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L .
Welcome to Web Intelligen‘n' 1

The Objectives of this training is a combination of instruction,
demonstrations, activities, and hands on. Upon completion, you will:

Navigate the web-based enterprise reporting tool
Schedule, access, modify, and save standard reports
Develop ad-hoc queries based on business needs

YV V V VY

Format query results (add totals, sections, breaks, charts, filters, or
quick filters)

A\

Understand the concept behind combining gueries using merged
dimensions
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Purpose

Web Intelligence (Webl) is a reporting tool used for the new Washington
Workforce Analytics (WWA) Enterprise Data Warehouse (EDW).

WWA EDW objectives include:

> Flexibility/adaptability -- quickly respond to stakeholder needs for
new data and complex information.

» Quality data -- accurate, consistent, and reliable information.

» Connections -- establish the commonality of data and its meaning
from disparate sources.

» Strategic analysis -- providing better data to make better and quicker
decisions.
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Enterprise Data Warehouse
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WWA EDW Universes and Dimensions

Webl is organized into “universes”.

Headcount &

» A universe is the layer between
the data warehouse and the user
that logically groups and o
organizes data into subject | ropors s queries (|
matter areas for a better
reporting experience.

» WWA EDW has seven subject
matter universes that use
common terms and set of data UJ -
from HRMS and AFRS. ik | 2 S —

.1 - -
w Universe outline

» Data within universe dimensions
have clear labels indicating if it's

WA EDW HPA - w/o Secure Data

Aszsignment pay i+ =4
a.n attrlbute Of an employee (EE) 4 7 ‘a'n:;'-."ﬁnED‘a‘u.l’H&ﬂdc:uuntﬂnd Personnel Actions [unx]
. - 4 Employee
Or an att”bute Of a pOSItlon . If-.;-.seignmentPﬂylndicatcr(EE]
(P OS) ‘ PCE:I::ignment Pay Indicator (POS)
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WWA Universes

AFRS Pay Period Employee and Position level Payroll and Financial data.
Includes appropriation index detail, general ledger, master
account coding, organizational index detail, and wage type
dimensions.

Grievance Daily Grievance data by Bargaining Unit. Includes article info,
contacts, grievance info and tracking dimensions.

Headcount and Personnel Actions Daily Summary level employee counts by demographics.
Detail level employee counts by employee specific data.
Employee count by Actions. Employee list by Action. Includes
military and education dimensions.

Payroll Monthly Wage type data by Business Area, Personnel Area,
Organizational Unit, or Employee.

Quota Monthly Quota accrual and balances by Business Area, Personnel
Area, Organizational Unit, or Employee.

Staffing Assignments Daily Position count by Organizational Unit and/or Job Class or
Position list by Organizational Unit and/or Job Class.

Time and Labor Daily Time balances and accruals by Business Area, Personnel
Area, Organizational Unit, or Employee.

OFM
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Data Load Schedule

» 6:00 p.m. to 6:00 a.m.
» Data will not load during HRMS Payroll Processing (Day 3)

Universe Data Load Frequency

AFRS Daily (Monday to Friday)
Grievance Daily (Monday to Friday)
HPA Daily (Monday to Friday)
Payroll Semi-Monthly (Payroll Day 5)
Quota Monthly (Payroll Day 7)
Staffing Assignments Daily (Monday to Friday)
Time and Labor Semi-Monthly (Payroll Day 5)
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WWA EDW Withdrawn Employee Data

» All universes contain withdrawn employee data.

» Withdrawn employee data can be queried when there are no
measures, dates or attributes from other folders used.

» When measures are used, the inclusion of withdrawn employee
data in the report varies by universe.

