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Overview of the Ad hoc Process

Introduction KAMIS Ad hoc Queries is a web based application. However, it is accessed
directly through KAMIS Production.

Important In order to access KAMIS Ad hoc Queries you MUST have the following
software installed:

e Internet Browser
e Microsoft Internet Explorer 6.0 with all updates
e Microsoft Excel (optional) — Automatic exporting of data is
available for Excel only, however, other exporting options are
available. Exporting is covered in detail in Chapter 7.

What is Ad hoc  The term Ad hoc in this case refers to manually creating a report to meet a
need for the specific purpose, case, or situation at hand.

How does the KAMIS Ad hoc Queries uses Oracle 10g Discoverer Plus as the Ad hoc
Program Work  application tool.

Discoverer is a subject-oriented tool. Ad hoc queries are created using
business or subject areas instead of a relational database table structure.
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Discoverer Components

Introduction There are 3 levels of components of Discoverer.

Discoverer 4i Plus
for the Web

Web Client

=
=
=
=
=

[ ]

Administration Layer Reports Server

.

User Edition This component is used to create Ad hoc queries and workbooks using a web

browser.

End-User This component hides the underlying complex relational database by

Layer supplying an online dictionary using ordinary business terms. This is the Data
Warehouse.

Administration  This component is used by KAMIS data administrators to create, maintain,
Layer and administer data in the End-User Layer.
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Data Administration

Ad hoc Data
Administration

Configuration
Compares

Data Update

Update
Schedule

Time Outs

Updated 4/3/2006

The Database Administrator converts the relational database table structure of
KAMIS Production to the more user friendly business or subject area
structure which creates a KAMIS Ad hoc Data Warehouse. Ad hoc queries
are processed from the Data Warehouse.

The below table lists certain statistics relating to the difference in
configuration size between the Relational Database structure of the current
KAMIS Production system versus the Data Warehouse structure of the Ad
hoc Queries system.

Configuration Number of Number of
Tables Columns
KAMIS Production Database Table 103 1,467
Ad hoc Data Warehouse 28 927

Data is updated to the KAMIS Ad hoc Data Warehouse once a week due to
the time limitation in processing the data from the Production table
configuration to the Ad hoc Data Warehouse configuration.

Special Note: This is separate from the KAMIS Pre-Defined Reports. The
Pre-Defined Reports will still have the 15 minute data refresh schedule.

The update process is scheduled for Sunday afternoon. This process does
take approximately 6 to 10 hours to complete. During that time, data may not
be available.

Data Administrators have set the following time governors for Ad hoc
Queries.

Item Time Out Limit
Inactivity within the Program 20 Minutes
Report processing 1 Hour
Page 1-3




Kansas Department On Aging
KAMIS Adhoc Query Data Schema*

Case Manager

Customer

N Associates

Customer Case Log

Full UAI
Full UAI Health Condition
Full UAI Nutrition Risk
Full UAI Monthly Income
Abbreviated UAI
Abbreviated UAI Nutrition Risk

] UPR
UPR Nutrition Risk

Standard Intake

Standard Intake Info Assist

Customer
Forms

Service Provided

Care Level 1

Care Level 1 Billing

Care Level 1 30-Day Followup

Care Level 1 90-Day Followup

Assessor Costs

— Providr Senics Fnding Gouies

Budget **

* Users will have acoess anly %o data awailable o their PS4 per sher KAKMIS login il
** Acoass (o Budgel informaton will be Emiled (o w=ars who have access o Budged information in KAMIS. Augusi 5, 2003



INSERT SCHEMA HERE
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KAMIS Data Warehouse Definitions

Introduction The following pages represent the definitions for each item object in Ad hoc
Queries.

Updated 4/3/2006 Page 1-6



Chapter 2

Accessing Ad hoc Queries
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Accessing Ad hoc Queries

Introduction

How to

Updated 4/3/2006

The KAMIS Ad hoc Queries can only be accessed directly through KAMIS.
Therefore, sign-on to KAMIS as normal using the appropriate username

profile.

Follow the steps below to access the Ad hoc Queries.

Step

Action

Result

Click on Report on the
KAMIS Menu bar.

Drop Down menu is displayed.

Ltgar Narme . Efussuppor 12

Brougp ; None Signon Time . JUL-22.2003 11 . 58

Select Adhoc Queries

One of below actions will be
taken.

o The JAVA Browser Plug-
in will begin to install — this will
occur only if this is the first time
Adhoc has been accessed.
Instructions follow on the next
page.

o Adhoc Queries Main
Window will be displayed.
Instructions continue in Chapter 3.
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Browser Plug-In Installation

Introduction

How to

Updated 4/3/2006

Oracle Discoverer Plus utilizes a JAVA Browser Plug-in. This will install
automatically when KAMIS Ad hoc Queries is accessed for the first time.
There is also a configuration change that will need to be completed.

Follow the steps below to install the JAVA Browser Plug-In.

Step

Action

Result

1.

Ad hoc Queries has been
selected from the Reports Menu
within KAMIS

Download Security Warning
will be displayed.

Security Warning

Sighing 2001 Ca

Do pou want o install and min
“hitp: / tkdoatp20: 77 7R pid2re exe’! signed on 2/23/2004
5:25 P and distributed by

Sun Microsystems, [he.

Publizher authenticity verfied by WenSign Class 3 Code

Caution: Sun Microspstems, Ine. azzerts that this content is
zafe. You should only install/view this content If you trust
Sun Microsystems, Inc. to make that aszertion.

u Always trust content from Sun Microspstems, Ine.

| MNa I More Infa

Continued on next page
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Browser Plug-In Installation, Continued

How to (continued)

Step Action Result
2. | Select Yes JAVA Installation wizard will
begin. License Agreement will
be displayed.
Verson 142 ¢§yﬂ
JAVA™2 Platform
Standard Edition
<
java
._p‘:%! :-;2::;::::—::.“ yll{ﬁsiw‘umllz
—— ==
3. | Select— I accept the termsin | Setup Type Window is

the license agreement
Then Click on Next

displayed.

f& Java 2 Runtime Environment, SE v1.4.2_04 - License

License Agreement

Please read the folowing license agreement carefLily.

Sun Microsystems, Inc. ﬂ
Binary Code License Agrecment

for the

JAVA™ 2 RUNTIME ENVIRONMENT (J2RE), STANDARD EDITION,
VERSION 1.4.2 X

SUN MICROSYSTEMS, INC. ("SUN") IS8 WILLIMNG TO LICENSE THE SOFTWARE
DENTIFIED BELOW T YO ONLY UPOMN THE COMDITION THAT YOI

ACCEPT ALL OF THE TERMS COMNTATNED IN THIS BINARY CODE LICENSE

| 4AGREEMENT AND SUPPLEMENTAL LICENSE TERMS (COLLECTIVELY =l

& 1 accept the terms in the license agresment:.

[ do not accept the terms in the license agreement

[rstalShield

Caricel

[ext = I

Updated 4/3/2006
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Continued on next page
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Browser Plug-In Installation, Continued

How to (continued)

Step Action

Result

4. | Select Typical,
then Click on Next

Version SE v1.4.2, 041 will
install.

Setup Type
Choose the setup type that best suits vour needs.

18 Java 2 Runtime Environment, SE v1.4.2__04 - Setup Type

Flease select a sefup type.

Al recommended features wil be installed.

 Customn

i

installation by using the Add/Remove Pro

Irstal=hield

Specify the installation directory and choose which program
features toinstal. You can change your choice of features after

Contral Panel. Recommended for advanced users.

grams Uity in the

= Back

I Mext = I

Carcel |

5. [ Click on Finish |

Restart message will display

& Java 2 Runtime Environment, SE v1.4.2_04 - Complete

InstallShield Wizard Completed

The InstalShield Wizard has successfully instaled Java 2
Runtime Environment, 5E vw1.4.2_04, Click Finish to exit the
wizard.

T Elnlsh e =

Updated 4/3/2006

Continued on next page
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Browser Plug-In Installation, Continued

How to (continued)

Step Action Result
6. | Clickon Yes Your computer will shut down
and restart.
fi& Java 2 Runtime Environment, SE v1.4.2 DA |

ol must restart your system for the configuration

& changes made to Java 2 Runtime Environment, SE
w14, 204 to take effect. Click Yes to restart now or
Mo if wou plan to restart later,

Updated 4/3/2006
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Plug-In Configuration

Introduction

Important

How to

Updated 4/3/2006

It is imperative that the JAVA Plug-in does not automatically update.
Therefore, the automatic update must be deactivated.

Oracle Discoverer required the use of the JAVA Environment version
1.4.2_04. If a notice is received that an update is available, cancel this option.

Follow the steps below to install the JAVA Browser Plug-In.

Step

Action

Result

1.

Click on Report on the KAMIS
Menu bar. Then Select Ad hoc
Queries.

Oracle Discoverer Java Applet
window will start to load. A
Security Warning will be
displayed.

Warning - Security

% Do you want to trustthe signed applet distributed by "Oracle Corporation”?

Publisherauthenticity verified by; "veriSign, inc.!

)
gﬂ_;; The security cerificate was issued by a company that is trusted.

Caution: "Oracle Corporation” asserts that this content is safe You should only
acceptthis content ifyou trust "Oracle Corporation” to make that assertion.

Al The security certificate has expired or is notyetvalid.
o

Mare Details

| fas || Ha || Always |

Select Always.

Window will close and
Discoverer Connection Window
will be displayed.

Continued on next page
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Plug-In Configuration, Continued

How to (continued)

Step | Action Result

- Connect to Discoverer - Microsoft Internet Explorer =10l %]
| File Edit View Favorites Tooks Hol -
- == - @D E S| G Do [aiFavotes Freds F

_..r\dckasa]g; it el p 2777 e fopn chsplanyC

chent Typnmphrs =] Pm

ORACLE  Discoverer Ius
Business Intelligence

Connectto OracleBl Discoversr
Tu conned fo OracieE Decovere, cick ender your L direclly.

Cheose Connectlon

Details Connection Description Update Detete

Connect Directly

Ext | boin
e e e
|
18] Dore. ﬁlnmlnmnm -
3. | Right mouse click on the Short cut bar will be displayed

JAVA icon in the system tray.

About Java Technology

50 o Java.com §
=
Open Control Panel 8
Open Console #~ g.
[ Hide Icon e
[V-H“m“l?” T e TEREr = 9134 AM

4. | Select Open Control Panel JAVA Control Panel is
displayed.

Continued on next page
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Plug-In Configuration, Continued

How to (continued)

Action

Result

5. | Select the Update Tab

Information is displayed

= Java(TM) Plug-in Control Panel

1 =10l x|

S
=

[ Basic |  Advanced | Browser | Proxies | Gache | Cerfificates | Update | About |

’\ The Java(Thly Update mechanizsm ensures yau have the most updated version of the Jdava platfarm.
}} The options below allow you to contral the pracess for how updates are obtained and applied.

Motify he: | Eefore downloading and hefore installing = |

[¥] Check for Updates Automatically

Java Update was last run at 8:30 AM on B/24/05.

Advanced...

On the day 24 of each month at 600 Al, Java Update will check for updates. Anicon will appear
in the system tray it an update is availahle, Move the cursor over the icon to see the status
of the update, You will he notified hefore the update is downloaded and befare it is installed.

Update Mow

6. | Uncheck the option “Check for
Updates Automatically”

Option is deactivated.

= Java(TM) Plug-in Control Panel

=101x]

INotify he:

[ Check for Updates Autornatically

Java Update was last run at 8:30 AM on 624105,

rBaSic ]’-MWnced r“Brmes rF'J’B)E'LE!S r'EEachE' reemﬂtates- ]’Update rﬁbaut |

A
&

The Java(Thiy Update mechanism ensures you have the most updated version of the Java platform.
The options below allow you to control the process for how updates are obtained and applisd.

Click the "Update Now” button below o check for updates. An icon will appear in the system
tray if an update is available. Move the cursor over the icon to see the status ofthe update.

Lipdate Mow:

| Apply || Reset || Help |

7. | Click on Apply

8. | Close the Control Panel by the
“X” in the upper right hand
corner of the window

Window closes. Main Window
is displayed.

Updated 4/3/2006
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Main Queries Window

Overview

Once the JAVA Browser Plug-In is installed, the main window or workbook
window of the KAMIS Ad hoc Queries will be displayed.

—>

=lolx]|

Menu Bar

LK.

Available tems:

=

Button Bar

List: ﬁ
Workbook
Wizard or

Action Window

Selected terms:

s/ &1

| Help

ra
] 3 \Workbook Wizard - Step 1 of 5: Create/Dpen Workbook

Connected to the Database: KMSDEA (ELL:DEYLDEA _EUL)

Wt do you want to da?

() Open an existing workhook
Recently Liszd:
There are no recertly used warkboaks.

Browse

(%) Creste & new workhook
Select the hiscts to display in the workshest
Title
Page tems

E-ditle

(O Crosstab (2) Table

Graph

Placement: lﬂaph below Table -

Text Area

Finish

I

Cancel

Updated 4/3/2006
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Signing-off Ad hoc Queries

Introduction

How to

Updated 4/3/2006

There is not a log-out process for the Ad hoc Queries Site.

Follow the steps in the table below to close the Browser.

Step

Action

Result

1.

Close browser as appropriate.
Click the ] in the upper
right corner of the

window.

On the Menu Bar, click
on File then close or

exit.

The following dialog box will
be displayed.

@ The Web page vou are viewing is trying to close the window,

Do you want to close this window?

w |

2.

| Click on Yes

| Browser will close.

Page 2-11




Chapter 3

Discoverer Windows, Menus, and Toolbars

Table of Contents
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Workbook Wizard Window

Overview All queries, no matter how complex, begin with the Workbook Wizard.

When Discoverer is launched within KAMIS, the workbook wizard is
displayed.

/3 OracleBl Discoverer - Microsoft Internet Explorer ! I 1Ol x|

_pf| Fre Est vew Fomat Toos Heb
Menu Bar e 9 dd R.PHL 9 25 = 5 % . &£. L. %€ AR

Aygilable tems:
Button Bar — || *+ = = % | E

4 A workbook Wizard - Step 1 of 5: Create/Open Workbook

tterns | Conditi

Workbook AT
Wizard Window

Connected to the Database: KMSDEA (EUL.DEVLDEA_EUL)

vhat do you want to do?

() Open an existing workhook
Recertly Lsed:
Th

v

re no recently used workbooks Erowse... }

Open an existing ||
Workbook / — |

Query

(3) Create & new workbaok

Select the obiects to display inthe worksheet

Tile: Example:
Page ftems [—

() Crosstab  (3) Table T

[v] Graph T

= i

Plagement: | Graph below Takle - -

Ee | '
J

Recently Used / |
Opened Queries

T

Create a New /':
Workbook / |
T W [ e | T | T |

Query with =
various options
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Menu Bar Options

Menu Bar
Options

File

Edit

Updated 4/3/2006

Discoverer provides a standard menu bar and toolbar. Each menu selection
provides a dialog box or wizard to assist in performing the specific task.

Below are the options and functions on each menu item.

Function Description
New Activates the new workbook wizard.
Open Opens a saved workbook template.
Close Closes the current workbook.
Save Saves the workbook template to the database.
Save As Saves the workbook template to the database but
give the option of changing the name.
Schedule Not a current option.
Print Prints the workbook / worksheet.
Export Activates the Export Wizard.

Exportto HTML **

Exports automatically to html format

Export to Excel **

Exports automatically to Microsoft Excel format

Manage Workbooks - Sub

menu includes:

Scheduling Manager

Not a current option.

Sharing Not a current option.
Delete Deletes a workbook template from the database.
Properties Information about the current workbook.
Example: Date created, date revised, owner and
background information can be entered that
further identifies the workbook.
Exit Closes workbook and exits Discoverer.

* - Recommendation is not to use these toolbar options. The export wizard is
not launched with these options. Therefore, there is an option available to
name the file or to select the save location.

Function

Description

Undo

Will undo the previous action.

Continued on next page
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Menu Bar Options, Continued

Sheet

Tools

Updated 4/3/2006

Function Description
New Sheet Inserts a new worksheet.
Edit Sheet Displays the Edit dialog box.

Duplicate as Table

Duplicates the current worksheet as a table.

Duplicate as Crosstab

Duplicates the current worksheet as a crosstab.

Table Layout

Displays the table layout dialog box.

Format

Displays the format dialog box.

Rename Sheet

Displays the rename dialog box.

Delete Sheet

Deletes the current worksheet.

Move Sheets

Displays the move sheet dialog box.

Edit Parameter Values

Displays the parameter dialog box.

Refresh Sheet Refreshes the current worksheet. Query is
processed.

Show SQL Displays the SQL “behind the scenes”
programming code box.

Function Description

Conditions Displays the Conditions dialog box.

Sort Displays the Sort dialog box.

Table Displays the Table Layout dialog box.

Percentages Displays the Percentages dialog box.

Calculations Displays the Calculations dialog box.

Parameters Displays the Parameters dialog box.

Options Allows the view, format and processing options

for all workbooks to be changed.

Continued on next page
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Menu Bar Options, Continued

Graph
Function Description
New Graph Activates the Graph Wizard
Edit Graph Displays the Edit dialog box
Delete Graph Deletes the current graph.
Display Graph - Sub menu includes:
Separate Window | Displays the graph in a separate window from the
worksheet.
Right of Data Displays the graph to the right of the worksheet
data.
Left of Data Displays the graph to the left of the worksheet
data.
Below Data Displays the graph below the worksheet data.
Above Data Displays the graph above the worksheet data.
Hide Graph Hides the graph
Fit to Window Automatically sizes the graph to fit the program
window. Default as selected.
Show Legend Automatically displays the Legend. Default as
selected.
Show Toolbar Automatically displays the Graph Toolbar.
Default as selected.
Show Page Items Automatically displays the Page Items on the
graph. Default as selected.
Help
Function Description
Help Topics Discoverer on-line help.

About Discoverer

Displays the version and other configuration
information regarding Discoverer.

Updated 4/3/2006
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Tool Bar Options

Tool Bar
Options

The toolbar contains icons for the most common menu options, such as
printing, saving, refresh and edit worksheet.

Below are the options and functions of each icon.

QYOS DM Y d TME % F TS A

Updated 4/3/2006

Icon

Function

New Query Wizard is activated.

Opens and existing Workbook template on the database

Saves the current workbook to the database

Prints the current worksheet

New Worksheet — Adds a new worksheet and activates the
New Query Wizard

Duplicates current worksheet as a Table

HH & & & & #

Duplicates current worksheet as a Crosstab

3

Edit Worksheet dialog box is displayed

Table Layout dialog box is displayed

Refreshes the Worksheet — Query is processed.

