basis
P OTION NTE 03-08 Hide Tt Pers Trans Status Position Title Opm
ROM o oI Pers Trans Status Desc Wet Pref
PROMOTION NTE 03-10:-  pgpe,.. Date Completed Vet Pref Desc
PROMOTION NTE 03-24.  Style »  Dept Ten Grp
PROMOTION NTE 03-25. Justify > Bureau Ten Grp Desc
Borders > Sub Bur PRD
PROMOTION NTE 04-29 = : org ¢ PRD Desc
PROMOTION NTE 12-3]. oo Labels Org Desc Retire Plan
Correr Labels P Retire Plan Desc
721 REASSIGNMENT Use Surface Yalues
3sn \Wrk Sch

e Review/analyze your data
e Click on the label for any employee to select it
e Right click and select Drill Up

MNoa 1 |Noa Narr 1 [Narme [Count
702 |PROMOTION ELLENE JOSHUA ENE = /
: Drill Anywhere

AMIOT, RICHARD W il
ANDERSON, ANGELA M
ASTLER, DOUGLAS TYLER "dd Computed Item...

- Focus on Items
BITTNER, DAVID MICHAEL |10 oree
BODNAR, KARIN E | Show all Ttems
BROWN, NIKKI D z =
BROWN, RYAN D | &k :
BURY, KRISTEN M Justify »
BUSCH, DENISE R. ' Borders »
CAMPBELL, GREGORY LC 1o (ool -
CAPELETY, MICHAELW. |  Corner Labels \
CAPELL, DONNA M. Use Surface Values

e Select any label within the Noa Narr 1 column by clicking on it
¢ Right click and select Drill Up to return to your original pivot design
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Part E — Insert a New Table Section

1. Click on Insert from the Main Menu bar and select New Table

/2 Trans Completed Actions - Windows In

J File Edit View Insert[ Format Results Tof
J H[ j ‘-L-\'_ll MNew Query _j"'

Mew Table -—‘ ——

Andale WT Mew Pivot |7 |
= MNew Chart
\Jﬂ Resulteds MNew Report
Sections Mew Dashboard

%] compitd Act  Page Header...
\}ﬂQuer}f:Trans Page Footer...

QE Results

2. From the Elements Pane, select the following items, right-click the mouse and
select Add Column or drag and drop each item to the outliner window at the
bottom of the screen

Noa 1

Noa Narr 1
Count

2012 Quarters

3. Review the information displayed in the Table

Part F — Apply Filters and Formatting

1. Place a Filter on Noa 1 to only display appointment actions (NOACs 100
through 199)

How many rows of data do you have? of

3. Format the Table Section text

e Double-click on Table in the Sections Pane and rename it to Table —
Appointments
e Click the OK button
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Part G — Create a Pivot

1. At the Table-Appointments section, click on Insert from the Main Menu bar

and select New Pivot
ﬂ? Trans Completed Actions - Windows Inter|

J File Edit View Insert| Format Table Tools H

& @ MNew Query P |
X 2 ._] ¥
M Mew Table
J New Pivot
m Mew Chart
W TARETAPPOY  New Report
ShElkinns Mew Dashboard | Dl
]| Compltd Act  Page Header... | Drd
Jﬂ Query: Trans Page ffooter...
Jﬂ Results
|2 Pivot 702

B Table - Appointments 931

e From the Elements Pane, drag and drop Noa 1, and Noa Narr 1, to the
Row Labels of the Data Layout Pane

e Drag and drop Quarters 2012 to the Column Labels of the Data Layout
Pane

e Drag and drop Count to the Facts of the Data Layout Pane

e Adjust all the column widths to fully display the information

e Display the Row Labels by clicking the right mouse button and selecting
Corner Labels — Row

e Add a Grand Total to the Pivot

e Review your result

[ | [ [ [
| Q1 Q2 Q3
_ [Noa MNoa MNarr 1 Count Count Count
L CANCELLATION 3 3 4
~|o02 CORRECTION 16 15 32
101 CAREER-COND APPT 2 2 S
|08 TERM APPT NTE 01-16-14 1
. TERNM APPT NTE 02-12-14 1

TERM APPT NTE 03-26-16 1
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Part H — Create a Chart from a Pivot

1. Click on Insert from the Main Menu bar and select Chart This Pivot

f,’ Trans Completed Actions - Windows Interr

J File Edit View Insert| Format Pivot Tools He

i @l New Query <
JM Mew Table I
J A MNew Pivot B
MNew Chart
__@;____Pwoﬂ ~ MNew Report
Sections Mew Dashboard !

