Logging into ODS — Discoverer Plus:

1. From the CSU homepage click on the C inthe CSU A-Z box in the upper right hand corner

ﬂSUAE@EEFGHIJKLM
ASZNOPQRSTUVWXYZ

2. From the list, select Campus Administrative Portal (CAP)

3. Enter your ENAME and EID PASSWORD (this is the same as your computer login)
4. After logging in you will be at the CAP home page. On the right hand side, listed under Quick Applications, click

on Discoverer Plus

€8l - B CDEFGH | JKLMWM
AL NOPQRSTUVWX Y Z

. Cluick Applications for BGLUSTISO
Register for HR Self-Service
(one time only)

inancial System (KF3)
CAP FAQS

Help Request or Feedback
FANMIS Self-Service

5. If you have already created a connection, click on your connection. If you don’t have a connection, enter your
User Name, Password & Database. The Database to use is ODSPROD

ORACLE' Discoverer Plus
Business Intelligence

¥ Connect Directly

To connect to OracleBl Discoverer, click on a connection name or enter your connection details directly.

Choose Connection

| [ Create Connection )

.' Detyfls Connection Description |Update Delete
Sy Barb Gustison y W

'_ > Show Public IS ODS Public connection ta 1S 0DS /; =

Connect Directly R Return to Top
Enter your connection details below to connect directly to OracleBl Discoverer.

#* Indicates required field.

* User Name

(ﬂ * Password

# Database

End User Layer

Locale Locale retrieved from browser

Working in ODS:




1. Once you are logged in you will see the following box within the main screen:
a. If you have already saved workbooks, you can select the top option that says Open an existing
workbook
b. To create a new workbook, select the bottom option that says Create a new workbook
i. You can then select the objects you wish to display in the worksheet: Title, Page items,
etc.
2. To create a basic table with a title, uncheck Page items, Graph and Text Area (Step 1 of 5). Then click

Next at the bottom of the screen.

| £:| Workbook Wizard - Step 1 of 5: Create/Open Workbook @

Connected to the Databasze: ODEPROD (EUL:ODS_BUSINESS_AREA_EUL)

Vbhiat do you veant to do?

() Open an existing workbook
Recently Used:
There are no recently used workbooks. Browse...

(%) Create a new workbook
Select the objects to dizplay in the worksheet
E| Title Example:
[] rage tems [
() Crosstab  (3) Table
[ Graph
Placement:

\ ! |:| Text Area

Help next> || Emsh || cance

3. The next box that appears will allow you to add items to your worksheet (Step 2 of 5). Click on the (+)
symbol next to any folder to reveal all available fields.
a. The box on the left shows what is Available, and the box on the right shows what is Selected.
b. To add items to your worksheet, simply select them from the Available box, and using the
arrows in between the two, move them to the Selected box.
i. To select several items to be moved rather than 1 at a time, hold down the Ctrl key on
your keyboard and click on the desired items. You can then press the (>) arrow to move
them to the Selected box all at once.

1. Under the folder “Gl Balance Summary Adj” select the following:



a. Univ fiscal yr, Univ fiscal prd cd, Org cd, Org nm, Account nbr, Account
nm, Fin object cd, Fin obj cd nm, Actual beg bal SUM, Actl ytd SUM and
click the “>” to move those over.

b. Click next

4. Inthe next box you can change the layout information in the worksheet by dragging the column headings to the

location you want (Step 3 of 5). To change format settings, click the ‘Properties..." button.

| £ Werkbook Wizard - Step 3 of 5: Table Layout =

To change the leyout of information in your worksheet, click and drag the column headings to the locstion you wwant. To change formst
settings, click the 'Properties..." button.

D Show Page lems D Hide Duplicate Rows
Univ fiscal yr | Univ fiscal prd cd | Org cd |m Accountnbr | Account nm | Finobject cd | Fin obj cd nm | A

«

| Help | | properties.. || ShowsQl. || <Back |  Mext> || Emsh || cancel |

a. By selecting the Properties button you are able to do the following:
i. General Tab: Name the Worksheet
ii. Table Format: changes/shows gridlines or to show column headings and or row numbers

iii. FYI: the properties can be changed and adjusted at any time — even after the workbook is saved.