Graph Wizard is activated

Sort dialog box is displayed

#| 4 | |9 B E

Totals dialog box is displayed

Continued on next page
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Tool Bar Options, Continued

Tool Bar Options (continued)

Updated 4/3/2006

Icon

Function

Yo

Percentage dialog box is displayed

Calculations dialog box is displayed

Conditions dialog box is displayed

Automatically Export as HTML

Automatically Export to Excel

** - Recommendation is not to use these toolbar options. The export wizard
is not launched with these options. Therefore, there is an option available to
name the file or to select the save location.
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Terminology

Introduction

Including Items
in a Query

Updated 4/3/2006

There are certain terms that are used within Discoverer and this manual. The
definitions are listed below.

Workbook: A collection of worksheets.
Worksheet: A worksheet is generated when a query is processed.
Workbook Template:

Business Area: A group of related folders in the End User Layer. KAMIS
Ad hoc Queries has only one Business Area — KAMIS Data Warehouse.

Folder: An object in Discoverer that represents a table or a combination of
database columns or derived columns. If a folder is selected for inclusion, all
of its items are included in the query.
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Chapter 4
Workbook Wizard
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Overview of the Wizard

Introduction

All queries, no matter how complex, begin with the Workbook Wizard.

When Discoverer is launched within KAMIS, the workbook wizard is
displayed. This is the first of five steps in creating a workbook.

There are two options available:

e Create a new workbook

Open an existing workbook. Existing workbooks are Templates that have
been previously saved on the KDOA Reports Server.

The Wizard Window

Step 4‘ 2 workbook Wizard - Step 1 of 5: Create/Open Workbook i |
Indicator Connected o the Database: ORCL20 (EUL.DEVLDEA_EUL)
what do you want to do?
() Open an existing vworkbook
Recently Used
There are no recently used workbooks Browse. ..
Step
Detal I - Q?j:dat::\:b\j,;;rzlzzngisplay in the worksheet
Area Title Example:
@ Tkl [ ———
= () Crozstab  (3) Tahle
Placement: ‘Graph below Takle 'l
Output & T I
Style
Options
| Help | l———* Mext = _J | Einish | | Capcel
Forwards to the next step
Current Step Completes the Query without
On-Line Help advancing through additional steps
Stops and closes the Wizard
Updated 02/16/2006 Page 4-2



Step 1. Create/Open Workbook

Introduction

Templates

Open an
Existing
Workbook

Updated 02/16/2006

All queries, no matter how complex, begin with the Workbook Wizard.

When Discoverer is launched within KAMIS, the workbook wizard is
displayed. This is the first of five steps in creating a workbook.

There are two options available:

e Open an existing workbook. Existing workbooks are Templates that
have been previously saved on the KDOA Reports Server.

e Create a new workbook.

Templates are created to define your output style which determines how the
results are displayed. No data results are saved with the template.

This option will allow the selection of a previously configured and saved
workbook. The data is not saved, just the output style and configuration of
the query.

The query configuration and formatting can be changed after the query has
processed. Editing configurations are covered in Chapter 5.

Workbooks are saved on the KDOA Reports server. Users of the same
Organization will see all workbooks saved for their particular organization
(KDOA, AAA, or Nutrition Provider). Saving a workbook is covered in
more detail in Chapter 6.

Continued on next page
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Step 1. Create/Open Workbook, continued

How To Follow the steps in the table below to Open an existing Workbook.

Step Action Result
1. Select the Open an existing
workbook radio button.

2 Workbook Wizard - Step 1 of 1: Create/Dpen Workbook ) x|
Connected to the Databaze: ORCL23 (EUL:DEYVLDEA_ELUL)

wyhat do you watt to do?

(=) Open an existing workbook
Receritly Uzed:
There are no recently ussd workbooks Browse

() Create & heve warkbook
Select the objects to display in the worksheet
Title Exarmple:
Page tems
O Crogstab (3 Table
Graph

e i
1 Placement: | Graph heloww Table = ‘
L N Eee | '™

" 4 L 1

[ = =~ I

Help Cancel

2. Click on the Browse button Open Workbook from Database
window will be displayed.

=l
Clear
L y——T—— PEAIZ an 5, 2006 751 AM -
G BP 10310 2.04 KAME custosers PEAT2 dnn S, 2006 751 AM
R BP il pac drrinnd PEA1Z dan &, 2005 751 AM
G BP Custoser Funding O PEATD dnn S, 2006 751 AM
B BP Fider Court trst nny PEA1D dan 5, 3006 751 AM
T BP Fud LAl resience wiale popidation PEA1Z dan 5, 2005 751 AM
T BP HMFL nnd CMELH custnsers £-30-04 PEA1Z dan &, 2005 751 AM
G BP KAMS Froviders PEATD dnn S, 2006 751 AM
U BP KAMS Providers ol s ard services PSAT2 a5, 2006 751 AM
W BP poid C1 unks grenter than 1 PEA1Z dan 5, 2005 751 AM
B BP PO Length od PEA1Z dan &, 2005 751 AM
@ BP Povnety on curent PR PEA1Z dan 5, 2005 751 AM
R BP Provdier por Plan af Care PEA1D dan 5, 3006 751 AM
QB BP SCA CAASS cstomes G4 st PEAT2 dnn S, 2006 751 AM -
D ipdinn
ek Cancel

Continued on next page
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Step 1. Create/Open Workbook, continued

How To (continued)

Step

Action

Result

3.

Select the workbook template to
be opened.

Selection will be highlighted.

i Open Workbook from Database I x|
Choase & target waorksheet by browsing avaiable workbaoks and selecting a worksheet
View: | All workbooks ~| [ ~ | nome contains: |:| [ ctear |
Workbooks:
Narte +
3 BF 1-03to 2-04 KAMS customers PSA1Z Jan 5, 2005751 A ;
4 B all poc downioad PSA12 Jan5,20057:51 Al
43 BP Customer Funding ID PSAIZ Jan5, 2006751 AM
2 BF Euder Counttest nn PSA1Z Jan 5, 2005751 AM
43 EF Full Ul residence whole population PSA1Z Jan 5, 2005751 Al
4 BP HMEL and CMELH customers 4-30-04  PSA12 Jan 5,205 7:51 Al
2 BP KaMS Providers PSAIZ Jan5, 2006751 AM
G2 BF KAMIS Providers all funds and services  PSA12 Jan 5, 2005751 4M
43 B paid €1 units arester than 1 PSA1Z Jan 5, 2005751 Al
4 BP POC Length of PSA12 Jan5,20057:51 Al
2 BP Paverty on cument LPR PSAIZ Jan5, 2006751 AM
G2 BF Provider per Plan of Care PSA1Z Jan 5, 2005751 AM | |
3 EF 504 OAAIE customer G4 lsts PSA1Z Jan 5, 2005751 Al -
Description
o deseription avalable
Help |_open || canca

Click on the Finish button

Workbook will run the query and
open at the results window.

A Oracle9dinS Discoverer - [Case Manager | - Microsoft Internet Explorer
Fila Edit Vew Favorites Took  Help
sk > < - Q) | Qsewch aifwotes GrMesa 3| LY o

Address [ &)t downits sgng stale ka.u 17 ——— i_phesin | 26
File Ed §hest Tools Graph Hel |
Ad o e AMOEDm 9 ME% T &8
c'::‘:'!:‘:lﬁ:' CIFII:‘:J'I‘I-I;H'" Custemer Full Name Customer Address Line c"'c‘;;'" c;?:::ﬁm'::‘
COOPER PAMELA BANE, HAROLD CEPHUIS 206 DORA ST SEDAM J1BTAEM2E
COOPER FAMELA SLEY, EUNICE JUANITA T4 5 INDIAMA EDAMN
PAMELA ASLEY, LLOYD MARTIN T04 INDIANA, AN
FAMELA BEITER. CAROL ELLEN 402 N. SCHOOL AN
PAMELA BOHANNAN, MABLE IRENE WES EET AR VALE
FPAMELA BRIM, MARGARET LUCILLE 102 NORTH CARPENTER ELGIM
COOPER FAMELA BURNS, FLORENCE 123N DELRLAH APT. 16 SEDAN
COOPER PAMELA CARRA, CARRIE AL 173 NORTH DELILAH, #5  SEDAN
COOPER FAMELA CASWELL, MINA AL 547 ROAD I8, IUNIT 2 PERU
COOPER PAMELA CLOYD, DOLORES MA 202 BELOIT
COOPER FAMELA CUSTER. LEOTA LENORA 185 STATE HIGHWWAY 29
COOPER PAMELA OCWNS, EDWARD L 1204 CEDAR
COOPER FAMELA 1204 CEDAR
COOPER PAMELA 707 EAST ELM
COOPER FAMELA 123 NORTH DELILAH #11
COOPER FAMELA HAZEL LUCRLLE INE
COOPER PAMELA ERSON, ALFORD HERMAN 3091 LIS HWAY 166

4 |Page i il L|1|

] Appint sasied.

Updated 02/16/2006
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Step 1. Create/Open Workbook, continued

Creating New  When Discoverer is launched within KAMIS, the workbook wizard is

Workbooks displayed. This is the first of five steps in creating a workbook.
How To Follow the steps in the table below to create a new workbook.
Step Action Result
1. Select the Create a new
workbook radio button.

3 Workbook Wizard - Step 1 of 5: Create/Open Workbook ' |
Connected to the Database: ORCL23 (EUL:DEVLDEA_ELL)

what o you want to do?

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

() Create a new workhook
Select the ohjects to display in the warkshest
Ttle Example:
Pae ltems E——

r L o () Crogstah  (2) Table
AR Graph %
i’ \ Placement. | Graph helow Table b |
\ ) Text Area m

7 L 1

Help medt= || Emsn || cance

Continued on next page
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Step 1. Create/Open Workbook, continued

How To (continued)

Step Action Result
2. Select the output style options | See below for the descriptions of
as desired. the options available.
Option Default Style Description
Selected
Title Yes Allows a space at the top of the
worksheet for a title
Page Items Yes Displays the Page Item

Grouping Area.

A page-detail layout is a table
produced for each value of the
page item, such as a page per
county.

The items on the page area
appear as a drop-down list,
from which different values can
be selected.

Table Styles
- Crosstab No Crosstab tables have values
running across the top, down
the left edge, and in the
intersection of rows and

columns.

The values are usually
summarized to show a total or
an average.

- Table Yes Data will be arranged in table
style with top columns of
information with headings.

Continued on next page

Updated 02/16/2006 Page 4-7



Step 1. Create/Open Workbook, continued

How To (continued)

Step Action | Result
Option Default Style Description
Selected
Graph Yes The data will also be displayed

in a graph. However, not all
information can be graphed. If
the data will not lend itself for
graphing the area will be blank.
- Placement | Below Table Placement of where the graph
will be displayed on the screen.
Text Area Yes User free text area. Options
available to display the date,
file name, custom help text, etc.
at the bottom of a worksheet.

3. Click on the Next button. Workbook Wizard will advance
to Step 2. Step 2 is continued on
page 9.

Updated 02/16/2006 Page 4-8



Step 2. Select Items — Data Fields

Introduction

Updated 02/16/2006

This step of the wizard contains the three areas — the Item selection, the
Conditions and the Calculations.

The Item Selection area lists all the folders and items in which the AdHoc
Administrator has configured in the End User Layer of Discoverer.

The Conditions area places criteria upon the data to be selected and displayed.

The Calculations area places calculations, totals and percentages upon the
data to be selected.

A Workbook Wizard - Step 2 of 5: Select Items

To add items o your warksheet, select them from the Available list and move them to the Selected list

Avalabls

tems | Condtions | Calculstions |

List | EJl KAMS Data Warehouse b’ ‘ |§|

Selected

[
[
4

L1 sbbrevisted Ual =
(7] abreviated U hutrtion Risk

&) fssessor Costs

[ Associstes

] Buciget

) CARE Intake

5+ CARE Level 1

) GARE Level 130 Day Follow Up

HTD CARE Level 130 Day Follow Up Unimet Needs
] CARE Level 190 Day Follow Up

) CARE Level 1 90 Day Follow Up Unmet Needs
[ CARE Level 1 Biling

] CARE Level 1 Unmet Needs

) CARE Level 2

HTD CARE Level 2 Mertal linsss

) CARE Level 2 Mental Retardation

{71 Case Manager

(3 custarner

-] Customer Case Log
(3 custarer Forris

B0 Fullual
[ Full U Hestth Caneition
(-0 Full UAI Monthly Incame

(0 Full U Wutrition Risk
0 Plan of Care
1 rovider Seriics Eunding Crst: b

[Crea~ |

Help

properties.. | | showsgl.. || <pack || wea= ||  mmsn || cancel

Continued on next page
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Step 2: Select Items — Data Fields, Continued

Symbols Items are selected from this list to include in the result. The wizard uses the
following symbols:

Symbol Description

o Business Area: A group of related folders in the End User
Layer. KAMIS AdHoc Queries has only one Business Area —
KAMIS Data Warehouse.

+- Folder: A plus sign indicates that there is another level in the
hierarchy that is not displayed but can be opened.

o Folder: A minus sign indicates that the next level in the
hierarchy is displayed

e Axis Items: A column from a table. (If an item is selected for

inclusion, all values that the item can assume are included in
the search. You must include one or more data-point items in
a crosstab query).

@ North | Item Value: an item in a list of values (LOV).

L¥SuUM | Aggregation: a mathematical function for aggregating data.
For text items (e.g. Region), the typical aggregations are
Count, Max, and Min. For example, you can count the number
of Regions items, or find the highest or lowest (where A might
be the highest and Z the lowest).

For numeric items, typical aggregations are Sum, Count, Max,
Min, Average, and Detail. For example, you can find the Sum
or Average of the numeric data. The default aggregation
(specified by the Discoverer manager) is displayed in bold.

Lis Numeric Item: The values of numeric items can change as
you analyze the data (e.g. summing profits will produce
different results for cities than for regions). Numeric items
behave as axis items on table worksheets and correspond to the
data in the body of a crosstab.

Continued on next page
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Step 2: Select Items — Data Fields, Continued

How to Follow the steps in the table below to select items for your worksheet.

Step Action Result
1. Expand the Business Folder as All items within the folder will
appropriate. be displayed.

Click on the Plus sign or Double
Check on the Folder.

AWorkbook Wizard, Step 2 of 10: Select Items

To add items to your worksheet, select thern frorm the Available list and move thern to the Selected list.

Awailable Selected
|8 KawS Data Warshouse -| ¥
&l customer =

Hpgh Customer Address Line

Lgh Customer Address Type

i Customer Alternate Phone Mumber
Hgh Customer Birthday Date

-Lgh Customer Birthday Date: Day

i Gustomer Birthday Date: Month
H.gh Customer Birthday Date: Quarter
-gh Customer Birthday Date: Year

Hpgh Gustomer Cell Phone Mumber

H.gh Customer City

BE

-Lgh Customer Current Gounty
Hgh Gustomer Death Date

Hgh Customer Email Address
H.gh Customer Ethnicity

i Customer Ethnicity Comment
H.gh Customer Fax Mumber

H.gh Customer First Name

Hpgh Gustomer Full Mame

Hgh Customer Gender

Hgh Customer KAMIS 1D Mumber

Hpgh Customer Language Reads Description

Hpgh Customer Language Speaks Description ¥

Mo description available

(" cancal J( Help (" options J( € Back ” Mext 3 )( ginisn |

Continued on next page
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Step 2: Select Items — Data Fields, Continued

How to (continued)

Action

Result

Select the items as appropriate.

Items are highlighted.

2 workbook Wizard - Step 2

Avaishle

terms

of 5: Select Items

Condtions | Calculstions |

List: | €l KAMIS Data Warehouse

[c:3

-
H
-
H
+
+
tl

tH
3}
+
-

£
-
iy
-
+
2}

tH
-
+l

-

-

L Customer Birthday Date: Vear
-+ [gh Customer Cell Phone Mumber
Lgh Customer Ciy

[gh Customer Currert County

[gh Customer Death Date

- [gh Customer Emsil Adcress

[g4 customer Ethnicity

- Lgh Customer Ethnicity Comment

[gh Customer Fax Nutber
[gh Customer First Name

- Lgh Customer Gendler

Ly Customer KAMIS ID Nurmber -
[gh Customer Language Reads Description 2'::; ustomer
[gh Customer Language Speaks Description Felcer: Custamet]
[gh Customer Language Understands Orally Description
[g4 customer Last Name

-+ Lgh Customer Locstion Description
[gh Customer Marttal Status
Lgh Customer Max Assessment Medlicaid Card ID Number

- g4 Customer Middle Name

- [gh Customer Preferred Mame

- [gh Customer Primary PSA Number

+/Lgh Customer Primary Phane Murber

- [gh Customer Social Security Number

Lgh Customer State

To add items to your worksheet, select them from the Available list and move them 1o the Selected list

Selected

{ g Case Manager Full Name
£ Customer Address Lins

i-Lgh Customer Full Name
L gh Custamer Primary Phone Number

[ mew~ |

Mo description available

Help

| Properties

] |

|| showser. || <Baok | e~

Eirish

Cancel

Note: A tool tip will display as your mouse moves over the selection which
will show the field name and the folder the field resides in.

Updated 02/16/2006

Continued on next page
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Step 2: Select Items — Data Fields, Continued

How to (continued)

Step

Action

Result

Move the selected item(s) to the

Selected list

Items will be included in the
query.

Navigational Options

list.

e Drag the item from the Available list into the Selected

e Select the item and then click the right arrow button.

item.

e Press and hold the {Ctrl} key to select more than one

Help

2 workbook wizard - Step 2 of 5: Select Items

Availsble

T add terns to your worksheet, select them from the Available list and move them to the Selected list.

List: ‘ Sl KaMIS Data Warehouse:

Selected =~

[ gh Case Manager Full Name
b[ gh Customer Address Line
L Customer City

g Customer Language Understands Orally Description
4 Customer Last Name

[ Customer Lacation Description

g4 Customer Marital Status

4 Customer Wax Assessment Medicaid Card ID Number
stomer Middle: Narme

£ Customer Freferred Name
g Custormer Primary PSA, Number
i Customer Primary Phane Nurber

g4 Customer Termination Date Indicator
g4 Customer United States Ciizen Indicator

stomer Website Address
i Custorner Zipd
B [gh Customer Zips
{1 Customer Case Log
{7 customer Forms

-a

|
|
L)

Ly Customer Full Nams
L4 Customer Primary Phone Number
L g Customer Status

New =

Praoperties..

|| showsal. || <pak | wea= || mnsh || concel

Click on the Conditions tab

Workbook Window will advance
to the Conditions area.

Updated 02/16/2006
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Step 2: Select Items — Simple Conditions

Introduction This step of the wizard contains the Conditions that enable the data to be

filtered and displayed on the results window of a worksheet.

Conditions
Window

2 Workbook Wizard - Step 2 of 5: Select Items

To add items o your warksheet, select them from the Available list and move them to the Selected list

Avallable Selected Ed
tems | Conditions | Calculetions | Lgh Case Manager Full Mame

i-Lgh Customer Address Line
List: | L) &0 tems

L gh Customer City

1L gy Customer Full Name

{gh Customer Primary Phone Number
L[ gh Customer Status

Mo description svailable

n
£ New Caloulation
R— . Mew percertage
[ e

% v Tt how SGL... | | <Back [ ne> | |

Eiish | [ cancal

Continued on next page

Updated 02/16/2006 Page 4-14



Step 2: Select Items — Simple Conditions, Continued

Simple Follow the steps in the table below to create a simple condition.
Condition How
To
Step Action Result
1. Click on the drop down button The New Conditions dialog box
and select New Condition will be displayed.