U] Compltd Al Page Header...
dﬂ Query: Trans Page Footer...
A Results Chart This Pivot
(i Pivot

Page Break Before

(] Table - Appc Page Break After

B pivot2 Remoye Page Break
|| i

Part H — Save the Document

1. Save Options:
e Click on File from the Hyperion Main Menu bar
e Select Save Options

e Click on Save Query Results With Document

2. Save with Results:

e Make sure that both boxes have an X in them

B Query E Result: ;I
Cancel |
ﬂ Help |

[~ Y

e Click the OK button
e Click on the Save icon from the Standard Toolbar
e Name the file Completed Actions
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ON YOUR OWN:

Insert another Table section from the Results section

Filter the data to only display Promotion actions

Create a Pivot to display this information in a more readable format
Chart the Pivot to display this information graphically as show below

3. Save and close the document

4. Log off and close the Browser

End of Exercise
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Exercise 7: Create Charts for Analysis

Objective: Create and format Charts that display Education information for your
organization. Review and analyze information.

Part A - Create a Query

1. Access and Logon to the Datamart Portal (https://dmartportal.nbc.gov)

You are currently notlogged into the Portal. ~ Regist@r or BEELE
. U.S. Department of the Interior

IBC Datamart Portal CJ/‘I’C!.’“‘

' Portal Home

My Portal i Applications [ FPPS |

AUTHORIZED USERS ONLY New to our Portal? Create an account and get
access to multiple features such as help forum and
- CREATE AN ACCOUNT

Change FPPS Password

e Enter your User Name and Password
e Click the Log On button

2. Click the Hyperion Login link

e Enter your User Name and Password
e Click the Log On button

3. The HomePage displays

e Click on Explore to access the Datamart Standard Report catalog

¢ Inthe Folders pane, double-click on the Combined History Reports folder
to expand it

e Select the History Ad Hoc folder
e Double-click on the Ad Hoc (5) file to access the query

4. Build Request Line

e Access the Query Section and add Education Level from the Employee
History Non EEO View table to the Request Line.

69
Current with FPPS Release 12.03



5. Process Query

e Click the Process button and enter the following values in the limit
Windows:

Pay Period: 201210 (YYYYPP)

Dept: NN

Bureau: 23

Subbureau: 00

Org: Click Ignore

Part B — Create Decode Descriptions
1. Add a Decode Description to the Results Section

e Scroll to the right of the Results section, locate and review the Education
Level data

e Right click and select Add Computed Item

¢ In the Computed Item window, replace the default column name ‘Computed’
with ‘Education’

2. Access the Datamart Portal window (locate it on the bottom bar of your
computer) and log into the Portal itself place your mouse cursor on My Portal and
select Site Index

IBC Datamart Portal

wy Portal Home

My Portal ApplicationslFPPS'Hyperion Casual Pay | FFS

\ User Control Panel Ltus o=
Site Index

Contact Us

W NI T T

*Note: Datamart is (
"Last PP Processe|
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4. Select the link to Computed Items/Pay Codes/Decode Description

e Scroll down and click on the Education Level hyperlink

e From the Main Menu, select Edit and click Select All (to select the entire
decode statement)

e Click Edit again and select Copy to copy the decode statement into the
windows memory clipboard

e Close the Decode Description window

5. Using the Windows task bar at the bottom of your screen, click on the window
which will return you to the Results Section and your Computed Item

6. Click inside the Definition window of the Computed Item

e Paste the Education Level Decode Description into the Definition window
by placing the cursor in the Definition window, then right click and select
Paste (or Ctrl+V)

e The Definition window looks like this:

Computed Item

W
— Lrefinitiarn

MO ADDL DEGREE', Furictions. .. |

‘21, 'DOCTORATE DEGREE [E.G.

FH.O..D.ED.DPHY. Feference... |

22 'POST-DOCTORATE. WORK BEYOMND THE

COCTORATE', Optians |

]

Help | ] 4 | Cancel

e Click OK to close the Computed Item window
e Review the Education column results
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Part C - Chart Section

1. Create a Chart

From the Main Menubar, click on Insert and select New Chart (the default
is Vertical Bar, leave as is)

Select Count in the Elements Pane, access the speed menu and click Add
to Fact (Stack)

Drag and drop Education Level into the X Axis Pane of the Data Layout

2. Create a Table and Chart

From the Results Section, insert a New Table

Drag Org, Org Desc, Education Level, Education Desc, and Count to the
Data Layout Pane

Filter the Education Level field to only display employees with an FPPS
code indicating an Education Level of Bachelor’s Degree or higher AND
filter the Org field to only display 4 different Org Codes (you choose).

Write down what you did to accomplish these filters:

From this new Table section, Insert a New Chart

Create a Horizontal Bar chart for analysis that displays information on these
four Org Codes for employees with a Bachelor’s degree or higher by placing
Count in the Fact (Stack), Education Desc in the X Axis and Org in
Depth

3. Copy and Modify Table

72

Select the Table in the Sections Pane
Right-click and select Duplicate Section

4 Table ~

Sections X

\)3' Query: CombHstAdHoc Ad Hoc 5
Jﬂ Results: CombHstAdHoc Ad Hoc S

Iy chart

B Table :
.U.I] &, Delete Section...
A Rename Section...