Personnel Numher Employment Status

Active
Withdrawn
Active
Withdrawn

Active

Withdrawn

Personnel Mumber

Employment Status

Active
Active
Active
Active
Active

Active

Age (Years)

41

E= i
el W
oo [ |

M
=~
m

£n
..l".-..
L)

(in the first example above, withdrawn employees show in the results because
there are no measures. In the second example, the measure Age (Years) was
added to the results so withdrawn employee no longer display)

OFM

OFFICE OF FINANCIAL MANAGEMENT




Withdrawn Records Returned through Fact Tables

R

AFRS, Payroll If an employee has any activity in a payroll period they
will display in the results, regardless of status.

Grievance If an open grievance exists after separation, the results
will include withdrawn employees.

HPA, Once an employee is withdrawn, no employee records
Staffing Assignments, Time & Labor will display after the last day of employment.
Quota Withdrawn employee records will still display if any

remaining quota exists.

OFM
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WWA Job Aids and Training Material

https://ofm.wa.qov/it-systems/washington-workforce-analytics

Washington Workforce Analytics

Washington Workforce Analytics (WWwWA) is a reporting solution built for the new Enterprise Data
Warehouse (EDW). The WWA EDW replaces HRMS Business Warehouse/Business Intelligence

(BW/BI) reporting system was decommissioned on Oct. 5, 2018. Web Intelligence Tool
The WWA EDW was implemented in January 2018 and has been stabilized to support business | Wwithin the State Network
needs. | outside the State Network

The WWA Enterprise Data Warehouse has met the following criteria during our transition from

HRMS BW/BI to WWA: Contact information

= Resolution of known critical defects @ WaTech Support Center

= Database adequately tested 360-586-1000
* 30 days of data loads without incident 855-Watech1

HRMS BW/BI will no longer be supported and WaTech will remove access to HRMS BW/BI through support@watech.wa.gov
the SAP Logon pad, the HREMS Portal, and the SAP Business Explorer start menu.

Classroom training for the Washington Workforce Analytics (WWA) enterprise reporting system is
offered by WaTech and registration options are listed in the Learning Management System (LMS).

Additional information regarding WWA EDW and available training is available on the Washington

Workforce Analytics project page.

OFM
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https://ofm.wa.gov/it-systems/washington-workforce-analytics

Webl Overview

Learning Objective:
» Overview of Bl Launch Pad

» Overview of Webl and its features
» Difference between a standard report and an ad hoc query

Y S
ATATION o Derumay
T ENAL T
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SAP Business Objects Web Intelligence

» Drag-and-drop features to view data from different perspectives.

A\

Drilldown into or across data to perform strategic analysis.

» Functions to merge reports, create formulas, sort, filter, and change
page layouts.

A\

Multiple options to display data using a web browser or exporting to
other formats.

Search options to find objects, reports, and queries.
Scheduling options for report execution and delivery.
Folder structures to save/store and quickly retrieve reports/queries.

YV V V V

Pre-developed standard reports and flexible ad hoc querying.

OFFICE OF FINANCIAL MANAGEMENT
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Bl Launch Pad

» |Is a web based software that allows you to log into a Business Objects
Repository and perform a number of actions depending on your
security profile.

» |s used to navigate, organize, refresh, schedule and print documents
created in Web Intelligence.

» Allows you to securely share documents with other users. User ID and
privileges are tied to folders, groups, or individual documents so only
authorized users may view sensitive data.

» Documents may be organized, categorized, shared and scheduled
under a secure environment.

OFFICE OF FINANCIAL MANAGEMENT
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Bl Launch Pad - Home

GV\{QT:}C"I (cor 10 Welcome: Rosie Ranger | Applicstions v Preferences Hepmenuv | Log off | ‘p
Home | Documents
v My Recently Viewed Documents = 0 unread messages in My Inbox v My Applications
¥
§iva w)'"T
¥ |ast10 documents 10 most recent unread
¥ DR .
G viewed messages o8
¥l oA o0
;rh Tin
¥l 55
e
B \QW
See more..,
+ My Recently Run Documents ~ 2 Unread Alerts
59 Eroneous Records in Payroll Universe
9 Enhancements - New Alert Functionality
Last 10 documents
scheduled or ran
Semore..,

OFM

OFFICE OF FINANCIAL MANAGEMENT

15



Folder Structure

The “Documents” tab allows access to:

My Documents — Access to personal
documents. Other users will not have
access to these documents.