ZNew Condition 1N x|

Wyt seeould you like to name your condition’?

| | Generste name automatically

What description would you like to give your condition?

Formula

Itam | congmon | values

Advanced ==

Cagse-sensitive

This condition is located in the workbook Workbook 1°.

Help | Ok, | Cancel

Continued on next page
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Step 2: Select Items — Simple Conditions, Continued

Simple Condition How To (continued)

Updated 02/16/2006

Step

Action

Result

2.

What do you want to name this
condition?

The default is set to have
Discoverer generate a name
automatically. The name is
based on the condition syntax.

Optional: De-select the check
box and manually enter a desired
name for the condition.

What description do you want
to give your condition?

Will identify the condition to
others. The description is shown
on the condition dialog box.
Hints and tips about when to use
the condition could be added
here.

Define the condition statement in
the Formula area

A} New Condition

‘What would you like to name your condition?

| Generate name automatically

‘What description would you like to give your condition?

|Seled only active status customers

Formula

Type the name of an item or select a name from the drop-dowwn list.

Itern |

Condition |

Walues

|v||= v|| |v|J

Thiz

Lgh Case Manager Case Manager First Mame |~
-_;|'3 Case Manager Case Manager Last Name
__ﬁ Customer Custormer Address Line

_;|'3 Customer Customer City

,ﬁ Custorer Customer Full MNatne

g4 Custamer Customer Primary Phane Mumber|

More kems... -

Advanced ==

Help

| Ok | Cancel

Continued on next page
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Step 2: Select Items — Simple Conditions, Continued

Simple Condition How To (continued)

Updated 02/16/2006

Step

Action

Result

5.

Select the Item in the drop down
listing

The Item drop down list shows
the items available to the
worksheet that can be used in the
condition. Not just the items
selected in Step 2. Items that are
not currently displayed on the
worksheet can be used to filter
the worksheet data.

Select the Condition in the drop
down listing

This will choose how to match
the data against the item selected.

3 Edit Condition

What would you like to name your condition?

| Generate name automsatically

What description would you like to give your condition’?

|Seleu:t ohly active status customers

Formula

Select & conditional operator from the drop list.

Iterm | conditon |

Yalues

:|Customer.¢ustomer Status |"||=

==

=

2 | )

Advanced ==

|:| Case-sensitive =<

This condition iz located in the sworkkbo

Help

=
==
LIKE
| lig] -

| Cancel |

-

Continued on next page
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Step 2: Select Items — Simple Conditions, Continued

Simple Condition How To (continued)

Step Action Result
7. Type the Value of the condition. | This is the information the
condition will use for the filter.

A New Condition ) x|

‘What would you like to name your condition?

|(Customer Status = ‘active” | Generate name automatically

‘What description would you like to give your condition?

|Seled only active status customers |

Formula

Itern | Condition | Yalues

:|Customer.Customer Status |'||= '”'adive' |'||
J Advanced ==

Caze-zensitive

Thiz condition is located in the workbook Workbook 3.

Help | Ok, | Cancel

Continued on next page
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Step 2: Select Items — Simple Conditions, Continued

Simple Condition How To (continued)

Step Action Result
8. A value can also be created by Conditions can be created by
selecting items in the drop down | calculations, selecting another
list. item to compare or creating a
new or use an existing parameter.

A New Condition ) x|

‘What weould you like to name your condition?

| | Generste rame automatically

‘What description would you like to give your condition?

|Seled only active status customers |

Formula

Type text in single quotes or select a value from the drop-dowen list. Multiple values must be separated by commas.

Itern | Condition | Yalues
:|Customer.Customer Status |' ” = b’ | |'|| e
(Create Calculation... w
Select tem...
Hew Parameter...

Case-sensitive

Thiz condttion is located in the workhook YWorkbook 3.

Help | Ok | Cancel

Continued on next page
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Step 2: Select Items — Simple Conditions, Continued

Simple Condition How To (continued)

Step

Action

Result

9.

Case-Sensitive check box.
Recommended: Uncheck this
selection.

This check box will limit the
results according to case.

Al New Condition

‘What weould you like to name your condition?

|(Customer Status = ‘active”)

| Generate name automatically

‘What description would you like to give your condition?

|Seled only active status customers

Formula

Item | condition |

Walues

:|Customer.Customer Status |'||= '”'adive' |'||

Advanced ==

|:| Case-sensitive
his condition iz located inghe workhook "WWorkbook 3.

Help

| Ok | Cancel

Updated 02/16/2006

Continued on next page

Page 4-20



Step 2: Select Items — Simple Conditions, Continued

Simple Condition How To (continued)

Updated 02/16/2006

Step Action Result

10. | Click OK to save the details and | The new condition appears in the

the data.

close the dialog box. Conditions wizard window and is
turned on ready to be applied to

3 Workbook Wizard - Step 2 of 5: Select [tems

To add items to your worksheet, select them from the Availakle list and move them to the Selected list.

Avvailable Selected

[“tems | conditions | Calculations | +Lgh Carse Manager First Mame

i-L g Carse Manawsr Last Mame

] - H
st [ D aatens ‘ b gh Customer Address Line
EHEF My Condltions Ly Custamer City
Customer Status = ‘active’ Lgh Customer Full ame
]
iLgh Customer Primary Phons Mumber
L gh Customer Status
LVF Custamer Status = 'active’
>
<
‘ New ¥ ‘ ‘ Exdit. ‘ | Celete ‘
Select only active status customers
Help ‘ | Properties ... | | Show SGIL .. | | = Back " Mext = J | Einish ‘ | Cancel

11. | Click on the Calculations tab. |
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Step 2: Select Items — Advance Conditions

Introduction Advance conditions are filters that contain several conditions combined to
achieve the desired data selection.

Advance Follow the steps in the table below to create an advance condition.
Condition How
to

Step Action Result

1. Click on the Advanced>> button | Conditions dialog box will be

expanded to include insert
buttons for New Item, And and
Or.

2 New Condition 7 =

What would you lke to batne your cohdition?

|[Cus¢omer Status = "active’) ‘ Generate hame automatically

What description would you like to give your condition?

[ setect only active status customers |

Formula

Click one of the Insert buttons to creste new tems or conditions. Shift-click to select muttiple tems, of drag fetms to reorder.

Itarm | Conditian ‘ Values Insert
ICusmmer Customer Status |V|= 'I'ac‘t\ve' "" |New[tam‘
[ e |
Lo |
| pelete |

[[] case-sensitive |(Customer Status = 'active’)

Thiz condtion is located in the workbook "orkbook 1°.

Help | Ok | Cancel

Continued on next page
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Step 2. Select Items — Advance Conditions, Continued

Advance Condition How to (continued)

Updated 02/16/2006

Step

Action

Result

2.

Click the button appropriate
button in the Insert area

Inserts a new condition statement

line with the appropriate
condition group.

Option

Action

New ltem button

By default, the new item is
grouped with a logical AND,

And button

Grouped with a logical AND.
Data must match all
condition statements
contained within the AND

group

Or bhutton

Grouped with a logical OR

A New Condition x|
‘What weould you like to name your condition?
| | Generate name automatically
‘What dezcription would you like to give your concition?
|Select only active status customers |
Formula
Click one of the Insert buttons to creste newy items or conditions. Shift-click to select multiple tems, or drag items to rearder.
Group ltem | condiion | values Insert
| I Customer Customer Status |v I = = I'adive' |' || | ey e |
AND -
Bre - ||
— ~- ~ ]
Le |
| Delete |
[ caze-zensitive
Thiz condition iz located in the workbook "Workbook 1'.
Help Cancel

Continued on next page
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Step 2: Select Items — Advance Conditions, Continued

Advance Condition How to (continued)

Updated 02/16/2006

Step Action Result
3. Select the Condition in the drop | This will choose how to match
down listing the data against the item selected.

4. Type the Value of the condition. | This is the information the
condition will use for the filter.

A New Condition : =

What would you like to name your condition?

|((Customer Status = ‘active”) AND [Custormer Current County = 'L | Generate name automatically

Whist description would you like to give your condition’?

|Seled only active status customers |

Formula

Type text in single quaotes or select s value from the drop-dowen list. Multiple values must be separated by commas. Click
ohe of the Inzert buttons to create new items or conditiohs. Shift-click to zelect multiple tems, or drag items to reorder.

Group Iterm | Condition | Yalues Insert
— :|Customer.Cust0mer Statuz |'||= b ||'a|:.’[ive' |"|J | ey tem |
:|.&.ND = : |T|
'—1' Custormer Customer Current Courty |' = L |'|| |_7|

Or
| peiste |

|:| Case-zenztive (Customer Status = 'active’) AND (Customer Current County = 'LH%)

This condition is located in the workbook Workbook 1.

Help Ok J | Cancel

Continued on next page
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Step 2: Select Items — Advance Conditions, Continued

Advance Condition How to (continued)

Step Action Result
5. A value can also be created by Conditions can be created by
selecting items in the drop down | calculations, selecting another
list. item to compare or creating a
new or use an existing parameter.
6. Case-Sensitive check box. This check box will limit the
Recommended: Uncheck this results according to case.
selection.
7. Click OK to save the details and | The new condition appears in the
close the dialog box. Conditions wizard window and is
turned on ready to be applied to
the data.

A Workbook Wizard - Step 2 of 5: Select Items

Avsilable

kems | Condtions || Calculstions |

To adld fems to your warkshest, select thetn fram the Available list and move them ta the Selected list.

List | ) Al tems -~

=G M
L

Selected

i
L

Lgh Customer Address Type
[ gh Custamer City

L g Customer Full Nams

g Customer Primary Phone Number
Lgh Customer Status
[ g Customer Current County
- Customer Status = ‘active’ AND Customer Current County = LN

ew > || it

Select only active status customers

T
T
=

Properties

|| showser. |[  <Bak |

8.

| Click on the Calculations tab.

Updated 02/16/2006
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Step 2. Select Items — Calculations

Introduction This step of the wizard allows calculations, percentages and totals to be
created on the worksheet. Calculations on items are based on expressions
(e.g. mathematical formulas, or text handling functions).

Calculations are displayed as new columns on the worksheets. Totals are
displayed as new rows on the worksheets.

2} Warkbook Wizard - Step 2 of 5: Select Items N B

Toadd tems to your worksheet, select them from the Available list and move them to the Selected list.

Available Selecter | o= ‘

tems | Condtians Calculat\onsl

List. | (3 il ems -
i ﬁ.ﬁMy Calculstions
’ @My Percentages
L5 My Tatals
>
<
[ vew- |
Help | properties.. || showsal. || <k || med= || Ensn || concml

Continued on next page
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Step 2: Select Items — Calculations, Continued

Introductions

How to

Updated 02/16/2006

Calculations on items are based on expressions (e.g. mathematical formulas,
or text handling functions). Calculations can be used in other calculations.
The program provides a comprehensive range of pre-defined functions for use
in worksheet calculations.

Follow the steps in the table below to create calculations for the data in the

worksheet.
Step Action Result
1. Click on the New Button. Calculations option dialog box is

displayed.

2. Select Calculations Calculation window is displayed

/2 New Calculation i x|

Wihat do you wart to name this calculation?

| _alculation |

Select tetnz and functions from the lizt on the left and paste thetn into the calculation.

Showy: | L) Selected tems 0 Calculation:

et Forms PSA Mumber

'_g'ﬁ Customer Full Mame

LEh Customer Kamls 1D Mumber

_gﬁ Plan of Care Ling kem Funding I

_-,'7_ Plan of Care Ling tem Monthly Units SURM
'_g-ﬁ Plan of Care Line tem Service ID

_gﬁ Plan of Care Line tem Unit Cost Amount

Faste

Description |

Inzert Formula from Template ™ |
Mo description available =

| Help | | Cancel |

3. What do you want to name this | Enter a descriptive name for the
calculation? calculation item.

NOTE: This field is displayed in calculation lists and on worksheets
as the column header of the calculation results column. If the field is
left blank, The program creates a default name for you.

Continued on next page
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Step 2: Select Items — Calculations, Continued

How to (continued)

Step Action Result
4. Click on the first item that is to Item is highlighted.
be used in the calculation.
5. Click on the Paste button. Adds the item currently selected
in the Show list into the
Calculation area on the right hand
side.

<} New Calculation I |

What do you want to name this calculstion?

| Ilonthly Cost |

Select termns and functions from the list on the left and paste them into the calculation.

Shovw: | 1 Selected tems = Calculation:

__g-':; Customer Forms PSA, Mumber Plan of Care Plan of Care Line tem Morthly Units SUN

(g Customer Full Mame
[gh Customer KAMIS ID Rurmber
_g':l Plan of Care Line ke Funding 1D

"- Flan of Care Line tem Monthly Units SUM
Léh Plan of Care Line term Service ID

h;-'j Plan of Care Ling tem Unit Cost Armourt T
pase
Description
Mo description available |_ — _Inse_rt FolnLErﬂTemplate b |
Led el e o )

Help | Ok | Cancel |

Continued on next page
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Step 2: Select Items — Calculations, Continued

How to (continued)

Step Action Result

6. Click the operator buttons Operator is added in the
underneath the Calculation box to | Calculation area.

use them in the calculation.

<} New Calculation . |

What do you want to name this calculation?

| Ilonthly Cost |

Select termns and functions from the list on the left and paste them into the calculation.

Showe: | U selected tems = Calculstion: /'\
_glj Custotner Forms PSA Mumber Plan of Care Plan of Care Line tem Morthly Units\SUM*
L Custamer Full Name

L Custotmer KAMIS D Mummber
L Plan of Care Line fterm Funding D

‘: Flan of Care Line tem Monthly Units SUM
L Plan of Care Line ftem Service ID

_g':l Plan of Care Line tem Unit Cost Amourt T
Paste
Description
Mo description available |_ — _Inse_r‘t FoinLErﬂTemplate e |
Led = efed o]
| Help | | OR | Cancel |

NOTE: When you use arithmetic expressions in a calculation, the
mathematical standard is used.

Formulas are calculated from left to right, but performs the
calculations in the formula in the standard order:

Items in Parentheses
Exponents

Multiplication and Division
Addition and Subtraction

Continued on next page
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Step 2: Select Items — Calculations, Continued

How to (continued)

Step Action Result
7. Complete the calculation. The full formula will be
displayed in the Calculation area.

2} New Calculation

Wyhat do you want to name this calculstion?

| tarthly Cost |

Select tems and functions from the list on the left and paste them into the calculation.

Showy: | ||:] Selected tems B Calculation:

L_gﬁ Customer Forms PSA Mumber

Plan of Care Plan of Care Line fetn Morthly Units SUM*Plan of
Lg}, Customer Full Mame Care Plan of Care Line fkem Unit Cost Amaunt

[y Customer KAMIS ID Mutiber
_gﬁ Plan of Care Line kem Funding 1D
-

L= Plan of Care Line tem Manthly Units SUM
Gﬁ Plan of Care Line tem Service ID

ﬁ Flan of Care Line tem Unit

Paste

Description
| Ihzert Formula from Template ™ |
Mo description available =

Help | Ok | Cancel |

Continued on next page
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Step 2: Select Items — Calculations, Continued

How to (continued)

Result
Will close the Calculation dialog
box. The Workbook Wizard
window will be displayed
displaying the calculation

Step Action
8. Click the OK button

2} Workbook Wizard - Step 2 of 5: Select Items x|
Toadd tems to your worksheet, select them from the Available list and move them to the Selected list.
Avaiable Selected = - |
trerrs Condtions Calculstions ,'?3 Customer KAMIZ I Nurmber
++{ g Customer Full Kame
List Al - i
¥ ‘ o oms L gn Customer Forms PSA Nurber
i+Lgh Plan of Cars Line tem Funding ID
L% Plan of Care Line tem Monthly Units SUM
{-[ gy Plam of Care Line tem Service D
3 My Totals i+ g Plan of Care Line tem Linit Cost Amount
3 Monthly Cost
| New ~ | ‘ Eclt | Delete |
Mo description available
Help properties.. | | showsal.. || <pack | mew= ||  mnisn || concel

Continue to create a percentage | See next section for instructions.

or totals on the data.
10. | If neither option is desired, Click | Workbook Wizard will advance

on the Next button to Step 3.

©

Updated 02/16/2006 Page 4-31



Step 2. Select Items - Percentage

Introduction This step of the wizard contains the option to add Percentage values in the
results window of a worksheet.

Z) Workbook Wizard - Step 2 of 5: Select Items B =

Toadd tems to your worksheet, select them from the Available list and move them to the Selected list.

Avilable Selected |§; -‘
ftems | Condtions | Calculstions | +Ligh Custamer KAMIS ID Nurnkser
i gy Customer Full Narme
List: | 1 20t =
: | s Lgh Custarer Forms PS4 Nuriber
E145g My Caloulations i-Lgh Plan of Care Line ftem Funding I
[IERR 1o ost 3% Flan of Care Line trem Morthly Urits SUM
50 My Percentages i-Lgh Plan of Care Line tem Service ID
b (zf My Totals E{, Plan of Care Line tem Unit Cost Amourt
[ % Morthly Cost
>
<
| rew ~ | ‘ Ediit | | Deee |

Mo description availeble Yr{i)_ Mew Condltion...
& tew Caloulation

Help

To i Lo ][ smeex [ mess || Ensn || cancel

Continued on next page
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Step 2: Select Items - Percentage, Continued

How to

Updated 02/16/2006

Follow the steps in the table below to sort the data in the worksheet.

Step

Action

Result

1.

Click New button and select
Percentage.

Displays the New Percentage
dialog box.

What do you want to name
this percentage?

If a different name is desired
than the default name of the
new percentage, enter the name
in the field.

() Grand total of all values
(2) Subtotal at sach change in

4} Edit Percentage x|
‘What do you want to name this percentage? Example
|Percent mortry cast || w2 | n | %
1] An aat 30 20%
[] Generate name automstically = aaz | 20 20% || %
ki 50% || 30%
Which data point do you wart to baze your percentage on? 4 BB bb1 | 30 20% | 20%
| = - 5 bb2 | 2090°20% | sg%
-
Lz Plan of Care Line tetn Monthly Cost Amount SUM 5 50% e
Calculate as & percentage of: 5| bb2 20 20%
G| 50%

The example above shows a percentage calculated from

_g-j Plan of Care Line tem Service D

sample data with both totals shown

Do you weant to calculste percentages within each page?

Which totals do you warit to be showh?

Help

':: | Calculate percentages within each page
(3) Calculsts percertages across all pages

Show subtotal and subtotal percentage

=

| Format Data...