Duplicate Section
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e Change the Filter on Org to 4 different Org Codes

e Insert a New Chart

e Create a Horizontal Bar chart for analysis that displays information on these
four new Org Codes for employees with a Bachelor’s degree or higher by
placing Count in the Fact (Stack), Education Desc in the X Axis and Org
in Depth

On Your Own
Insert Pivot sections in to any area you wish to display your Education data in a
more readable format with Grand Totals and Sub Totals.

Save File

Insure that you save the Query Results With Document
On the Standard Toolbar, click the Save icon

Change the file name to Education Level

Click Save

Close the Browser

End of Exercise
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Exercise 8: Computed Items and Exporting Documents

Objective: Add Computed Items. Apply formatting features. Export as Adobe Acrobat file format
(PDF).

Part A — Access and Process a Standard Report
1. Launch the I.E. Web Browser

e Access the IBC Datamart Portal at https://dmartportal.nbc.gov
e Click on the Hyperion Login link

d Hyperion Login (==
Hyperion |
Login

Hours of Oneration  [=l=]

2. The ORACLE Enterprise Performance Management System Workspace
Login screen displays

e Log in using your NASA FPPS Datamart User Name and Password

e Click the Log On button

e Atthe HomePage, click on Explore to access the Datamart Standard
Report catalog

DRACLE' Enterprise Performance M

Mavigate Fie View  Favorites Tools H

""ﬁ r.i' "3 Elq:llan h

fShared Workspace Pages/HomePage
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3. In the Folders pane, double click on the Combined File Reports folder to open
it. Select the Personnel folder and then double click on the Retirement
Information query.

Part A — Create Computed Items
1. In the Query Section add the following items to the Request line:

e Base Rate
e Leave Annual Curr Bal

2. Process the query using your NASA codes for Dept, Bur, etc., however select
Ignore for Org

e Review the information displayed in all the available Reports and Pivots
3. Return to the Results: Retirement Projections section and add a Computed
Item that multiplies the Base Rate and the Leave Annual Curr Bal fields together to

display the payout amount each employee would receive

e Right click to access the short-cut menu and select Add Computed Item
e Change the name to Payout Amount and click on the Reference button

Computed Item
Mame IF'aj,n:-ut.-'i'-.mn:nunt —
—Definition

;I Funchions... |
Reference... | G—
Options |

Help | k. | Cancel
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e Select Base Rate and click the OK button

Reference

Topic: [term:

Org ;I
Emplovee_Mame

Szn

Series

DLEI

Fav_Plan

Education Level

Leave_aAnnual_Curr_Bal

Marme_whole LI
A

Help | ] Cancel |

e Select the asterisk button ( *) to indicate you want to multiply

Computed Item

Mame IF'ayu:uut AmoLnt

— Definitiar

;I Functions... |
Reference... |
Options |

Help | k. | Cancel

‘Hace Rate ——

e Click to the right side of the asterisk
e Click the Reference button to select another data item
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e Select Leave Annual Curr Bal and click the OK button

Reference

T opic: [term;

Org =]
Emplovee_Mame
Szn
Series
DLEI
Fay_Flan
Education_Level
Baze Rate
Leave Annual Curr Bal

-
Mame_‘Whole ;I
A

Help I k. | Cancel I

e Click OK to review results of the computed item

Computed Item

Mame IF'ayu:uut AmoLnt

— Drefinitiar

Baze_Rate * Leave_snnual Cur_Bal ;I Functions... |

Cptiong |

Help | k. | Cancel |

e Format Payout Amount column to display currency with two decimal places
e Place an ascending sort on Payout Amount
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Part B — Focus on Items

1. Select the Ret Status/5-Yr Inc By Ret Plan Pivot section

Sections

1

X

T

U

af| Ret Status/S-YrInc By Ret ELig Yr

Jﬂ Query: Retirement Projections
J‘-V’] Results: Retirement Projections
P Ret Status/S-¥r Inc By Ret Plan D

(i Ret Eligibility by Ret Plan

2. Add Payout Amount from the Elements Pane to Facts and adjust column to fit

3. Select the Eligible Now label

e Rightc

lick with mouse

e Select Focus on ltems

|

Bureau Desc

Retirement Status

CENTER

LAMNGLEY RESEARCH

T
Drill Anywhere

Eligible How Drillup

Add Computed Item...
Focus on Ikems
Hide Items

= - Font...

igible this Calendar Style
Year
Justify
Borders
Hext 05

Data Labels

Corner Labels
Use Surface Values

Current with FPPS Release 12.03

79



Part C — Export Document

1. From the Main menu bar click on File, select Export and choose Section...

J File | Edit View Insert Format Pivot Tools Help

Save As... P GO T W

J_ Save Options 2 l e U
J Save to Repository
[~ Save to Repository As...