(TIPS

To change the layout of INTormation in your workshest, chck and drag the column headings 10 the Iocation you want. To change format Setings, click the
jes..." button.
[+] Show Page tems [] Hige Duplicate Rows
_ [ N
ELrorksheet IPropertips; ij'
acctnm | Fin object cd | Fin obj cd nm | Fin sub obj cd | Fin s
| General | Table Formst | Apgregstion |
Nome:  [EEEEN ]
\dertifier: |1 |
Description:
| E2orkeripotiBroperiios =)
| Genesal | Tews Formmt | Aggregpation |
Table headers Exorele
[+] Show column headings: [ Shovw row ragmbers | Table
Tabde Tale
Table data aren Conrent | Cokwmnz | Cotamna
[ St werticsl gricines Grictine color: || = = >
[] St horigontal gricines 5 %
Sheet content F L
Sty il vahses a5 ML =
|
N
(e ] (o] [ concet ] 13333330
[ Ta
1
([t ] (o J [Lconcet ]

5. Inthe next step you can select a column to sort, by clicking the “Add” button and selecting the column (Step 4 of
5).
a. Sort Options: Add, Delete, Move Up, Move Down, and Format. Once you have them listed above
(added), you can re-arrange them by sort preference. Highlight the item and click either ‘Move Up’ or

‘Move Down.’

| £| Workbook Wizard - Step 4 of 5: Sort

Click Add and then select & column to sort. Zelect the Group sort type to hide repested cell values in s column. Check Hidden to hide a
zarted column in the worksheet.

Column Direction Sort Type | Hiclclen|

Sort by ![Eﬁ Account nbr ¥ || Low to High ™ || Normal '] [F] Delete

Farmat...

S

| properties.. | | showsal. || <pack |  med> ||  Emsn || cance

6. Inthe next step you can create a parameter to prompt users to select or type a value. Click New to create a new

parameter (step 5 of 5). To change the current value of a parameter, select “Parameter Values’ from the Tools

menu.




|£| Workbook Wizard - Step 5 of 5: Parameters

Create a parameter to prompt users to select or type a value, Click Mewy to create s new parameter. To change the current value of a

parameter, select Parameter Walues. ! from the Tools menu.

Available parameters:

Click Mew to create a new parameter.

Description

Mo description awvailablz

Properties... H Show SQL... H < Back

Finish ] [ Cancel

a. Create a parameter for account number 2702000, then click ok.

| £ New Parameter

What do you want to name this parameter?

What properties do you want to give this parameter?

| Account Number

Which item do you want to base this parameter on?

[E& Account nbr

Create condition with operator: |= "']

Condition: |v (Account nbr = ;Account Mumber) |

What prompt do you want to show for this parameter?

| Select an account number |

What description do you want to show for this parameter?

Do yvou want to allow different parameter values for each worksheet?

@ Allow only one set of parameter values for all worksheets.

O Allow different parameter values for each worksheet.

Bequire users to enter a value

Enable users to select muttiple values

What default value do you want to give this parameter?

IR

Do you want to fitter the list of values for this parameter?

[ OK I’ Cancel ]

7. Next, click Finish to complete the creation of your document.




| %] Workbook Wizard - Step 5 of 5: Parameters

Create a parameter to prompt users to select or type a value. Click Mewy to create a nevy parameter. To change the current value of a
parameter, select 'Parameter Values. ' from the Tools menu.

Available parameters;

New...

gunt Mumber

Edit...

Delete

Description

Mo description availakle o description
vailable

Properties... ] [ Show SQL... l [ < Back [ Finizh I l Cancel

a. After you select “finish” the window below will pop up where you enter the account number you want.

In this case we are using 2702000.

P "

| £| Edit Parameter Values

Select values for the following parameters:

Select an account number®: | 2702000 |

Description

Mo deszcription available

* indicates reguired field.

[ 0K I[ Cancel ]