Showe the percentage of the grand total for each subtotal

Lakel: | Percent Grancd |Z|

| Formnat Data...

Ok, | ‘ Cancel

Continued on next page
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Step 2: Select Items - Percentage, Continued

How to (continued)

Step Action Result

3. Which data point do you want | The drop down list displays
to base your percentage on? numeric items currently
displayed on the worksheet.

Brevrercemmgs =

What o you want to name thiz percentage? Example
|Percent Morthty cost | Mi | me [ n | %
1] A aal 20 0%
Generate name automatically 2 aaz 20 20%
3| BB | bb1 | 30 F0%
Which data point do you want to base your percentage on? 4 bb2 20 20%
3 5 100%
| marthiy Cast -
() Subtatal &t each change in: The example above shovws & percentage calculsted from
= T sample data with both totals shown.
]
Do you wart to calculate percentages within each page? Which totals do you want 10 be shown?
(%) Calculats percertages within each page Showe grand total and grand total percentage

() Caleulate percentages across all pages Laket |T|

| Format Data...

Help | Ok | Cancel

Continued on next page

Updated 02/16/2006 Page 4-34



Step 2: Select Items - Percentage, Continued

How to (continued)

Step Action Result
4, Calculate as a percentage of Use the radio buttons to choose
where to display the percentage,
as follows:
Radio Button Action
Grand Total of all values Calculates the values as a
percentage of the whole
column.
Subtotal at each change in Choose the item on which to
group the data from the drop
down list.

3 Edit Percentage ) x|
What o you want to name thiz percentage? Example
||tem Marthly Units SUM, Customer KAMIS D Mumbet Ltk [The T ]
1] AA | aal | 30 | BO%
Generate name automatically 2| aaz | 200 40%
3] 100%
Which data point do you want to base your percentage on? 4'§ BE bb1 20 BO%
5 - - 5 bbz | 20 40%
|_}: Plan of Care Line ket Morthly Units SUM b’ 5 100%

Calculste as a percentage of;

() Grand total of all values
(%) Subtatal at each change i The example above shows a percentage calculated from
sample data with both totals shown.

|Lgh Custorner KaMIS D Nuber -

F.. Customer Forms PS& Number

[0} 27 Which totals do you want to be shown?

—|Lgn Customer Full Name
(@) [~ Show subtatal and subtotal percentage
— e Customer KAMIS 1D Murnker

' |Lgh Plan of Care Ling tem Funding I Label (.=

L% Plan of Care Line tem Monthly Linits SUM

~ | Format Data...
L Plan of Care Line tem Service ID S ——
_g_-':l Plan of Care Line kem Unit Cost Amount D Shaowy the percentage of the grand total for each sultotal
Lahel: b
Help Ok | | Cancel

Continued on next page
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Step 2: Select Items - Percentage, Continued

How to (continued)

Step Action Result

5. Which page items do you Calculate percentages for the
want to include? currently displayed page item or
all page items on the worksheet.
6. Which totals do you want to Use the check boxes to specify
be shown? how you display grand totals
and subtotals.

The options available are
dependent upon the radio button
selected in the “Calculate as a
percentage” of section.

1|

‘What do you want to name this percentage? Example
|Percent Mortriy Cost | ISR - 0
1| #a | aa1 | 30 30%
[] Generate name automatically 2| asz | 20 20% | %
2 50% || 30%
‘Which data poirt do you wart to base your percentage on? 4 Bm bb1 | 30 30% || oow
| 5 - 5| bbz | 20 0% | s0%
3 2
Lz Plan of Care Ling ket Manthly Cost Semourt SUKM & s0% i
Calculate as a percentage of: 5 bbz | 20 A
— G | 50%
() Grand total of all values
(3) Subtotal st esch changs in The example above shows a percentage calculated from
= e = sample data with both totals shown.
L Plan of Care Line fem Service 1D 5
Do you weant to calculste percentages within each page? ‘Which totals do you want ta be shawn’?
() Calculate percentages within each page Show subtotsl and subtotal percentage

2 Calculate percentages across all pages Lakel: |T|

| Format Data...

Show the percentage of the grand total for each subtotal

&

| Format Data...

Help Ok | ‘ Cancel

Continued on next page
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Step 2: Select Items - Percentage, Continued

How to (continued)

Step

Action

Result

7.

Click OK

Will close the Percentages
dialog box. The Workbook
Wizard window will be
displayed indicating the
percentage name and the option
Is turned on ready to be applied
to the data.

Help

2 workbook Wizard - Step 2 of 5: Select Ttems [ x|

To add items to your worksheet, select them from the Available list and move them to the Selected list.

Available

tems | Condtions Calculations:

List: | 2 Al tems

EMEg My Calculstions
i w3 Monthly Cost
=, My Percentages

ERRER IR P cerit Monthly Cost
L3 My Totals

il
k)

Selected

L gh Customer KAMIS 1D Number

+[gh Customer Full Name

~Lgh Customer Forms PSA Mumber

+gh Plan of Care Line tem Funding ID
L% Plan of Care Line tem Morthiy Units SUM

+-Lgh Plan of Care Line fem Service ID

L g Plan of Care Line ltem Unit Cost &maunt

++[§ Plan of Care Line llem Morthly Cost Amount SUM
L% Morthly Cost

[ Percent Monthy Cost

new > || Eet.

Delete

Percent Morthly Cost (Results calculated scross all pages)

Properties... H Show SQL... H

<gack | mdest= ||  Fmen [ conca

oo

Continue to create a percentage
or totals on the data.

See next section for instructions.

Updated 02/16/2006

If neither option is desired, Click
on the Next button

Workbook Wizard will advance

to Step 3.
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Step 2: Select Items - Totals

Introduction This step of the wizard contains the option to add Total values in the results
window of a worksheet.

Z) Workbook Wizard - Step 2 of 5: Select Items B =

Toadd tems to your worksheet, select them from the Available list and move them to the Selected list.

Buvailable

Selected |EE "
tems Conditions Calculations | L'?'g Customer KAMIS ID Mumber
i gy Customer Full Narme
List: | 1 20t =
: | s Lgh Custarer Forms PS4 Nuriber
E145g My Caloulations i-Lgh Plan of Care Line ftem Funding I

L% Morthly Cost
G5, My Percentages
i byl Percert Monthly Gost

[}: Plan of Care Ling ttem Maonthly Units SUM

i-Lgh Plan of Care Line tem Service ID

Lgh Plar of Care Line tem Urit Cost Amourt

i-% Plan of Gare Ling fem Morthly Cost Amaurt SUM
&L Morthly Cost

5 | L3, Percent Manthly cost

Mo description availeble Yr{i)_ Mew Condltion...
& tew Caloulation

@/c{;_ Meswy Percentage. ..

Help <Back | Med» || Ensh || cancel

Continued on next page
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Step 2: Select Items - Totals, Continued

How to

Updated 02/16/2006

Follow the steps in the table below to display totals to the data in the

worksheet.
Step Action Result
1. Click New button and select Displays the New Total dialog
Total. box.

Which ftem would you like to creste a total on?

o

| 5wty cost -

What kind of total do you want?

|ft:l S - |

Ldds all the values, then applies the calculation to the result.

Where wwould you like wour total to be shown?

(%) Grand total &t bottarm
() Subtctal st each change in:
L
|:| Don't display total for & single row

Do you want to calculste totals within each page?

-::}'Z' Calculate totals within each page.

@ Calculate totals acrozs all pages.

Help

Example
[ w1 | ne || ot [ nz |
1 As | aal | 10 10
2‘| aaz | 10 | 10
3 BB bb1 10 A0
4 bbz | 10 40
5 a0

The example above shows & Sum total calculsted
from sample data.

What label do you want to be shown?

|Sum | X

Generate label automatically | Format Data... |

| (8134 Jl Cancel |

Continued on next page
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Step 2: Select Items - Totals, Continued

How to (continued)

Step Action

Result

2. Which data point would you
like to create a total on?

Select the item to summarize
from the drop down list.

NOTE: By selecting All Data Points from the drop-down list totals
for all numeric items on the worksheet will be created.

Which ftem would you like to creste a total on?

Example

|5 oty cost -

g et Full Marne

L Customer K&MIS ID Murber
_% ionthly Cost

_g-'g Plan of Care Line ftern Funding 1T the re=ult.
% Plan of Care Line tem Marthly Cost Am . |5
% Plan of Care Line ftem Monthly Units SUM |
_1_5-';1 Plan of Care Line ftetn Service ID

_&1 Plan of Care Line tem Unit Cost Amourt | |
T SOl Al SRt Change T

]

|:| Dont display tatal for & single row

Do you want to calculate totalz within each page?

Ml w2 | 1 | nz
1] A4 aat | 10 10
z aaz | 10 | 10
3| BB bb1 | 10 | 1D
4 bz | 10 | o

The example above shows a Sum total calculsted
from sample data.

What label do you want to be shown?

|Sum | 34

-::}'Z' Calculate totals within each page.

-Z::Z- Calculste totals across all pages.

Help

Generate label automatically | Format Data... |

| Ok Jl Cancel |

Updated 02/16/2006

Continued on next page
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Step 2: Select Items - Totals, Continued

How to (continued)

Step Action

Result

want?

What kind of total do you

Select a Total type from the drop
down list.

For example, choose Sum to add
the values, or choose Average to
calculate a mean.

2} New Total

Which kem would you like to creste a total on®?

Example

|'.§':| Custamer Full Mamme = |

What kind of total do you want?

| fix) Count - |

Fix) Count Distinct
Fix) Minimurn
Fix) Mairnum

@ Subtotal st each change in:
]
|:| Dont display total for a single row

Do you weant to calculste totals within each page?

'3:}:1' Calculate totals within each page.

-:::Z- Calculste totals across all pages.

Help

M| m2 [ nt [ 2

aaz 10 10
BB bb1 10 10
bbz 10 10

o[ w =

The example above shows a Sum total calculated
from sample data.

What label do you want to he shown?

|C0urrt | 52

Generate label automatically | Fortat Data... |

| Ok Jl Cancel |

Updated 02/16/2006

Continued on next page
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Step 2: Select Items - Totals, Continued

How to (continued)

Updated 02/16/2006

Step

Action

Result

4.

Where would you like your
total to be shown?

Radio Button

Action

Grand total at bottom

Calculate a grand total for a
column and place it after the
last row of the table.

Subtotal at each change in

Select the item on which to
group the data from the drop
down list.

Don’t display total for a
single row

l

‘Where wwould you like your taotal to be shown?

Which ttern would you like to create a total on? Exarmple

|_g-':| Customer Full Mame - | LG [ me | ot [ n2
1_I AR aal | 10 10

What kind of total do you want? 2| aaz 10 10
3| 20

[fts) Count Distinct - 4| BB | bb1 10 | 10

Courts the number of unigue values. 5‘ bbz | 10 0
G| 20

() Grand total &t bottorn

(%) Subtctal st each change in:
L] &l Group Sorted tems -
! All Group Sorted tems

gt Customer Forms PS8 Mumber

~ Doylgh Custamer Full Mame

[ Customer KAMIS ID Murrber

L% Marthly Cost

_g-"j Plan of Care Line e Funding D

— L% Pian of Care Line ttem Mortthly Cost ...
_i- Plan of Care Line e Monthly Units... | -

‘II

The example above shows a Sum total calculated
from satmple data.

What label do you want to be shown?

Count Distinct i

Generate label automatically | Format Data... |

| OK | Cancel |

Continued on next page
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Step 2: Select Items - Totals, Continued

How to (continued)

Step Action Result
5. Positioning options are different depending on the type of worksheet.
Worksheet Type Position Option
Table Bottom of the worksheet
Crosstab Bottom of the worksheet
Right of a worksheet
6. Which page items do you want | Choose whether to summarize
to include? data for the currently displayed
page item or all page items on the
worksheet.
NOTE: The options are grayed out when no page items are available
on the worksheet.
7. What label do you want to be

shown?,

Option

Description

Generate label
automatically?

Check box if you want The
program to generate a label
for you.

use the drop down list to
insert variable values

type in a label for the total

Updated 02/16/2006

Continued on next page
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Step 2: Select Items - Totals, Continued

How to (continued)

Step Action

Result

8. Click OK

Will close the Totals dialog box.
The Workbook Wizard window
will be displayed indicating the
percentage name and the option
is turned on ready to be applied
to the data.

7 Workhook Wizard - Step 2 of 5: Select Items

To add items to your vorksheet, select them from the Swvailable list and movs

& them to the Selected list

Avsilable Selected ‘H; v‘
tems || Conditions | Calculstions | Ly Case Mansger Full Name
‘ 0 1L gh Customer Address Line
List | [ Alltems -
5 [ gh Customer City
g My Calculations (g Customer Full Name
445, My Percentages L g Custamer Primary Phone Number
ELGF My Total 1L gh Custamer Status
Ca B Case Manager Full Natme Count for Custoer Ful Narme
3F Customer Status = 'SCTIVE'
>
<
wew » || Eat Delete
Nurber of Customers (Resuts calculsted for current page)
Help properties.. | | smowsal. ||  <pack || wear ||  Emen || canca

9. Click on the Next button

Workbook Wizard will advance
to Step 3.

Updated 02/16/2006
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Step 3: Table Layout Options

Introduction

Default View

Hide Duplicate
Rows

Updated 02/16/2006

After you have selected the items to be included in a query, you can order the
column and row axis items, or enable or disable the page-detail layout.

A workbook Wizard - Step 3 of 5: Table Layout

To change the layout of information in your worksheet, click and drag the column heaings to the location you want. To changs format settings, click the ‘Properties...* button

[] show Pags tetns [ Hide: Duplicats Rows

Case Manager Full Narme | Custormer Address Line | Customer City | Custorner Full Marne | Custorner Primary Phone Number ‘ Customer Status |

[EEEEEEEEE

=

]

@

=

o

=)

=]

@

@

=
=)

=

o
]

=
b}

M
=

e}
o

=
&

w
b

=
@

|| snowsal. || <Beok |

wet> || inien || cancel

IT
T
T

Properties

Use this feature when the query retrieves duplicated rows. The duplicated
rows will not be seen in the results window.

Continued on next page
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Step 3: Table Layout Options, Continued

Show Page
Items Option

Show Page
Items View

Updated 02/16/2006

A page-detail layout is a table for each value of the page item, such as a page
per assessor or service. The values of the page item appear outside the main
body of the layout and can be toggled to change the value which produces a
different result window.

B Workbook Wizard - Step 3 of 5: Table Layout 'l |

To change the layout of information in your worksheet, click and drag the column headings tothe location you want. To change format settings, dick the ‘Properties.. button

[ Hice Duplicate Rows

Page teme: Customer City

Case Manager Full Narme ‘ Custormer Address Line iCuﬁtnmarFull MNarme Custormer Prirary Phone Number | Customer Status |

|m|m‘w‘m|m‘b‘w|w|_‘
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=}
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o
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Continued on next page
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Step 3: Table Layout Options, Continued

How To

Updated 02/16/2006

Follow the steps in the table below to select the Page Item value.

Step

Action

Result

1.

Click on the column heading to
be moved to the Page Item area.

Column heading will be
highlighted.

Click and while holding the
mouse button down, drag the
column up to the Page Item area.

Dark line will indicate where the
column will be moved.

A Workbook Wizard - Step 3 of 5: Table Layout

Showr Page ftems

Ta change the layout of information in your worksheet, ciick and drag the column headings to the location you wart. To chenge format setfings, click the ‘Properties. . button

i x|

[ Hide Duplicate Rows

Page ftems:

Case Manager Full Name | Customer Address Line

EIETIREAE Customer Full Name | Customer Primary Phone Number | Gustomer Status |

|"D‘m \“m|"“‘b|"“‘"‘l|)

o

M

o

o

o

N‘M‘

Properties

|| showsgl. |[  sBeok || met= || Emsn || concel

Continued on next page
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Step 3: Table Layout Options, Continued

How To (continued)

Updated 02/16/2006

Step

Action

Result

3.

Release mouse button

Column will be moved.

2} workbook Wizard - Step 3 of 5: Table Layout 11N

To change the layout of information in your worksheet, cick and drag the column headings to the location you want. To change format settings, click the Propertiss

! button

] Hide Duplicate Rowes

Page tems: [ Customer City

Cage Manager Full Narme ‘ Customer Address Line |geit

‘m|m‘”‘m‘u“°|w""‘)

=

| =

o

=

o

el

3

I

w2 e e
BIEE|ERE

=
ES

PN Customer Primary Phone Numbsr | Gustomer Status |

Broperies

|[ showsar. |[  sgeek || wexr ||

inis

h

|| cancel

Remaining columns

correct situation.

Follow the table below for the

Situation

Action

Needs Re-Ordered

next section.

Follow the instructions in the

Does not need to be Re-
Ordered

advance to Step 4.

Click on the Next button.
Workbook Wizard will
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Step 3: Table Layout Options, Continued

Introduction

How To

Updated 02/16/2006

To move or re-order the columns of data can be done in either the Table or
the Page Item view.

Follow the steps in the table below to re-order the column items.

Step Action Result

1. Click on the column heading to | Column heading will be
be moved. highlighted.

2. Click and while holding the Dark line will indicate where the
mouse button down, drag the column will be moved.
column to the desired location. /

2 workbook wizard - Step 3 of 5: Table Layout

[ Hide Duplicate Rowrs

Page tems: [ Customer City
Case Manager Full Name | Customer Address Line Cugfomer Primaty Fhone Number | Customer Status ‘

RENREEEEE

=

=)

P}

=

-~
Sl
o

@

&

@

@

=
15}

=

=
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m
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m
=
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Help properies.. | | srowsal. || sgeoc | weas || Amsn || comcel

Continued on next page
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Step 3: Table Layout Options, Continued

How To (continued)

Step Action Result
3. Release mouse button Column will be moved.

2 workbook Wizard - Step 3 of 5: Table Layout

Tar chiange the layout of infortation in your worksheet, click and drag the coilmn headings ta the (ocation you wart. To change format settings, cick the ‘Properties... button

[ Hide Duplicate Rows:

Page tems: Customer City

Case Manager Full Name |ESFEGIEERIMIBREGTES Customer Address Line | Customer Primary Phone Number | Customer Status ‘

EEEREEEEE

=

=}

=

=

o

@

B

o

@

=
=]

=

=
3

=
b}

[
=

Feure
& |

Help properties... | | showsal.. ||  <psck | wea= ||  mmen || cancel

4, Click on the Next button Workbook Wizard will advance
to Step 4.
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Step 4: Sort

Introduction This step of the wizard contains the option to change the default sort order of
items on the results window of a worksheet.

3 Edit Worksheet K |

r Wiorksheet Layout rSeIed ez rTabIe Lavyout Sort Paratneters |

Click Add and then select & column to zort. Select the Group sort type to hide repested cell values in & column. Check Hidden to hide
sorted column in the worksheet.