U
_S Import Data »
L Export » Section...

e
| = T Document As Web Page...
PR AR HTML Wizard...

Page Setup...
i Print Preview
Print... Ctrl+P

Scripts To Text File...

Properties -

e Change the file name to Payout and the “Save as type” , as PDF (*.pdf)
e Click the Save button

ty Computer
My Network File name: IF’ayout — j Save
Places
Save as type: Microsoft Office 2000 HTML [* html) LI Cancel
Microsoft Office 2000 HTML [*.html)
Encoding: Microsoft Office Web Archive [*.mhtml)
Excel [*.xls) Z

Lotus 1-2-3 [*.wks]

Text (Tab Delimited] [*.t=t)
Text [Comma Delimited] [*.csv)
HTHML [*.htm

et Plan * Ret Plan Desc mF here fo create ool

2. Minimize your windows to see the Desktop
3. Access the Payout.pdf on the Desktop to view the exported PDF file.
4. Close the PDF file by clicking on the X in the upper right corner

5. Save the query document with the file name of Payout.bqy
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6. Click the LOGOUT button for the Datamart Portal and close the Browsers

End of Exercise
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81



82

Current with FPPS Release 12.03



Exercise 9: Create a Report

Objective: Create and format a Report that displays Employee Leave information for
your organization. Review and analyze information.

Part A — Find and Save NASA Logo

1. Use Google and find a small NASA logo graphic to save as an image file to
your computer for use later in exercise.

Part B — Access Datamart Portal and Hyperion
1. Launch the I.E. Web Browser

e Access the IBC Datamart Portal at https://dmartportal.nbc.gov
e Click on the Hyperion Login link

q Hyperion Login (=]
Hyperion |
Login

Honrs of Oneration ==l

2. The ORACLE Enterprise Performance Management System Workspace
Login screen displays

e Log in using your NASA FPPS Datamart User Name and Password

e Click the Log On button

e Atthe HomePage, click on Explore to access the Datamart Standard
Report catalog

DF\’ACI_E' Enterprise Performance M

Mavigate Fie View Favorites Toole He

A B | Explore Cm—

JShared Workspace Pages/HomePage
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Part C - Access a Saved File

e Minimize all browser windows (Do not close them down)
¢ Navigate to locate your saved Leave.bqy file and double-click to open it
e Maximize the window when opened

Part D - Report Section
1. Create Report (Annual Leave):

Select Insert from the Main Menu bar and click on New Report

Select Report from the Main Menu bar and click on Section Boundaries

From the Elements Pane, drag and drop Org into Report Group 1

From the Elements Pane, drag and drop Org Desc into Report Group 1

after Org

Add Name Whole and Series to Table Dimensions

e Add Leave Annual Curr Bal, Leave Sick Curr Bal, Leave Comp Avalil
Occ Total, and Leave Credit Hrs Bal to Table Facts

e Rename the report section “Report - Annual Leave by Org”

2. Format Report:

e From the Standard Toolbar, click the drop-down arrow on the Zoom button
and select Page Width

e Select Report from the Main Menu bar and place the cursor on Headers
and Footers and in the bottom section (Page), click Show Both

e Format all the Leave columns to display two (2) decimal places

e Place an ascending sort on the Org field for Group 1

o [Format and sort the table columns any way you wish
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3. Headers and Footers:

Open the Graphics folder in the Elements Pane (left side of screen)

Drag and drop a Text Label into the right side of the Page Header area
Change the Text Label text to the words “Center Total:”

From the Elements Pane, drag and drop the Count field into the Page
Header after the words “Center Total:”

Change the font size of each of these items to 14

Repeat this process to create a count within the Report Group 1 Header
area with a text label of Org Total:

From the Graphics folder in the Elements Pane, drag and drop Picture onto
the left of the Page Header area

At the Select Image window, navigate to the PC location where you saved
your small NASA logo and select the NASA logo (graphic image)

Add a Text Label and change the text to Employee Leave Data to the
center of the Page Header area

Delete the page number in the Page Header. From the Fields folder in the
Elements Pane, add Date in the upper right corner

Delete the page number in the Page Footer and from the Fields folder in
the Elements Pane, add Page X of Y to the center of the footer and change
the font size to 14 and bold

Scroll to the end of your report to “update” the Page X of Y counter

Turn off Section Boundaries by selecting Report from the Main Menu bar
and click on Section Boundaries again to uncheck

Review your results

4. Save Your File

End of Exercise
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