b. Once the account number is entered click “Finish.”
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fuaianetens Double-click here to edit the title
LR EY AW |
tems | Condtions | Calcuiations | ¥ Univ fiscal yr | ¥ Univ fiscal precd | b Orgod | » Orgnm » Accourtnbr| » Accourtnm | v Finobject cd | » Finobjednm | » Actusl beghal SUM | » Act yid SUM
(Dt ]| |ED 0 8011 |Student Orientation [2702000 Proview Oriertalion |5112 A Pra Fringe ] 13053
B N M NETTS 0 8011 |Student Orientstion |2702000 Preview Oriertalion |5151 m Pro Selary 5 o 14300
55 iy Condtions 2010 09 8011 |Student Orientefion [2702000 Preview Oriertalion |6611 Professional Ser o 3
0"\ ocount rbr = Aceount Mumber 201 o1 8011 |Student Orientetion |2702000 Preview Oriertatian | 5551 Temp S5 Saery 1 o 3250
2011 of 8011 |Student Orientefion |2702000 Preview Oriertalion | 5562 Temp Ss Fringe ] o Ed) I
2011 % G011 |Studert Orientation [2702000 Previzw Oriertation |6653 Participant Travel o IEid
2011 o7 6011 |Student Orientation |2702000 Freview Oriertalion |5600 Printing & Copy 5 o 1591
2011 5 B011_|Studert Orientation [2702000 Proview Oriertalion | 5569 Budget Temp S5 o 0
2011 o1 8011 |Student Orientstion |2702000 Preview Oriertalion | 5609 Eudgel Stu HilFri o 0
2011 o1 8011 |Student Orientefion [2702000 Preview Oriertalion |6071 Oset Misc Travel o 0
2012 0% 8011 |Student Orientetion |2702000 Preview Oriertatian | 6201 Generdl Supplies o 4872
2013 10 5011 [Orientafion + Transi{ 2702000 Preview Oriertalion | 2030 Tax-Fort Colins T] o o
2013 0% 8011 |orentation + Transd 2702000 Previzw Oriertatian |6705 Doukttul Accourt o 429
2013 04 6011 |Orientafion & Transi{2702000 Freview Oriertalion |4362 Gen Sales Of o1 o “aa0eas
2010 o1 B011_|Studert Orientation [2702000 Proview Oriertalion |6849 Gficia Functions| o 280
2010 ot 8011 |Student Orientstion |2702000 Preview Oriertalion |5151 i Pro Selary 5 o 600
2010 % 8011 |Student Orientefion [2702000 Preview Oriertalion |5152 A Pra Fringe o 614
2010 i 8011 |Student Orientetion |2702000 Preview Oriertation |5352 Gta_Fringe o %
2010 12 8011 |Student Orientefion |2702000 Preview Oriertalion | 6611 Professional Ser o 33
2012 2 011 |Studert Orientation [2702000 Previzw Oriertatian |6605 Netvrortdng Char o 0
2012 12 6011 |Student Orientation [2702000 Freview Oriertalion |5684 Credi Card Clear o EIS)
2014 10 WO [nLL 2702000 NOLL 6201 [ o 458
2013 10 8011 |orientafion + Transi{2702000 Preview Oriertalion |6225 Computer Hard o 0
2014 o1 8011 |Orienisfion + Transi{2702000 Preview Oriertalion | 1437 Ciher Receivatle o 502
2014 i WOL [ 2702000 [ 2590 [ o BT
2010 0% 5011 |Student Orientafion |2702000 Preview Oriertalion | 5111 Ak Pro Selery o 6248
2010 10 011 |Studert Orientation [2702000 Previzw Oriertatian | 2100 Acoounts Payai o 0
2010 o1 6011 |Student Orientation [2702000 Freview Oriertalion |5012 Faculty Fringe o 2610
2010 0 B011_|Studert Orientation [2702000 012 o o 3561
2010 04 8011 |Student Orientstion |2702000 Preview Oriertalion |5151 m Pro Selary 5 o 14300
2010 04 8011 |Student Orientefion [2702000 Preview Oriertalion |5152 A Pra Fringe o 614
2010 2 8011 |Student Orientetion |2702000 Preview Oriertatian | 1740 Cther Prepaiis 2240 12240
2010 0% 8011 |Student Orientefion |2702000 Preview Oriertali Capial Equipmert] o 5766
Selected fems: 2010 [ ] Stutent Orizntation [2702000 Previzw Oriertatian |6075 Gt per iz o 0
el el 10 B 011 [Stucert Griertaton [ 2702000 |Freview Orertation [6207 f 2
2012 10 B011_|Studert Orientation [2702000 6603 prin o 17773
L Uriv fiscel yr [21 | [2012 10 8011 [Studert Oriertetion |2702000 Preview Oriertation | 4382 Gen Sales Of ser] o 31714
Lt Uiy fiscal prd col 2012 13 8011 |Student Orientefion [2702000 Preview Oriertafion | 2515 Deferred Fees 2778 2550
{ghOrg cd 2012 % 8011 |Student Orientetion |2702000 Preview Oriertation |5412 Stofass Fringe o 182
lgorgrm 2011 15 8011 |Student Orientefion |2702000 Deferred Fees 3953 279
gt bocourt e 2011 2 011 |Studert Orientation [2702000 Gen Merchancise] o ET]
L oot 201 o7 6011 |Student Orientation [2702000 Gen Merchandise] o 4300
el
2011 04 B011_|Studert Orientation [2702000 Stclass Salary o 2133
L otiect od Ll | 2 S 5011 [t Onertaton [ 2702000 [preview orertaton [s151 anpro Saary S 0 G L
+lesFin chi o e w A1 ISkt Orerietion [27000m 1 iear Crieidion |52 [P n amn =l
L3 actual beg bal SUM =] [l sheet1 |