Add

Click &dd to create a new sort

Help Properties I I Show SGL | | Ok i I Cancel

Continued on next page
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Step 4: Sort, Continued

How To Follow the steps in the table below to sort the data in the worksheet.
Step Action Result
1. Click on the Add button All items that have been selected
for the query are displayed.
2} Edit Worksheet x|
r Worksheet Layout r Select tems r Table Layout Sort Parameters |
Click &dd and then select & column to sort. Select the Group sort type to hide repested cell values in & column. Check Hidden to hide &
=arted column in the worksheet.
Colurnn | Direction | SortType | Hidden| [ aw |
Sort by I‘L;’m Caze Manager Fir... ™ ||Low to High = || Mortrsl b |:| | Dielete |
|_—|:'3 Caze Manager First Mame =
E'j Case Manager Last Mame
I Customer Full ame
Lgh Customer KAME ID Number
|_—E Customer Primary PSA Number | A |
Help Properties.. | | Show SGL.. | | Ok J | Cancel
Continued on next page
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Step 4: Sort, Continued

How To (continued)

Other Options

Updated 02/16/2006

Step

Action

Result

Click the item as appropriate The sort line will be added

Help

; Workbook Wizard - Step 4 of 5: Sort

Click Adid andd then select a column to sort. Select the Group sort type to hide repested cell values in a column, Check Hidden to hide & sorted column in the

worksheet
Calumn | Direction | Sort Type | Hidden‘ ‘ Add ‘
Sort by H“}g Case Manager Full Mame = " Low to High ¥ " Mormal 'l [F1 ‘ Delete ‘
| Fomat.. |
properties.. | | showsal. || <Back | mex= || Fmnsn || cancel

Click on the Next button

Workbook Wizard will advance
to Step 7

Follow the steps in the below sections to customize the data sort process.

Continued on next page
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Step 4: Sort, Continued

Direction Sort  This option will change how the data is ordered.

Options
Step Action Result
1. Select the Direction of the sort
) Edit Worksheet x|
r Wiorksheet Layout r Select tems r Table Layout Sort Parameters |
Click Add and then select & column to sort. Select the Group sort type to hide repeated cell values in & column. Check Hidden to hide & sorted
column in the worksheet.
Colurin | oirection | sort Type | Hicden| [ 2w |
Sort by I‘Gﬁ Caze Manager Full... = “Lowto His= HNormaI " |:| | Delete |
Hicgh to Lo
| Format.
-
7
Help Propetties... ‘ ‘ Show SCOL... | | OK J | Cancel
Direction Description
High to Low Z to A alphabetically or 10 to
1 numerically
Low to High A to Z alphabetically or 1 to
10 numerically

Continued on next page
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Step 4: Sort, Continued

Group Sort
Option

Updated 02/16/2006

This option will group data into categories.

Step Action

Result

1. Select if the data should be
Group

4} Edit Worksheet

r Wiorksheet Layout r Zelect tems r Tahle Layout Sor Patameters

%]

Click &dd and then zelect s column to sort. Select the Group sort type to hide repeated cell values in & column. Check Hidden to hide a sorted
columin in the worksheet.
Colurin | oiection | sortType | Hiden| [ 2w |
Sort by I‘G'g Caze Manager Full... = " Low to High * “Nurmal 'l |:| | Delete |
Mormal
Group Sort
| Farmat.
Help Properties ‘ ‘ Showe SQL | | O _J | Cancel

Group Option

Description

None

No Grouping

Group Sort

Groups will be created using
the item selected.

Continued on next page
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Step 4: Sort, Continued

Group Sort Notes:

e The Group Sort will not display duplicate values in the listing:
A sort on the Year, there will be many rows for the year 2003 but the
value “2003” will only be displayed once on the first row with that value.

e Items sorted on group take precedence over items not sorted on group.

e Change an item to group sort automatically moves it to a higher position
in the sort list over items not sorted on group.

Hidden Sort This option will sort on the data but the column will not be displayed on the
Option worksheet.
Step Action Result
1. If the Column and data should be | Select if the data should be
hidden — Click on the Check Hidden
Box.
Sort Order These options will delete a sort item or allow the change of the sort order for
Maintenance the data.
Option Result
Add button Will add a sort item to the sort
list
Delete button Will remove the sort item
2] :
= selected from the sort list
Delete Move Up button Will change the order of
e precedence of the selected item.
Move Lp Moving the sort up the list
—— increases it precedence
hove Dowen Move Down button Will change the order of
—F - precedence of the selected item.
L Moving the sort down the list
decreases it precedence
Format button Will change the formatting of the
data. See the following section
for more instructions.
Updated 02/16/2006 Page 4-56




Step 4: Sort — Format Option

Introduction

This option allows the formatting defaults to be changed. The formatting
effects how the data of the results are displayed. For example:

Select the font.
Select the font size.
Select the font style.

Text alignment
Word wrap

Format the background or font colors

How To
Format Data

Follow the steps in the table below to format the Data section of the Results

Updated 02/16/2006

window.
Step Action Result
1. Click on the Format button Format dialog box will be
displayed.
2. The following format options are
available.
x|
Font Type and Slze rFormat rText rBreaks |
T [~ ®ort: [Dislog v sz 117

Font style _ w8 < [u]s)
Bold, Italics, Underline, e
Strike-through g (W

ackarounc: |F'|
Text Color /,/'Q .

/ gwen
Text Alignment // Dl
Horizontally el
Vertically haBbceyzz
Word Wrap [#] Showe Actual font size
| Help | Ok | | Cancel |

Continued on next page
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Step 4: Sort — Format Option, Continued

How To Format Data (continued)

Updated 02/16/2006

Step Action Result
3. Change format options as
desired.
4, These options are x
unavailable at this ((Format | Text | Bresks |
tl me. Categories:
Mohe "Default" formats texts as they have been set up by
wour Digcoverer manager .
Text
Exarnple:
AsBhCcYyZIz
| Help | | 0] | Cancel |
5. These options are A Format Data x|
unavailable at this [(Formet | Test | Breaks |
tl me . When itern iz group sorted, at each change in value:
Insert: — |_—|v
:
| Help | | 0K | Cancel
6. | Click on the OK button. | Dialog box will close.
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Step 5: Parameters

Introduction This step of the wizard contains the option to add input Parameters for a
workbook or worksheet.

Input values are typically used to:

e Provide input to conditions that are used to filter worksheets:
Example: When a workbook or worksheet is opened or refreshed, a
parameter is used to first ask the worksheet user “What Case
Manager/Assessor do you want to select?”

e Provide input to calculations:
Example: A parameter is used to first ask the worksheet user to enter a
value to be used in the calculation.

4§ Workbook Wizard - Step 5 of 5: Parameters N X|

Create a parameter to prompt users to select or type a value. Click Mew to create a new parameter. To change the current valle of &
parameter, select 'Parameter Yalues... from the Tools menu.

Available parameters:

Mewy...

Click Mewy to create a new parameter

Description
Mo description availatble

Help Properties... | | Showe SQL.. | | = Back Finish _|| | Cancel

Continued on next page
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Step 5: Parameters, Continued

How to Follow the steps in the table below to display totals to the data in the
worksheet.

Step Action Result
1. Click New button. Displays the New Parameter
dialog box.

zl

What do you want to name this parameter? ‘What properties do you want to give this parameter?

| | Require users to enter a value

Which item da you want to base thiz parameter on? ezt sl A e

|_ﬁ Caze Manager Case Manager Full Mame = |

What default value do you want to give this parameter?

|[%

Create concdition with operatar: |= - |

Condition: |V [Case Manager Full Mame = :Case Manager Full Mame Paramete|

e i e e R Al B s e Do you weart to filter the list of values for this parameter?

What description do you want to show for this parameter?

Do you want to allov different parameter values for each worksheet?

Allowwy anly one et of parameter values for all worksheets .

@ Allovwy different parameter values for each worksheet.

Help | [o].8 | Cancel

Continued on next page
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Step 5: Parameters, Continued

How to (continued)

Step

Action

Result

2.

What do you want to name this
Parameter?

Enter a parameter name into
field. If a name is not entered,
The program creates a default
Parameter name.

3 New Parameter

Wahat da you want to name this parameter?

‘What properties do you want to give this parameter?

|Case Manager Selection)

| Require users to enter a value

which item dao you want to baze this parameter on’®

Enahle users to select multiple values

|!_;|-':| Caze Manager Case Manager Full Mame

‘What default value do you want to give this parameter?

Create condtion with operator: |=

|| %

Concition: |Y [Caze Manager Full Name = :Case Manager Selection)

‘Wyhat prompt do you want to showe for this parameter?

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

What description do you want to show for this parameter?

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

'321' Allowy only one set of parameter values for all warksheets.

-:::Z' Allowy different parameter values for each worksheet.

Help

| OK | Cancel

Updated 02/16/2006
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Step 5: Parameters, Continued

How to (continued)

Step Action

Result

3. Which item do you want to
base your parameter on?

Select an item for the parameter
from the drop down list.

New Parameter

‘What co you want to name this parameter?

‘What properties do you want to give this parameter?

Case Manager Selection

Which item da you want to base thiz parameter on?

Lﬁ Caze Manager Case Manager Last MName

:ﬁ Caze Manager Case Manager Full Name

| Wl 3

ﬁ Customer Customer Address Line
_ﬁ Customer Customer City

_:ﬁ Customer Customer Current County
_;'3 Customer Customer Full Mame

_;|-':| Customer Customer KAMIS ID Murmber

_ﬁ Customer Customer Primary Phone Mumber

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

O] Allowy only one set of parameter values for all worksheets.

() Allowy different parameter values for each worksheet.

Helpy

Recuire users to erter a value

Enahle users to select multiple values

What default value do you wart to give this parameter?

|[%

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

| [o].8 | Cancel

Updated 02/16/2006

Continued on next page
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Step 5: Parameters, Continued

How to (continued)

Step

Action

Result

4.

Create condition with operator

Creates a condition using a
mathematical expression.

New Parameter N

‘What co you want to name this parameter?

‘What properties do you want to give this parameter?

|Case Manager Selection

Which item da you want to base thiz parameter on?

|Lﬁ Caze Manager Case Manager Full Mame

Create condition with operator: |=

Condtion:

Wahat prompt do you want to showe u

V (Caze Manager F

What description do you want to sl

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

O] Allowy only one set of parameter values for all worksheets.

Helpy

() Allowy different parameter values for each worksheet.

Recuire users to erter a value

Enahle users to select multiple values

What default value do you wart to give this parameter?

|[%

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

| [o].8 | Cancel

Updated 02/16/2006
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Step 5: Parameters, Continued

How to (continued)

Step Action Result

5. What prompt do you want to Enter an instruction or question
show for this parameter? into the field. This prompt is
displayed to when the worksheet
is opened or refreshed.

3 New Parameter : ll
Wahat da you want to name this parameter? ‘What properties do you want to give this parameter?
|Case Manager Selection | Require users to enter a value

which item dao you want to baze this parameter on’® En=ble Userstosmiect mullple valios

|!_;|-':| Caze Manager Case Manager Last MName = |

‘What default value do you want to give this parameter?

|| %

Create condtion with operator: |= - |

Concition: |Y [Caze Manager Last Mame = :Case Manager Selection) |

Vhat prampt do you want to shaw far this paramater? Do you want to filker the list of values for this parameter?

|Type inthe Caze Managers Last Mame |

What description do you want to show for this parameter?

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

'321' Allowy only one set of parameter values for all warksheets.

-:::Z' Allowy different parameter values for each worksheet.

Help | OK | Cancel

Continued on next page
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Step 5: Parameters, Continued

How to (continued)

Step Action

Result

6. What description do you want
to show for this parameter?

Enter a brief description into the
field. The description is
displayed on the Edit Parameter
Values dialog box.

=

Wahat da you want to name this parameter?

‘What properties do you want to give this parameter?

|Case Manager Selection

| Require users to enter a value

which item dao you want to baze this parameter on’®

Enahle users to select muttiple values

|_ﬁ Caze Manager Case Manager Last MName

‘What default value do you want to give this parameter?

Create condtion with operator: |=

|| %

Concition: |V [Caze Manager Last Mame = :Case Manager Selection)

‘Wyhat prompt do you want to showe for this parameter?

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

|Type inthe Caze Managers Last Mame

What description do you want to show for this parameter?

|AIIOWS the selection of the Case Manager by Last Name

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

'3:;'1' Allowy only one set of parameter values for all warksheets.

-:::Z' Allowy different parameter values for each worksheet.

Help

| OK | Cancel

Updated 02/16/2006
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Step 5: Parameters, Continued

How to (continued)

Step Action Result
7. Do you want to allow different
parameter values for each
worksheet?
Allow only one value for all The parameter value applies to
Sheets radio button the current worksheet only.
Allow a different value in each | Parameter value applies to all
Sheet radio button worksheets in the workbook that
use this parameter.
8. What properties do you want | Both of these options are selected
to give this parameter? as defaults.
Require users to enter a value
check box
Enable users to select multiple
values check box
9. What default value do you e Type a default value directly
want to give this Parameter? into the field.
(Optional) If required, enter a e If a list of values is available
default value in the field. for this value, click the drop
down arrow and select a
parameter value from the list.
10. | Do you want to filter the list of | This area is unavailable at this

values for this parameter?

time and will be grayed out.

Updated 02/16/2006
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Step 5: Parameters, Continued

How to (continued)

Step Action

11. | Click OK to save the parameter
and the Wizard dialog box is
redisplayed.

Result
Notice that the parameter that
you created is selected by default.

2 workbook wizard - Step 5 of 5: Parameters

Create & parameter to prompt users to select or type & value. Click New to Create a new parameter, To change the current value of a parameter, select Parameter Values... from the Tools
meru

Avallable parameters:

Order| Mame | Mew... ‘
P £ Cosc Manaver Selection | e |
| Delete ‘

Description

Mo dlescription avaliable

Help

properties... | | showsal.. | [ <Back

[ gmen | conca

Continued on next page
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Step 5: Parameters, Continued

How to (continued)

Step

Action

Result

12.

Click on Finish button

Workbook Wizard will advance
to the Results Window. The
parameter dialog will be
displayed. Once answered the
query will start to process.

; Edit Parameter ¥alues

Select values far the following parameters:

Type in the Caze Managers Last Mame®*;

SMITH |

Description

* indicates reguired field.

Help

Allowy s the zelection of the Case Manager by Last MName

Ok J | Cancel

Updated 02/16/2006
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The Results Window

Introduction Once the finish button is selected the query will start processing. A dialog
box will be displayed while the query processes. Once completed the results

window will be displayed.

Progress

Running GCluery ..

2 seconds remaining

Results

Window (B workbook 1 - 0raceB! Discaversr - Mirosart Iernet Bporer e |
Eie Edt View Format Tools Help
CVUOSE T.DMU 9 2 BE %% & 0.8 S8
[Ditog v [£] B < U ) 20 BB Bkn EER HO
Avj"ab‘e "w:_ . - Customer Listing By Case Managers
t F %% &V 2l
ttems [ Condions rCaIwIa“D"S \ ¥ Case Manager Full Name | b Customer Full Hame ¥ Customer Address Line | b Customer City | ¥ Customer Primary Phone Mumber | b Customer Statu \
B e _|[a ]| | ALMCND, DEANNE RANDLE, MARICN LOLISE | S640 E 21ST # 2601 \WICHITA, 3166626115 ACTIVE -]
List: | £ Kams Deta -[%] -
—J Mumber of Custamers: 1
- =] | | [AnDERSON, MONICA: CUTHEERTSON, WILLIAM 601 5. WEBSTER SPRING HLL | 9135523663 ACTIVE
o Number of Customers: 1 —
) BARKER, MARY HYSTEN, ROBERT L 5000 5 7 HUNTOON #404_| TOPERA 7852712438 ACTIVE
[ assosiates JONES, ELINORE 3224 SV 29TH TOPEKA 7852722601 ACTIVE
= Number of Customers: 2
b BAYSINGER, KELLY ANN__[AERAMS, SALLY JEAN | 202 ROGERS ROAD LOUISELRG 9138375133 ACTIVE
‘:l ALGNZG, RICHARD 1105 CHESTNUT OSAWATOME _|3157553010 ACTIVE
—] AREV, RUTHM 225505 S FRANKLIN SPRNG HLL _|3130000000 ACTIVE
i_l ATWELL, MARTHA 22550 S. FRANKLIN SPRING HILL. 9135825101 ACTIVE
HEll BAUSELL, BETTY . 202 5. ROGERS ROAD/VINT|LOUISELRG 9136373916 ACTIVE
] BENNETT, DOROTHY MAY| 1520 PARKER OSAWATOME | 9137552167 ACTIVE
] BOEDICKER, ROSEMAR'Y 71134 E. PEORIA, FADLA 9132843677 ACTIVE
o BOGART, HAZEL E 2025_ROGERS RDAD | LOUISELRG 9138373186 ACTIVE
il i ¥ BOOYER, RUTH 405 CARR #104 OSAWATOME | 9137552266 ACTIVE
ER ADFIELD, BONNE 1520 PARKER AVE #3_VIN|OSAWATOME | 9157310457 ACTIVE
BURGESS, JERRY 2 LEWWIS DRIVE #103 PAOLA 9132945887 ACTIVE
Selected tets:
CLAY,ESTERF. 601 NEAST ST PAOLA, 9132046932 ACTIVE
s/l CLEARVWATER, NETTIE H. |1520 PARKER AVENUE #26] OSAWATOME | 9137553374 ACTIVE
= CONUS, JULIDA 202 SOUTH ROGERS LOUISEURG 9143637513 ACTIVE
Ly Case Manager Full Name GO, WINA b 1545 BROVWN OSAWATOME _ [NULL ACTIVE
{-Lh Customer Address Line CLPP, NAKCY 2LEMS DR PAOLA 9132044166 ACTIVE
L Customer City CUTHEERTSON, BERNICE |#4 WEST PIANKISHAW  [PAOLA 9132842461 ACTIVE
g Customer FullName DEMPSEY, MARJORIE &_|405 CARR ST #114 OSAWATOME | 9137554653 ACTIVE
{3 Customer Primary Phone Number EASTERLING, MR 2LEWIS DRIVEIASSISTED L{OSAWATOME | 9137312659 ACTIVE
(25 Customer Status FRAZEE, THELM, 1520 PARKER AVE OSAWATOME | 9137552167 ACTIVE
S — GILLESPIE, GECRGE M7 N.HOSPITAL DR, #8_|PAOLA 9139242708 ACTIVE E
3 Custorer Status = 'ACTIVE' [4] = ITe]
workhook 1 Sheet 1
] I o] [ EIsneets |

The default view of the Result Window can be customized. The view options

are discussed in Chapter 5.

Updated 02/16/2006
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Renaming a Worksheet

Introduction

Updated 02/19/2006

Menu Bar

Worksheet Tab

The worksheet name default is “Sheet #”. The name of the worksheet
defaults to the title on a printed report. To allow for a title on the report to
indicate the data it represents the worksheet name needs to be changed.

There are two options available on changing the worksheet name.

File Edt Yiew Format Tools Help

LY ESH B.TDd 9 2 A=

Available tems:

L e R%UBT /o0

MD12 TRAINING - OracleBI Discoverer - Microsoft Internet Explorer

Y.@/.@_ . &

v BB B0

=

<A 4

Double-click here to edit the title

tems | Coneftions | Calculations |

¥ Case Manager Full Mame

¥ Customer KAMIS D Mumber

¥ Customer Full Marme

¥ Customer Address Line

¥ Customer Ciy

¥ Customer Cu

e ||| | ALMOND DEANNE 139353 | RANDLE, MARION LOUISE | 5640 E. 215T #2601 WICHITA e B
e Sl
~| | | ANDERSON MOMICA 13146 | CUTHBERTSON WILLIAM [ 601 5. WEBSTER SPRINGHLL )0 :
| | | umber of Customers: 1 |
F | | [BaRKER MaRY 153043 | JONES, ELINORE 3224 37 29TH TORERA: ]
228305 | HYSTEN, ROBERT L. |5000 5 ¥ HUNTOON #404_| TOPEKA ]
Humber of Customers. |
BAYSINGER, KELLY ANN 46353 | SMITH, BERDEE K #2 LEIS DRIVE PaOLA ]
145385 | CUTHBERTSON, EERNCE |74 WEST PIANKISHAW | PAOLA ]
238907 | ALONZO, RICHARD: 1105 CHESTNUT CSAWATOME Wl
226760 TAYLOR, LEOTA 1126 5 3RD ST OSANATOME Wl
46412 | BOEDICHER, ROSEMARY Fl 1134 E. PEORIA PACLA ]
184787 |MOORE, ERMA 1 1135 CHESTNUT, 8PT C-1_| OSAINATOME _|Ml
186357 | GILLESPIE, GEORGE 17 N HOSPTAL DR, #8_|PAOLA ]
= 186395 | GILLESPIE, JOVCE 117 N HOSPITAL DRIVE, #5|PAOLA ]
D ‘: 170038 [BENNETT, DOROTHY Ma| 1520 PARKER OSMWATOME Wl
170674 |ROSS, HELEN G 1520 PARKER, OSANATOME Wl
240605 | FRAZEE, THELWA 1520 PARKER AVE CSAWATOME Wl
Selected fems: 220481 |POOL, SARA, 1520 PARKER AVE OSANATOME  |MI
=7 &1 145073 | BRADFELD, BONNE 1520 PARKER AVE #3_VIN] OSANATOME _|Ml
235615 |LEEKER, LORENE 1520 PARKER AVENUE | OSAATOME |l
L Case Manager Full Name 46464 | CLEARVWMATER, NETTIE H_| 1520 PARKER AVENUE #26{ OSANATOME | Wl
4 Customer Address Line 212078 | COX, VINA M 1545 EROAN CSANATOME Wl
o Custamer Full Name 262445 | PATTON, VIDLA 1545 BROWN AVENUE, #5 | OSANATOME |l
o5 Customer Current Courty 123128 | CUPF,_ NANCY 2 LEs DR PaOLA ]
P ——— 45367 |NICHOLSON, CLARA | 2LEWIS DR PACLA ]
46504 | JOHNSON, CLAUDE J. |2 LEWIS DRIVE PACLA ]
5 Customer Primry Phane Nurker 178705 |[EASTERLING, MARY |2 LEWIS DRIVE/ASSISTED L| OSAINATOME | Wl |
3 Custamer City FLRGESS IFRE" | Futls DEIVE #1107 pacl ML b|

8 Case Manager Full Mame Count Distinct fo

il Ea ]

D]

[4]

1ARS5

]

[ sheet1

Continued on next page
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Renaming a Worksheet, continued

How To

Updated 02/19/2006

Follow the steps in the table below to rename a worksheet using the Menu

Bar and the Worksheet Tab option.

Step

Action

Result

1.

On the Menu bar click on Edit

Menu options expand

/A D12 TRAINING - OracleBI Discoverer - Microsoft Internet 1|

=
o

Tte.

Wiiorksheet Layout
Tahle...

Text Area...

File Wiew Format Tools Help
@._ Undo Worksheet Properties  Cirl-T I Q 81 E)
== 8§®
Al Selsct All Chrl-A
.éa
‘Wiorksheet ...

F Case hianager Fif
ALMOND, DEANNE
Murnber of Customer
ANDERSON, MORICA
Murnber of Customer,
BARHER, MARY

AddWorksheet. ..
Delste Worksheet
Move Worksheet..

Murnber of Customer
BAYSIMNGER, HKELLY

Duph:atﬁ Renames the worksheet

‘Wiorksheet Properties ..

3

Find

| s mm-a-g ]

Cirl-F

Selected tems:

7 ol

B

Caze Manager Full MName
Customer Address Line
Customer Full Mame

Click on Rename Worksheet

Worksheet Properties dialog box

is displayed.

OR

Continued on next page
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Renaming a Worksheet, continued

How To (continued)

Step Action

Result

3. | On the Name area of the
Worksheet Tab, right mouse

Shortcut Menu options expand

click.
-
| | | Mumber of Customers: 1 1
ANDERSOMN, MOMNICA, 131 4|
Mumber of Customers: 1 I
| BARKER, MARY 15304
L (4] B
et
| [l 3 sheqse
Warksheet Properies...
Delete Warkshest. .
Move Wiorksheet. .

4. | Click on Worksheet Properties

Worksheet Properties dialog box
is displayed.

General | Table Formal | Aggregaion

[

Sheet 1
Wertifier: |1

Dezcription:

D workshoot Droportios =|

Cancel

x|

Updated 02/19/2006
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Renaming a Worksheet, continued

How To (continued)

Step Action Result
5. | Type new worksheet name. Replaces old name with new
name.

2 Worksheet Properties M X

r General r Table Formst r Aggregation |

hame: |Cus10mers by Case Manager| |

iertitier: |1 |

Description:

Help Ol Jl Cancel

Continued on next page
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Renaming a Worksheet, continued

How To (continued)

Updated 02/19/2006

Step

Action

Result

6.

Click on the OK button.

Rename Worksheet dialog box
closes. Worksheet name is

updated.

1869597

GILLESH

186996

GILLESH

1700329

BEMMET]

170674

ROSS

240605

FFR.&ZEH

220481

pooL, 4

v

istinct fo

[ [

[«17

145079

BRADFIY

235615

LEEKER

45454

CLEARY

212078

oK, Y

202446

PATTON

129126

cUPP,

46387

MICHOL

46394

JOHRE

175705

EASTER

16554

Bl IR E:

[ 4]

I.‘ If| Customers by Case Manager
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Moving Worksheet Order

Introduction

How To

Updated 02/19/2006

There are two options available on changing the order of the worksheets.

e Menu Bar
e Worksheet Tab

Follow the steps in the table below to reorder the worksheets using the Menu
Bar or the Worksheet Tab option.

Step

Action

Result

1.

On the Menu bar click on Edit

Menu options expand

3 D12 TRAINING - OracleBI Discoverer - Microsoft Inte

Fie §20Y Wiew Format Tools Help

Murmber of C
ANDERSON,
Mutnber of
BARKER, b2

Murnber of C
BANEINGER,

h
ot
{7

@. Undo Worksheet Properties  Cirl-Z j
Avail Select All Cirl-A
+
Ly
| Worksheet ...
| te o
Workshest Layout
Li Table...
[
o The..
= Text Area
Add Worksheet..
M Delete Worksheet. ..
i
= Changes the order of the warksh
Duplicate VWorksheet L3
& L
[ ‘Wrksheet Properties. .
£/
Find.. CHrl-F
4]

Selected tems:

=V SN | |8 ~|
_g';, Case Mansger Full Mame H
i o o

OR

Continued on next page

Page 5-6



Moving Worksheet Order, Continued

How To (continued)

Step Action Result
2. | On the Name area of the Shortcut Menu options expand
Worksheet Tab, right mouse
click.
ETALIC T, T ToTan | ot
Mumber of Customers: 1
BARKER, MARY 153043 | JOME
4] =
@ Worksheet Properties. .

Delete Waorksheet...

Changes the order of the worksheets

3. | Click on Move Worksheet Move Worksheet dialog box is
displayed

2} Move Worksheets _ x|

Zelect a woarkzheet name and click the up arraw or down
arrawy to move the worksheet to a different position in the
wearkbaok.

Wiorksheets:

1)

Help (824 J | Cancel

Continued on next page
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Moving Worksheet Order, Continued

How To (continued)

Updated 02/19/2006

Step Action Result
7. | Click on the Sheet to be moved. | Sheet name is highlighted.
8. | Click on the appropriate arrow
buttons
Button Action
Up button Moves the highlighted sheet
up in the order.
Down button Moves the highlighted sheet
down in the order.
9. | Click on the OK button. Move Worksheets dialog box

closes. Worksheet order is
updated.

_g':, Case Mahager Full Mame

~Lgh Custamer Address Line

Ly Custatner Full Mame

~Lgh Custamer Current Caurty

Ly Custamer KAMIS 1D Mumber

_g':, Custormet Pritmary Phone Mumber

Ly Custamer City

-85 Case Manager Full Mame Count Distinct fo

2336135 |LEEMER, LORENE

[»

46454 | CLEARWATER, NE

212078 | COX, VIRA M

252445 |PATTON, VIOLA,

128128 | CUPP, MANCY

45357 [MICHOLSON, CLAR

45394 | JOHMSON, CLALD

175705 [EASTERLING, MARY

168554 | Bl IRGE: IERR

[4]

4]

i | b |

[[ishestz | [ shest 1
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Delete a Worksheet

Introduction

How To

Updated 02/19/2006

There are two options available in deleting a worksheet from a workbook.

e Menu Bar
e Worksheet Tab

Follow the steps in the table below to delete a worksheet using the Menu Bar
or the Worksheet Tab option.

Step Action Result
1. | Click on the Worksheet to be Worksheet name tab is
deleted. highlighted.
2. | On the Menu bar click on Edit Menu options expand
/3 D12 TRAINING - OracleBI Discoverer - Microst
_Eile == Wiew Formst Tools Help
@e Undo Reorder Sheets Cirl-Z
Ayl Select Al Ctrl-&
g;
— Wiorksheet.. —]
| = ¥
Wiorksheet Layout.. B
List  Takle... | e
E an
e Title.... Ty
= Text Area... BAA
Bl mddwiorkshest... o
Bl Ba]
o Move Worksheet.. :
[] Rename L
B : = s | ]
o Duplicate Worksheet |
[+ Worksheet Properties .. | |
H Fine... Ctrl-F |
B I -
K _
Selected tems: =
= — ||
OR

Continued on next page
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Delete a Worksheet, continued

How To (continued)

Updated 02/19/2006

Step Action Result
4. | On the Name area of the Shortcut Menu options expand
Worksheet Tab, right mouse
click.
Murnber of Customers: 1
7| | BARKER, MARY 153043 | JOMH
— 4] L
—|_ -L 1 sheet : ]
Wiorksheet Properties...
_I Dna:létes ih;a \.:vc;rksﬁeet
5. | Click on Delete Worksheet Delete Worksheet dialog box

verifying deletion of the
worksheet.

Confirm Delete Worksheet

Are you sure you svart 1o delete the sheet named
"Sheet 27

Continued on next page
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Delete a Worksheet, continued

How To (continued)

Updated 02/19/2006

Step

Action

Result

6

Click on the Yes button.

Worksheet is deleted from the
workbook.

A D2 TRAINING - OracleBI
File Edit Yiew Format Inols Help

9O L&

M. pMd 9 # A

rosoft Internet Explorer

e

<]

I [¥]

Csheett |

B £ U L] s B
s . Customers By Case Manager
b e % g% /2«0
tems | Conditions | Caleulstions | F Case Manager Full Name | b Customer KAMIS ID Mumber | ¥ Customer Full Name F Customer Address Line | ¥ Customer City | ¥ Customer Cu
) & ]| | ALMOND, DEANNE 133353 | RANDLE, MARION LOLISE | 5540 E. 215T #2601 WiCHTA sG A
List: ‘E] KAMIS Deta Varehouse 'H % ‘ i -
L4 uniber of Customers: 1
=0 || | ANDERSON, MONICA 13146 | CUTHEERTSON, WILLIAM 501 5. WEBSTER SPRNGHLL __|Jo
| NUmber of Gustomers: 1 |
500 | | BARKER, MARY 153043 | JONES, ELINGRE 3224 SW 29TH TOPEA SN
226306 | HYSTEN, ROBERT L 5000 5 W HONTOON #404_| TOPERA SN
B Associstes
Mumber of Customers: 1
[ ‘—J BAYSINGER, KELLY ANN 45353 | SMITH, BERDIE K. #2 LEMS DRIVE PAOLA Wi
el 145085 | CUTHBERTSON, BERNICE | #8 WEST PIANKISHEW | PADLA [
el 236807 | ALONZO, RICHARD 1105 CHESTRUT OSAWATOME _|Wl
] 226760 | TAYLOR, LEOTA 1125 5 RO ST CSAWATOME | Wl
=l | 46412 | EOEDICKER, ROSEMARY F| 1134 E. PEORIA PAOLA Wi
o | 184757 | MOCRE, ERMA M1 1135 CHESTHUT, APT C-1_| OSAWATOME |l
= 166997 | GILLESPIE, GEORGE 117 M. HOSPITAL DR, #3__|PAOLA Wi
cm 186098 | GILLESPIE, JOVCE 117 N_HOSPITAL DRIVE, 45| PADLA [
< 170039 | BENNETT, DOROTHY MAY| 1520 PARKER OSAWATOME _|Wl
170674 | ROSS, HELEN G 1520 PARKER OSAWATOME | Wl
240605 | FRAZEE, THELMA 1520 PARKER AVE CSAWATOME | Wl
Selected tems: 200481 | POCL, SARA 1520 PARKER AVE OSANATOME | Ml
e/ &l 145079 | BRADFIELD, BONNIE 1520 PARKER AVE #3_VIN] OSAVMATOME _|MI
285615 | LEEER, LORENE 1520 PARKER AVENUE | OSAVVATOME | M
£ Case Manager Ful Name 46454 | CLEARWATER, NETTIE H. | 1520 PARKER AVENLE #25{ OSAWATOME | Wl
g Customer Address Line 212078 | COX, VINA M 1545 BROVIN OSAVATOME | Wl
{4 Custormer FullName 262446 | PATTON, VIOLA 1545 BROWN AVENUE, #5 | OSAVVATOME __|MI
[oh Customer Currert County 128128 | CUPP, NANCY 2 LEAIS DR PAOLA Wi
£ L3 Customer KAMIS D Numier 4637 [NICHOLSON, CLARA __ |2LEWS DR PAOLA i
] 46584 [ JOHNSON, CLALDE J___|2 LEVIS DRIVE PAOLA Wi
a3 Gustomer Primary Fhone Number 178705 | EASTERLING, MARY 2 LEWIS DRIVE/ASSISTED L| OSAWATOME |l L
i Customer City 1AA554 | Al IRGESS L JFRR" L FyIS DRIVE #100 PADL Ml =i
i~ Case Manager Full Mame Count Distinct fo [4] B I D]
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Changing Result Window Format

Introduction

Introduction

Menu Bar How
To

Updated 02/19/2006

There are two options available in how a worksheets view can be changed.

Menu Bar

Option Button on the Wizard

This step of the wizard allows the formatting defaults to be changed. The
formatting effects how the Headings and Data of the results are displayed.
For example:
Format a numeric value to a currency format
Modify the number of decimal places displayed
Format the background or font colors
Format the font size.

Follow the steps in the table below to change the view option of the data in
the result window from the Menu Bar.

Step

Action

Result

1.

Click on Format on the Menu

Bar.

Menu options expand.

A D12 TRAINING - OracleBI Discoverer - Microsoft Interne

File Edit “iew Sga@i=d Toolzs Help

0. @ | Heading... il
b PR s Data...
|Dial°£’7'| Columnz 4
Available tems: et Formats...

= - iti

n rig 2 Conditional Formats...

— Farmats the items |

[ tems |' Conditions rCaIcuIations |

9 2z
= =[B»

ALMORD, DEAR

List: | £ HAME Data Varshouss v| | % |
L Murmber of Custal
= =] | | ancErson, o
Ehj Murmker of Custo
| = BARKER, MARY

2. | Select Item Formats

| Format dialog box is displayed.

Continued on next page
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Changing Result Window Format, Continued

How To
Format

Updated 02/19/2006

Follow the steps in the table below to format the Data section of the Results

window.

Step Action

Result

format the heading.

than one line at the time.

1. Click on the item in the listing to

{Ctrl} + Click will select more

Item line(s) will be highlighted.

=

Click an item inthe list to edit its heacing, or ta chenge the formet for its deta or heacing

omer Gty
Edit Heac

(g Customer Current Courty | Esit Heartg

[ Customer Full Name

[ Customer KAMS ID Mumber
[ Customer Primary Phone Number

Example

=

Click an ftem in the list to edt its heading, or o change the format far its data or heading

| Format Dat..

‘ Fartngt Headling. . ‘

Example
Case Manager faBICCHTz Exarnple not available
Help o i | canca Help | ok J | cancel

Format Heading button.

2. Click on the Format Data or the

Format Data or Heading dialog
box will be displayed.

Continued on next page
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Changing Result Window Format, Continued

How To Format (continued)

DATA <} Format Data | x|
[ Format | Text [ Bresks |
Font Type and Size — || el o] senf
Ranane
Font Style <
Bold, Italics, Underline, I
Strike-through | I —— |§|

Text Color /, Irablide = — —
/ ===E ===
Background Color Y

/ Whap words in cel
Text Alignment P e

\

Horizontally MBEiE
Vertically
Show Actual fort size
WOI’d Wl’ap | Help | Ok, | | Cancel |
HEADING /3 Format Heading | |

Eort: |Dialog v|  size 12E|

Font Type and Size

povie [ B[ 2 u] 5]

Color

FontStyle _——*.c @)
Bold, Italics, Underline, [ et O

Strike-through/,
Alignmert
EEEEEEE

Text Color / _______
/E Wirap words in cell
Background Color 1 cnoe:
/ B Vb

Text Alignment
Horizonta”y [#] Show Actusl font zize
Vertlca”y | Help | OK | | Cancel |

Word Wrap

N

Continued on next page
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Changing Result Window Format, Continued

How To Format (continued)

Step

Action

Result

3.

Change format options as
desired.

Eﬁ Custormer Full Mame
L& Custormer KAMS ID Nurnber
E;'g Custarmer Primaty Phone Mumber

Click on the OK button. Dialog box will close and format
example will change according to
the selection. |,

3 Format i x|

Click an itern in the list to edit ts heading, or to change the format for its dsta or heading

e Manager Full MName
E;'g Customer Address Line o
E;'g Customer City
Eﬁ Customer Current County

Example

Case Manager

BaBCotZz

[ Ok

| ez

Updated 02/19/2006

Continued on next page
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Changing Result Window Format, Continued

How To Format (continued)

Step Action

Result

4. Click on the OK button

Worksheet will be updated.