8. Now we have created our workbook, but we realize we want to add the following parameters:

Fiscal Year: 2012

b. Object Code: 4382

[

To update our parameters, you will select “edit table” button on your tool bar.

d. That will bring up the “Edit Worksheet”, in which you can update your parameters, by selecting “New”.

| £:| Edit Worksheet [z

[ Worksheet Layout | Selecttems | Table Layout | Sort | Parameters

Create a parameter to prompt users to select or type a value. Click MNew to create a new parameter. To change the current value of a
parameter, select 'Parameter “alues. ' from the Tools menu.

Available parameters:

arder| Marme

1 =/

Description

Mo description available

| | Properties.. || showsar. || oK ]| cancel

e. After clicking “New” we will create a parameter for Current Fiscal Year.




| £ New Parameter

What do you want to name this parameter?

=3

What properties do you want to give this parameter?

| Current Fiscal Year

Which item do you want to base this parameter on?

[E& Univ fiscal yr

Create condition with operator: |=

Condition: |v (Univ fiscal yr = :Current Fizcal vear)

What prompt do you want to show for this parameter?

| Enter Fiscal ¥ear

What description do you want to show for this parameter?

Do yvou want to allow different parameter values for each worksheet?

@ Allow only one set of parameter values for all worksheets.

O Allow different parameter values for each worksheet.

Bequire users to enter a value

Enable users to select muttiple values

What default value do you want to give this parameter?

IR

Do you want to fitter the list of values for this parameter?

OK i’ Cancel ]

-~

f. Now we want to create an object code parameter,

by clicking “new”.

| £ New Parameter

What do you want to name this parameter?

=3

What properties do you want to give this parameter?

| Object Code

Which item do you want to base this parameter on?

[E.”g Fin object cd

Create condition with operator: |=

Condition: |v (Fin object cd = :0Object Code)

What prompt do you want to show for this parameter?

| Enter Object code

What description do you want to show for this parameter?

Do yvou want to allow different parameter values for each worksheet?

@ Allow only one set of parameter values for all worksheets.

O Allow different parameter values for each worksheet.

Bequire users to enter a value

Enable users to select muttiple values

What default value do you want to give this parameter?

IR

Do you want to fitter the list of values for this parameter?

OK i’ Cancel ]

-~

g. Once you have added these object codes click “ok.”



| £:| Edit Worksheet

| Worksheet Layout | Selecttems | Table Layout | Sert | Farameters

Creste a parameter to prompt users to select or type a value, Click Mewy to creste a nevy parameter. To change the current value of &
parameter, select 'Parameter Values. .. from the Tools menu.

Available parameters:

Order| Mame | l Mew:...
1 “E Account Number
3 "% Current Fiscal Year

} ﬁ Ohjec

Edit...

-

&

Description

Mo description available

Properties... l [ Show SQAL... ] [ oK ] l Cancel

h. Next you will be prompted to enter your parameters.

|£:r| Edit Parameter Values

Select values for the following parameters:

Select an account number®: '.'-_-‘?I}.-_'-‘I}I}I ] |
Enter Fiscal Year® 2012 |
Enter Object code® 4382 |
Description

Mo deszcription available

* indicates reguired field.

[ OK ][ Cancel ]

i. After clicking, “OK”, your report will run.
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j.  Atanytime you want to update the information in your parameters click the refresh button. Q
k. If you want to delete or edit your parameters start with Step 8 above, and instead of clicking “New” click
“edit” or “delete.”
9. CONDITIONS: You also have the option to use conditions. So, within our parameters we have already set up, we
want to only look at University Fiscal Period Code 01-03. To do this, we will click on “New Condition” un
Available Items ¥

a. This will bring up the New Condition screen where you can input your information.

| Edit Condition (=]

Wwhat would vou like to name yvour condition?

| (Univ fizcal prd cd BETWEEN "01"AND 04"} | Generate name automaticalhy

Wwhat description would you like to give your condition?

la |

Formula
Twpe text in single gquotes or s=elect a value from the drop-dowwen list. Multiple values must be separated by commas.

Iterm | Zondition | alues

:lGIEIﬂIﬂnceSummﬂryAdj.Univﬁscﬂlprd cd |'||EIET\N'EEN v”'0‘1' |v|and|'03|‘ |V|

| Audhvanced ==

[+] case-sensitive

Thi= condition iz located in the workbook WWorkbook 1°.

Help (o] o J | Cancel