File Edt Wiew Formst Tooks Help
LS O.pMa 9 2 3

[ Dislog -1

Available ems:

L R%BG /s el

G

Customers By Case Manager

tems | Condtions | Caloulations | S T < < 7
B i 21| | [ALMOND, DEANNE 139353 |RANDLE, MARION LOUISE | 5640 E. 21 ST #2601 WICHIT A ga
List: ‘8 KAMS Data \Warshouss - H ¥ ‘ e T
|| | ANDERSON, MONICA 13146 | CLUTHBERTSON, WILLIAN D. |B01 5. WEESTER SPRING HILL i

Murmber of Customers: 1

BARKER, MARY 153043 | JONES, ELINORE 3224 SW 20TH TOPEKA Ei

226306 |HYSTEN, ROBERT L. 5000 5 W HUINTOOR #404 TOPEKA k|
Number of Customers: 1
BAYEINGER, KELLY ANN 46353 | SMITH, BERDIE K. #2 LBWIS DRIVE PACLA

145985 | CUTHBERTSON, BERNICE  [#4 WEST PIANKISHAW PAOLA

236907 | ALONMZO, RICHARD 1105 CHESTHUT OSAWATOME

206760 | TAYLOR, LEOTA 1126 5 3RD ST OSAWATOME

46412 |BOEDICKER, ROSEMARY F. 1134 E. PEQRIA PACLA
184787 |MOORE, ERMA, M 1135 CHESTNUT, &PT C-1 OSAWMATOME
186937 | GILLESPIE, GEORGE 117 M. HOSPITAL DR, #& PACLA

186996 | GILLESPIE, JOYCE 117 N.HOSPITAL DRIVE, #3 PaCLA,

Selected ftems:

170039 | BEMMETT, DORQTHY MAY |1520 PARKER OSAWATOME
170674 |ROSS, HELEN G 1520 PARKER OSAWMATOME
240605 |FRAZEE, THELMA 1520 PARKER AVE OSAWATOME
220481 [POOL, SARA 1520 PARKER AVE OSAWMATOME

/&1

145079 | BRADFIELD, BONKIE 1520 PARKER AVE #9  WINTAGH OSAWATOME

235615 | LEEKER, LORENE 1520 PARKER AVENUE OSAWMATOME

1 Case Manager Ful Nathe

45484 | CLEARVATER, METTIE H 1520 PARKER AVENUE #26/INT OSAAATOME

Ly Customer Address Line

{gh Customer Full Narne:

Lgh Custormer Current County

L Customer KAMIS ID Number

{gh Customer Primary Phone Nurmber

L gh Customer City

212076 |COX, WINA M 1545 BROVIN OSAMATOME
282446 |PATTON, VIOLA 1545 BROWN AVENUE, #5 OSAWATOME
128126 | CUPP, NANCY 2 LEWIS DR PACLA
46357 |MICHOLSON, CLARA 2ZLEWIS DR PACLA
46594 | JOHNSON, CLALDE J 2 LEWIS DRIVE PACLA
175705 |EASTERLING, MARY 2 LEWIS DRIVE/ASSISTED LIVING OSAAATOME |
168550 | Bl RGESS IFRE! | A5 DRIE #10) Bacl I d|

&, Case Manager Count Distinct for Case Mai [4]

I I

D M shest1 |

Updated 02/19/2006

Continued on next page
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Changing Result Window Format, Continued

Note

Updated 02/19/2006

The same can be achieved by using the shortcut menu method.

Format Heading

Step Action Result
1. Right Mouse click on the table | Shortcut Menu is displayed.
so that the area to be formatted is
highlighted.
L onager Framie oty | b Cu
b, DEARNE [ 53 | RANDL
of Customel ¢= Remove fromWorksheet
oM, MONIC 45 | CUTHE
of Custormed Movedo 4
MARY i B B 043 | JoNES]
Farmat Heading. .. POt LS T
of Custome 3 2
GER, KELL Edi Heaglnor; 553 | SMITH,
Format Takle... 9zs5 [cutHE
Caoncltional Farmats... 907 | ALCMA
60 | TavLg
Colurnn Width. .. 512 |BOED)
Calumn Auta Size 727 [Moord
—— 97 | GILLES
1996 | GILLES
Sort Loy To High 039 | BENNE
Sort High To Lowy 574 |[ROSS,
G B0S5 |FRAZH
a1 |PooL,
! 73 |BRADA
| 235615 | LEEKE
| e == |
2. Select either Format Data or The same format dialog boxes

will be displayed as explained
previously.
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Edit Worksheet

Introduction

How To

Updated 02/19/2006

Any changes made to the options will affect the current worksheet and all
worksheets in the future.

The below sections will cover the detailed instructions to edit the worksheet
configuration per window tab.

Step

Action

Result

1.

Click on Edit on the Menu bar

Menu options expand

D12 TRAINING - OracleBI Discoverer - Micrc

File 8=:08 “iew Format Tools Help

Al Select Al Cirl-2
.o
’ W EEL
| fte "
Worksheet Ld Edits the current worksheet
List  Table...
£
Gl Tite.
[+ Text Area...
Bl addworkshest. .
= Delete Worksheet...
5
i Move Wiorkshest. ..
El} Rename Workshest...
o Duplicate Worksheet ]
[ Worksheet Properties. ..
™ Finel... Ctrl-F
L
Al

Selected tems:

S B =9 = | = N =

Continued on next page
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Edit Worksheet, continued

How To (continued)

Step Action Result

2. | Select on Worksheet Edit Worksheet dialog box is
displayed.

A Edit Worksheet i x|
[ Wiorkshest Layout | Select tems || Table Layoul | Sort || Parameters
To add items to your worksheet, select thern from the Available list and move thern to the Selected list.
Luvsilable Selected |g.§_-
r ttems r Conctions r Calculations E;'g Case Manager Full Mame
_ = g Cuistomer KAMIS ID Number
List:| 6l KAMS Dataiarehouse ~| |_| oy ————
=il = >|:;'3 Customer Address Line
e | _ L—g':‘ Customer City
e | g Customer Current Courty
B mssocistes b4 I_?g Customer Primary Phone Number
s < 4T Case Manager Count Distinct for Case Manager
=l W Customer Status = '‘ACTIVE'
=+l
e+l
} e+l
3 e+l ||
P 4 ™ 3
4] G ] ]
| Newy ¥ ‘
| Help | | Propetties... | | Showe SQL ... | | Ok J | Cancel

3. | Each tab represents a step in the
Workbook Wizard Window.
Instructions for each tab are
located in Chapter 4

Updated 02/19/2006 Page 5-19



Workbook / Worksheet Options

Introduction Any changes made to the options will affect the current worksheet and all
worksheets in the future.

How To The below sections will cover the detailed instructions to edit the worksheet
configuration per window tab.

Step Action Result
1. | Click on Tools on the Menu bar | Menu options expand.
2. | Click on Options Options dialog box is displayed.

a Dptions ' il

r General r Cery Governor r Sheet r Formats |/ Advanced |/ ELIL |

Warkbooks

After opening a workbook:
(5) Run query automatically
O Don't run guery (leave sheet empty)
() Ask for confirtmation

Wiorkbooks in recently used list: |0 I%I entries

Scheduled Workhooks

Don't shawe the new results wincow after inftial connection
|:| Don't shaw expired results on exit, delete results automatically

Wizards

Showe wizard graphics

Measuretnent unit

Meazuremnent unit for workhooks: | Pixels =4

Help Ok J | Cancel

Continued on next page
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Workbook / Worksheet Options, Continued

General Tab This tab will specify how Discoverer will display worksheets.

; Dptions

r General |/ Guery Governor |/ Sheet |/ Fortmats r Ailvanced r ELIL |

Warkbooks

After opening & sorkbook:
'3:;‘.1' Run guery autormatically
O Dan't run guery (leave sheet empty)
() Ask for corfirmation

Workbooks in recently used list: (0 = entries

Scheduled Workhooks

Don't zhow the new results window after intial connection
|:| Don't ghow expired results on ext, delete results automstically

Wizards

Show wizard graphics

Meazurement unit

Meazurement unit far workbooks: |Pixels =4
Help Ok | | Cancel
Workbooks Section
Option Result
After running a workbook Three options are available.
Run query automatically Always display up-to-date

data in the worksheet.

Don't run query (leave sheet | When a worksheet is first
empty) opened, it will remain empty.

Ask for confirmation Confirmation is given before
worksheets are refreshed
with up-to-date data.

Updated 02/19/2006

Continued on next page
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Workbook / Worksheet Options, Continued

Updated 02/19/2006

Scheduled Workbooks Section

This is not a current option within KAMIS Ad hoc Queries. However, a brief

description is included below.

Option

Result

Don't show the new results window
after connecting to database

No notice regarding new scheduled
workbook results that are available.

Don't show expired results on exit;
delete results automatically

Will give notice regarding expired
scheduled workbook results and a
confirmation concerning whether

they should be deleted.

Wizards Section

Option

Result

Show wizard graphics

Display or hide graphics on wizard
dialog boxes/windows. Graphics are
used as visual aids to choosing
options.

Continued on next page
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Workbook / Worksheet Options, Continued

Query
Governor

Updated 02/19/2006

These options within KAMIS Ad hoc Queries should not be changed. They

are configured by the Data Administrator and Oracle recommendations.
However, a brief description is included below.

<} Options

|/ zeneral r Gery Governar |/ Sheet r Formats r Advanced r EUL |

Summmaty Data

Sumnmaty data can be set up by your Discoverer manager 1o improve performance.

vwhen do you want to use summary data?

(3) Alwarys, when available

Only when summary data is not out of date (stale)
() Mewver

Guery Governor

1:00 :i: mins: secs
30:00 :i: Ming: secs
Lirnit retrieved gquery dats to: 10000 :i: rOWeE
Retrieve data incrementally in groups of: 250 :i: rowes
Cancel list-of-values retrieval after: 14 :é: mins; secs
Help |

O || Cancel |

Continued on next page
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Workbook / Worksheet Options, Continued

Updated 02/19/2006

Summary Data Section -

Summaries are set by the Data Administrator.

Option

Result

When do you want to use Summary
data?

Always, when available

Default - selected

Discoverer will use
summaries automatically
where possible.

not out of date (stale)

Only when summary data is

Discoverer will use
summaries when up-to-date
data is available.

Never

Discoverer will not use
summaries.

Query Governor Section

These options within KAMIS Ad hoc Queries should not be changed.

Option

Result

Warn me if predicted time exceeds:
Default — Off and Read Only

Warning is given when the predicted
query times exceed the time defined.

Prevent queries from running greater
than:
Default — Off and Read Only

Will not run queries when the
predicted query time exceeds the
time defined.

Limit retrieved query data to:
Default —Set to 10,000

Will not retrieve more than the
number of rows defined.

Retrieve data incrementally in
groups of:
Default — Set to 2,500

Will define how many rows to
retrieve from the database at one
time.

Cancel list of values retrieval after:

Default — Set to 1:01

Defines the maximum time to wait
while Discoverer retrieves list of
values items.

Continued on next page
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Workbook / Worksheet Options, Continued

Sheet Use this tab to configure the way that the current worksheet is displayed.
/) Options ) -_ |
r General r Giery Governor |/ Sheet r Formats r Adwanced r ELIL |
Tahle headers Example
Show column headings [] showw rowy numbers Table
Column wicth: |Use default width | 1AL
- _ Columni Columnz Columnd
51 a2 10
Crozstab headers 0 = T
[ ] Show item lsbels [ ] Show heading oridines il 73 25
S — a1 G2 15
Crozstab style: | Outling ~ |
Table Text Area
Table and crosstab data area
—3 Crosstab
Show vertical gridlines Gridline color: | E | Crosstab Title
Show horizontal gridlines /| Column  ColumnZ
Sheet content ;?5 ;z"
Show title Showy text area Rowl :2 T 55
Show null values as: NULL (=] Rowld |44 &
Crosstab Text Area
Help QK | | Cancel
Show Section
Option Result
Title Will display or hide the worksheet

title. The title, defaults to the
worksheet name.

Horizontal and vertical cell gridlines | Will lay or hide gridlines on the
worksheet.

Null values as: A pull down list will specify how
null (or empty) values are displayed.
Values that cannot be aggregated as | A pull down list will specify how
values that cannot be aggregated are
displayed.

Continued on next page
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Workbook / Worksheet Options, Continued

Style Section

Option Result
Row numbers Will display or hide row numbers on
worksheets.

Screen page layout Section

Option Result
Rows per screen page Will specify how many rows are
displayed on a worksheet at one
time.

Continued on next page
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Workbook / Worksheet Options, Continued

Formats Use this tab to change the default worksheet format that is used for new
worksheets.

4} Options I x|

r General r Gery Governor r Sheet r Formats r Advanced r ELIL |

Matne Farmat Sample | Change... |
Aaz Bbh C
| as {ols] | Reset |

Heading Forinat Aaza Bhb Coc
Total Farmat Aas Bhh Coc
Title Double-click here to edit the title
Text Area Doauble-click here to editthe text area
Help | CK J | Cancel
Option Result

Change Button Use this button to display the
Format dialog box.

Reset Button Cancels any changes made and
returns to the original default
settings.

Example Area Displays how the item will be
displayed on the worksheet.

NOTE:
e  Changing the default style does not affect existing worksheets.
e  Changing the default style does affect new items on existing worksheets.

Continued on next page
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Workbook / Worksheet Options, Continued

Advanced Use this tab to configure the way workbook data is kept up-to-date, and how
complex data is processed.

These options within KAMIS Ad hoc Queries should not be changed. They
are configured by the Data Administrator and Oracle recommendations.
However, a brief description is included below.

/3 Options 1l x|

r General I/ Qwiery Governor I/ Sheet r Fortnats r Advanced I/ ELIL |

Automatic Guerying

Discoverer automatically queries the database when you make changes to your sheet and the results are not
in the Dizcoverer Server cache. You can dizable automatic gquerying from the dstabaze. To guery manually,
uze the "Refresh Sheet" command.

|:| Dizable automatic guerying from database (only use cached results)

Joins

Discoverer detects and prevents certain queries that could return ambiguous results. This autamatic
detection can be disakled if you wizh to see such data. See "About fan traps" inthe online Help for more ...

|:| Dizable fan-trap detection

Discoverer asks you to resolve multiple join paths betvween tvwo or more folders. Y¥ou can dizable this festure,
bt this may result in incotrect data.

|:| Dizable multiple join path detection

Dizcoverer can show all joing in available folders. Discoverer can also show the joins connecting the
zelected folders of & warksheet.

=] Showy Joing
| Help | Ok | | Cancel
Option Result
Disable automatic querying? Allows the worksheet to be
Default — Unchecked refreshed when the sheet format is
changed.
Disable fan trap detection? Discoverer detects potential fan trap
Default - Checked configurations, generates the correct
SQL and displays correct worksheet
data.
Disable multiple join paths? Discoverer displays the "Join folders
Default - Unchecked dialog™ (where more than one join
exists between two folders) when
you create a worksheet.

Continued on next page
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Workbook / Worksheet Options, Continued

EUL

Updated 02/19/2006

Select a default End User Layer (EUL) connection when Discoverer is

accessed.

; Dptions

Encd Uzer Layer Access

r General r Qery Governor r Sheet |/ Formats |/ Advanced |/ ELIL |

“You have access to more than one End User Layer (ELL). An ELL iz a collection of tables in the databasze thet
controls your ability to creste and use workbooks. Please contact your Discoverer manager it wou need help.

You can select a default ELL for Discoverer to use each time you create a newy connection to your database.

Select & defautt ELL: | DEVLDBA_EUL

-

Help OK | | Cancel
End User Layer Access Section
Option Result
Select a default EUL Data Administrator has configured

access to one EUL, this is a read-

only field.
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Saving an Output Style Templates

Introduction

How To

Created 08/01/2003

Templates are created to define your output style which determines how the
results are displayed. No data results are saved with the template.

Follow the steps in the table below to save an output style template to the
KAMIS Reports Server.

Step

Action

Result

1.

Create the output style template

2.

Click on File on the menu bar

Menu options expand

<3 D32 TRAINING - OracleBl Discoverer -

Edit “iew Formast Tools Help

Ty ..
Open..

Cloze

(IR Wi

Ctrl-O

Save Az,

Saves the open workbook -

Expott...

Export to HTML
Expart to Excel

Page Setup...
Print Previgw:
Print...

Cirl-p

Wiorkbook Properties. .

Exit

il
il
il

e T e O e

[

[»]

Click on Save

Save Workbook to Database
dialog box will be displayed.

Continued on next page
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Saving an Output Style Templates, Continued

How To (continued)

Step | Action Result
2l Save Workbook to Database ]
ey |AII Wiorkbooks "| |%| "| Marme contains: | | | Clear |
Wiorkhooks:
Mame = |Own§r |Modified |
----- @ A0 - CASE MANAGEMENT #1 pPSa0y Jan 5, 2008 7251 &M |
----- b .Y, DISASTER CHECHLIST PSa07 Jan 5, 2008 7:51 &AM
----- @ DECEMBER 2005 SCA& AMD OALES SERYIC...PSADT Feb 9, 2006 11:34 Ak
----- @ DECEMBER SCA AMND OAABS SERWICES PSAD7 Feb 6, 2006 1:25 PM
----- b diz - HMEL Meals Orily PSANT Jan 5, 2006 7:51 AM
----- i DJZ TRAINING PSANT Feb 20, 2006 1:03 P
----- @ DL-ASSESSOR "SMITH' pPSa0y Fely 20, 2006 11:11 A
----- b DL-ALIA) DISASTER LIST PSA07 Jan 5, 2006 7:51 AM
----- 2 DL CLIENT'S B DOB/CM PSANT Jan 5, 2006 7:51 AM
----- 2 DL Customer by Case Manager PSAOT Jar 5, 2006 731 AM
----- b DL-HMELFRIPROVERTY PSANT Jan 5, 2006 7:51 AM ]
----- fb DL-UAI DISASTER LIST PSANT Jan 5, 2006 7:51 AM
..... @ DL Wyrong Birthdery PSA0T Jan 5, 2008 7:51 AM ||
PSA07 Jan g, 2008 751 A 4
|
| Help | | Save | | Cancel |

4. | Enter Name of the workbook

Workbook names should be
unique.

NOTE: All workbooks are saved on the KAMIS Reports Server under the
Organization category. Therefore, all users associated with the Organization

have access to the workbooks.

Recommendation: Include the creators’ initials in the name of the workbook.
This will act as an identifier to all users of the Organization as to who created

the workbook.

Example: DJZ Case Manager

5. | Click on the Save button

Workbook is saved to the
KAMIS Reports Server.

Created 08/01/2003
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Deleting Output Style Templates

Introduction Once an output style template is saved on the KAMIS Report Server, it can be
deleted by any user associated with the Organization.

How To Follow the steps in the table below to delete an output style template from the
KAMIS Reports Server.

Step Action Result

1. | Click on Tools on the menu bar | Menu options expand.

OracleBlI Discoverer - Microsoft Int

st BN Help

Sort...
@ Condtions...

Calculstions. ..

r Percertages... Ca
PO
s Totals... i
— Parameters... er of
ERS0O
er of
Refresh Sheet HER, i

¥ Auto Refresh

Retrieve All Rows
Showe SEL...

Manage Wiorkbooks..

Cptionz..

2. | Click on Manage Workbooks Manage Workbooks window will
be displayed.
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<l Manage Workbooks I |

Wiewny: |AII Warkbooks '| |%| '| Mame cortains: | | | Clear |

Warkbooks:

Mame & |Own§r |M0dified | | Qe |

[]-"@ AN - CASE MAMNAGEMENT #1 PSADY Jan 5, 2006 7151 A |- |W|

[}--@ AWy, DISASTER CHECKLIST PSAO7 Jar 5, 2006 7:51 A —

[}--@ DECEMBER 2005 SCA AND OAABS SERVIC. .PSAQ7 Feb 9, 2006 11:34 AM

(g DECEMBER SCA AND OAAE3 SERVICES  PSALY Feh 6, 2006 1:25 PM |M|

G4 oz - HMEL Mesls Only PSA07 Jar 5, 2006 751 Ak -
% DJZ T !, Fel 03 PM

[}--@ DL-ASSESSOR 'SMITH PSAO7 Feb 20, 2006 11:11 AM

[}--@ DL-&U8] DISASTER LIST PS&07 Jar 5, 2006 7:51 &M

E}--@ DL CLIENT'S B DOBICH PSA07 Jar 5, 2006 7151 &M

E}"@ DL Customer by Case Manager PSA07 Jan 5, 2006 7:51 b

[}--@ DL-HWMELFRPROVERTY PSAO7 Jan 5, 2006 7:51 A |

[}--@ DL-UAI DISASTER LIST PS&07 Jar 5, 2006 7:51 &M

E}--@ DL Wirang Birthcary PSALT Jar 5, 2006 7151 &M ||

|- EM - Meals by PSA Courties PSA07 Jgr 5, 2006 751 &M b

DESETITT Eame: End - Meals by PS4 Counties
Mo description available wener: PSA0T

| tep | | close
Click the Delete button

Deletion Confirmation dialog box
is displayed.

rm Delete Workbook x|

Are you sure that you weant to
delete the "PEAOT.DJE
TRAIMIMG" wearkbook?

|‘r’es|| ND_J

4. | Click on Yes | Workbook is deleted.
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Printing

Introduction

Important

How to print
direct

Created 08/01/2003

There are two options when printing from the results window.

e Button Bar Print Icon: Prints the results window data directly
e Menu Bar - File — Print: Accesses a print Wizard.

KAMIS Ad hoc Queries is a web based program, the options for printing only
selected pages is not valid. The program sees the Results window as one
page, it is only an option to view a select number of the data rows at a time.

Follow the steps in the table below to directly print the data from the Queries

Results window.

Step Action Result
1. | Click on the Print icon button on | Print dialog box will be
the button bar. displayed.
Print (2] %] I
— Printer
Marng: Properties... |
Statug Ready
Type: HF Laser)et 55i topier PCL Be
Wwhere:  MKDOATPIEMWAGE O 128-2
Commernt: I” | Print to file
— Print range Copies
Lol Murnber of copies: m
" Pages frnm:l'l_ tn:l'l_
" Selection @I icelete
lTl Cancel |

Continued on next page
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Printing, Continued

How to print direct (continued)

Step

Action

Result

2.

Click on the Properties button
on the print dialog box

Properties box will be displayed.

Finishingl Effectsl Paper I Destination  Basics I

€ AGE_Q_128-2 on KDOATP15 Properties

" Quick Set
— Copie: 8.5 by 11 inches
|1 3: Copy
i~ Orientation
%" Partrait
' Landscape
Abaut... |
[~ Rotated
rj) HEWLETT
8 paCKARD
(]9 I Cancel | Help |

Select the desired Orientation —
Portrait or Landscape.

Orientation will change
accordingly

Click on the OK button

Properties dialog box will close
and the Print dialog box will be
displayed.

Created 08/01/2003

Continued on next page
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Printing, Continued

How to print direct (continued)

Step Action Result

5. | Click on the OK button Printing will start to process.

<A Printing Sheet: Customers by Case... [E1

Printing...

Frinting Sheet: 1

NOTE: The above dialog boxes will differ according to the installed printer.

How to use the  Follow the steps in the table below to use the print wizard to print the data
Print Menu Bar  from the Query.

Step Action Result
1. | Click on File on the menu bar Menu options expand

3 DJZ TRAINING - OracleBI Discoverer
G Edit View Formst Took Help

e Ctrl-N j. M
Qpen.. Cirl-0

Cloze i
Save ol

Save As &

Export..
Export to HTML
Export to Excel b | ‘

Page Setup

Print Preview

wior| Prints the open warkbook
Exit

=

T ]

Click on Print Print dialog box will be
displayed.

Continued on next page
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Printing, Continued

How to use the Print Menu Bar (continued)

Select What to Print:

Entire Workbook: The
workbook will be

printed.
/

Current Worksheet:
The active worksheet
will be printed.

Page Items to Print: /
Current Selections: If
using Page Items it will

print only the selection
on the screen.

All Combinations:

Aerint x|
Print:

() Current Worksheet
Takle

Page fermns:

:‘ Print Current Selections

() Prirt &) Corbinations

Eﬁ Avtomatically Resolve lzsues that Ooccur During Printing

| Page Setup... |

Help | | Presieny | | 834 || Cancel |

Will print all data

Step Action Result
2. | Click on the Finish button. Print dialog box will be
displayed.
Print [ 2] x]

— Prirter
Mame: WWRDOATPIEVAGE_0_128-2 Froperties... |
Status: Fieady
Type: HP Lazerlet 55i Mopier PCL 5e
Wwhere:  MWRDOATPISWAGE_0_128-2
Comment: ™ Prirtt to file

— Print range Copie:
Lo Mumber of copies: |1 3:
" Pages from:|1_ t0:|1—
" Selection Ijl et

Cancel |

Created 08/01/2003

NOTE: The above dialog boxes will differ according to the installed printer.
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Exporting

Introduction The Discoverer Program has the capability of exporting the data into different
formats. This enables the data to be used in other applications to further
analyze or display the data.

Important Oracle Discoverer Program will only export to the following file formats:

Microsoft Excel

HTML

Text (Tab delimited)

CSV (Comma delimited)
Formatted Text (Space delimited)
Oracle Reports

DCS (Express Format)

DIF (Data Interchange Format)
SYLK (Symbolic Link)

WKS (Lotus 1-2-3)

Continued on next page
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Exporting, Continued

How to

Created 08/01/2003

Follow the steps in the table below to export data to a selected file format.
These instructions are using Excel as an example.

Step

Action

Result

1.

Click on File on the Menu bar

Menu options expand.

43 D12 TRAINING - OracleBI Discoveri
&8 Edit “iew Format Tools Help

ey Ctrl-M
Open... Cirl-O
Cloze

Save Cirl-3
Save Az

Export...
Export to HTML

> [

|II='

Expor Exports the svorkbook to & new f|”|E
Page Setup...

Print Prewigwn

Pririt... Cirl-P

Workbook Properties. ..

Exit

E

Continued on next page
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Exporting, Continued

How to (continued)

Step

Action

Result

2. | Click on Export

The Export Wizard dialog box
will be displayed.

| tew |

2 Export - Step 1 of 3: Select

What do you want to export?

(%) Current worksheet

Table

| Next> | | Einish || cancel |

3. | Which worksheets do you want

According on the Workbook,

to export? some options may be unavailable.
Option Action
Current Worksheet The active worksheet will be

exported. This is the default
selection.

Entire Worksheets

All worksheets in the
workbook will be exported.

4. | Click on Next button

Will forward to Step 2 of the
Export Wizard.

Created 08/01/2003

Continued on next page
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Exporting, Continued

How to (continued)

Step Action Result
5. | What export format do you Select the option from the drop
want to use? down dialog box.
Where do you want to save the | The default is the Windows User
file? Profile folder. This will differ
according to the version of
Windows.
6. | Click on the Browse button. A Save dialog box will be

displayed. This will allow the

save location to be changed.

3 Export - Step 2 of 3: Format and Name

What export format do you wwant to usze?

Tahle:

|Microsnﬁ Excel Workhoaok (*.x1s) 57 |

Where do you wart to save the file?

Destination: |C:1D0cuments and Settingsvhy Documents,

|| Browse. ..

What do you wart to name the file?

Mame: | DJZ TRAINING

| = Back ” ﬁext:_“ Finizh || Cancel |

Created 08/01/2003

Continued on next page
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Exporting, Continued

Save dialog box  The following are the components to the save dialog box.

options

Up one Level Returns to
in the File list Default Location

=/

File Location —ggestion: |3 My Dacurents -] [z (] |f“—*|| 5

RIEESES t Creates New
List of existing Folder
folders and >

files in location

File Name — iebiame | DJZ TRANNG.ds
Flle Type —Ppile Type: |ru1ic:rosoﬂ Excel Workbook (* xl=)

Details (Date,

b’ |

Size, etc.) of
" save |[cancat| | the Folder/
A A File List

Saves location  Cancels all
and File Name changes made

How to The steps below are a continuation of the export instructions.
Step Action Result

1. | Select the Location Drop down dialog box will be
displayed

2. | Enter the File Name Once a new location is selected,
the default name of the file
changes to the location name.

3. | Click on the Save button. The save location and file name
is updated. The Export Wizard
window is displayed.

4. | Click on Next button Will forward to Step 3 of the

Export Wizard.

Created 08/01/2003
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Exporting, Continued

How to (continued)

Step Action Result
1. | Do you want to supervise the Two options are displayed.
export process?

A Export - Step 3 of 3: Supervise M x|

Do you want to supervize the export process?

() Supervised
You will be asked to resalve ahy issues
that occur during the export process.
() Unsupervised

Discoverer will automatically run all gueries before
workshests are exported andd will ignore all alert messages.

| Help | | = Back | | Finish | Cancel |

Option Action
Supervised This is the default select. If
an error occurs during
exporting, a dialog box will
be displayed stating the error.
Unsupervised Exporting will occur,
regardless of the errors
encountered.

Continued on next page
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Exporting, Continued

How to (continued)

Step Action Result
2. | Click on the Finish button Query will process again with a
status bar will be displayed

<} Exporting Sheet: Sheet 1 _ x|
Exporting data. ..
FFTTrIrrsrrrrrsrrssi

| Cancel |

3. | Export Log will state the location
of the file, the name and the
status of the export.

A Export Log

Export complete

Files expored to: C\Documents and Settings\Deby2ihly Documentsidd Hoc

Sheet Mame File Mame Status

Custamers by . Customers by Case Man.. Sheet exported successilly

[ Open the first exported sheet

f Help |

4. | Click the OK button | Export Log will close.

Continued on next page
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Exporting, Continued

Accessing

One the export is complete the file may be accessed through the application
Exported File

that supports the file format the data was exported in. In these instructions
the file format that was used with Microsoft Excel (.xIs).

Step Action Result
1. | Open the Application Application will become active.
2. | Click on File on the Menu bar Open dialog box will be
then trace to Open or displayed
Click on the Open Icon on the
Button bar.
Open [2] x]
Look in: I::l Ad Hoc j & @ v R * Tools ~
Mame # | Sizel Type | Modified |
ﬁl 'ﬁli[:u_n:h:-rnel::: by Case Manager.slz 15 KB Microsoft Ercel'wor,..  08/06/2003 9:03 AM
Hiskary
My D%n?ents
?.
I:‘J‘egp
[ * |
My I\E‘Eiurk
Places
File pame: | = Open -I
Files of type: IAI\ Microsoft Excel Files {*.x*; *.xls; * xlk; *.hkm; *.html; *,mht; *.mhkml; *eml; *.da; *oxdmg * oo *xdv; *0dc) j Cancel
3. | Locate and click on the file name. | File is highlighted.

Continued on next page
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Exporting, Continued

Accessing Exported File (continued)

Step Action Result
4. | Click on the Open button. File is opened in the application.
E2 Microsoft Excel - Customers by Case Manager.xls
2] File Edit Wiew Insert Format Tools Data Window Help  Acrobat Type a question for help [ @
DSy SRV | $BE-<T o W= -2 5 e SE. BE.
il <12 - [B]lr u EE] 5% o w4 LB A
Al - £ Case Manager Last Name
A B & D El i
1 | Case Manager Last Name | Case Manager First Name Customer Full Name Customer Address Line | Customer —
2 [SMITH JOSEPHINE CUSTOMER MAME 123 STREET ADDRESS OSAWATO
3 |SMITH JOSEPHINE CUSTOMER MNAME 124 STREET ADDRESS PACLA
4 |SMITH JOSEPHINE CUSTOMER MNAME 125 STREET ADDRESS LOUISBUR:
5 |SMITH JOSEPHINE CUSTOMER NAME 126 STREET ADDRESS LOUISBUR:
E [SMITH JOSEPHINE CUSTOMER MAME 127 STREET ADDRESS PACLA
7 |ShITH JOSEPHINE CUSTOMER MNAME 128 STREET ADDRESS LOUISBUR!
g |SMITH JOSEPHINE CUSTOMER MNAME 128 STREET ADDRESS OSAWATO
a | SMITH JOSEPHINE CUSTOMER NAME 130 STREET ADDRESS OSAWATO
10 | SMITH JOSEPHINE CUSTOMER MAME 131 STREET ADDRESS PACLA
11 | ShITH JOSEPHINE CUSTOMER MNAME 132 STREET ADDRESS OSAWATO
12 | SMITH JOSEPHINE CUSTOMER MNAME 133 STREET ADDRESS PACLA
13 | SMITH JOSEPHINE CUSTOMER NAME 134 STREET ADDRESS LOUISBURC
14 | SMITH JOSEPHINE CUSTOMER NAME 135 STREET ADDRESS QSAWATO
15 | SMITH JOSEPHINE CUSTOMER MNAME 136 STREET ADDRESS PACLA
16 | SMITH JOSEPHINE CUSTOMER NAME 137 STREET ADDRESS OSAWATO
17 | SMITH JOSEPHINE CUSTOMER NAME 138 STREET ADDRESS OSAWATO
18 | SMITH JOSEPHINE CUSTOMER NAME 139 STREET ADDRESS LOUISBUR!
19 | SMITH JOSEPHINE CUSTOMER MNAME 140 STREET ADDRESS OSAWATO
20 | ShAITH JOSEPHINE CUSTOMER NAME 141 STREET ADDRESS PACLA
21 [SMITH JOSEPHINE CUSTOMER NAME 142 STREET ADDRESS FPACLA
22 | SMITH JOSEPHINE CUSTOMER NAME 143 STREET ADDRESS QSAWATO
23 |SMiITH JOSEPHINE CUSTOMER MNAME 144 STREET ADDRESS PACLA
24 | SWITH JOSEPHINE CUSTOMER NAME 145 STREET ADDRESS OSAWATO
25 [ SMITH JOSEPHINE CUSTOMER NAME 146 STREET ADDRESS LOUISBURL
26 |SMITH JOSEPHINE CUSTOMER NAME 147 STREET ADDRESS EdoLA
27 |SMITH JOSEPHINE CUSTOMER MNAME 202 5. ROGERS ROAD LOUISBURL:
It 1 il Customers by Case Manager 111 1 Llj_‘
Draw - [+ AutoShapes- . w [ O & 4] £} h-L-A-=S=508@.
Ready CAPS MUM

Created 08/01/2003
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Chapter 7

Information Messages
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Information Messages

Introduction

Processing
Notice

This notice may
appear if the
connection to
KAMIS AdHoc
Servers is slow.

No action is
needed other
than to wait for
the connection
to complete.

Unable to
Connect to
Server

Updated 4/3/2006

If any of the following informational dialog boxes are displayed, please

contact the KDOA Helpdesk as soon as possible.

Z Request Progress - Microsoft Internet Explorer

File Edit Wiew Favorites Tools Help

ek > S~ @ [ A | S Qoeach GFavories Eivedia ¢ |

Address |®j http:/fkadhar. aging. state.ks,us: 7777 fdiscaverer fplus?on=cf _a1138nlsl=en-us

Links & |KDOA Intranet Ste & |Kansas Department on Aging €& |KAMIS Testing Reporting (& |KDOA Information Resource Site @ ]LCE App Login 2

1% -

ORACLE"  Discoverer Plus

igence

Request Progress

@ Processing your request

The page you have requested is taking some time to process. Please wait

@ TIP You can change the refresh rate of this page. Please check with your OracleAS administrator or the OracleBl Discoverer documentation far more details

Helg
Copyright (2000, 2005 Oracle Corporation. &1 rights reserved
About OracleBl Discoverer Plus Yersion 104 24618
Oracle Technolody Metwork

Bl

€] Done:
—

| mnternet

a

< Connection Eror

Unahle to connect ta the Oracle Discoverer
Application Server;

Atternpt 1. RMI protocal over JEMP transport:
Connection refused to host: XO0C0CKKK
nested exception is:

Oava.net. ConnectException: Operation timed ou
connect

Atternpt 2. RMI pratocal over hitp transport ;
Unable to attach to existing session.

Flease contact your Qracle Discaverer
Administrator.

Continued on next page
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Information Messages, Continued

Session Timed

Out 4 Session Timing Out
Your current Discoverer session is timing out
due to inactivity. YWould you like to continue
using this session?
Mo
Server Not
Responding EiKkamIs %]
JQ KAMIZ Adhoc Queries Server is not responding
|

= Pleaze call the KDOA Helpdesk at 785-296-4987

Access Rights

EKamIS [ x|

)
Il You do not have access to KAMIS Adhoc Gueries.

Continued on next page
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Information Messages, Continued

Only One
Internet
Browser
Window can be
Open ata
Time.

Set Internet
Options not to
reuse windows
for launching
shortcuts.

Updated 4/3/2006

Internet Options

Settings:

Generall Securit_l,JI F'rivau:_l,ll C-:-ntentl Connectinnsl Pragrams =~ Advanced

Enable page tranzitions
[0 Enable Personalized Favorites Menu

Motify when downloads complete
O I5E" or launching sho

O Show fiendly URLs
Show Go button in Address bar

@ | Inderline links
@ Abways
O Hover
O Mever
O Use inline AutaComplete

4

Show friendly HT TP emmor meszages

O Show Intemet Explorer on the desktop

Enable offline iterns to be spnchnonized an a schedule

Enable third-party brovezer extenzsions [requires restart]
[0 Foice offscreen compasiting even under Terminal Server [requir

=

J

_>I_I
Restare Defaults |

o]

Cahicel |

Apply

Click on the following to set the options:
1. Tools on the Menu Bar
2. Internet Options
3. Advanced Tab
4

Uncheck “Reuse windows for launching shortcuts”
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