Folders — Access to Agency and other
public folders.

Categories — Allows users to group reports
that are used frequently together regardless
of their folder.

Recycle Bin - Appears under Documents
tab in Bl Launch Pad after a user has
deleted a query...this puts the deleted query
In the Recycle Bin and causes the Recycle
Bin to become visible.

Search — Allow users to search for
documents and objects stored in Web
Intelligence.

l Home l Documents

View = Mew

My Docurments

B (551 My Favorites

.%O My Alerts

- 54 Subsoribed Alerts

— R .
= Perzonal Categories

Folders
Categories
Recydle Bin
Search

More Actions

OFFICE OF FINANCIAL MANAGEMENT
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WWA Security

» Agency level, role level, and universe level security
» User responsibilities

OFFICE OF FINANCIAL MANAGEMENT
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WWA Security and Permissions

Webl uses several layers of security to ensure confidential

data is properly protected for Washington Workforce Analytics
(WWA) Enterprise Data Warehouse (EDW).

Headcount
& Personnel
Actions

| Time& Staffing
— Labor Assignments
/\’ ’\, WWA EDW

Reports &
Quota Queries Payroll
User Role . -
rievance
Folder
Permissions
Data & Universe
Permissions
QOFFICE OF FINANCIAL MANMAGEMENT
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Role-based Permissions

» WWA role-based permissions determine the tools and options a user

can use.

» All roles have permissions to manage Webl documents in their
personal folders, as well as execute standard reports from the WWA

Reports folder.

Agency User v' Execute queries within designated agency

Small Agency Client Services User folder.

Enterprise User (OFM) v" Power User (Optional): Manage designated
agency folders.

Agency Secure User v' Execute queries within designated agency

Small Agency Client Services Secure User folder.

Enterprise Secure User (OFM) v' Limitations: Due to access to secure data, this
role cannot schedule queries to destinations, or
send queries to email, Bl Inbox, or FTP.

Developer / Security Administrator (OFM) v' Manage (create, copy, edit, delete, execute,
save) standard reports.

v" Manage enterprise folder structure.
OFM

OFFICE OF FINANCIAL MANAGEMENT
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Folder Permissions

Folder permissions are determined by the user’s agency and
role. By default, all roles have permission to:

» View and manage their own private folder.
> View their own agency’s folder.
» View the Washington Workforce Analytics Reports folder.

OFFICE OF FINANCIAL MANAGEMENT

20


https://www.google.com/url?sa=i&source=images&cd=&cad=rja&uact=8&ved=2ahUKEwjPg_GUjvzaAhUJxWMKHazRDiwQjRx6BAgBEAU&url=http://www.clipartpanda.com/categories/homework-folder-clipart&psig=AOvVaw1u1LATwAxV4JF6O6ReujHE&ust=1526074899491398

Data Level Permissions

Users are assigned data level permissions which grant them access to certain data
based on their agency and role within the agency.

Agency

Agency with Secure Data

Statewide Limited

Statewide Limited with Secure Data

Statewide

Statewide with Secure Data

D NN NN

AN

AN NI NN

ANERN

Restricted to Business Area data.
No Access to Secure Data.

Restricted to Business Area data.
Access to Secure Data for Business Area.

Access to statewide data if query does not include Personnel Number or
Employee Name.
Queries with Personnel Number or Name restricted to Business Area.

Access to statewide data if query does not include Personnel Number or
Employee Name.

Queries with Personnel Number or Name restricted to Business Area.
Access to Secure Data for Business Area only.

Access to statewide data including Personnel Number and Employee Name.
No access to Secure Data (date of birth, email address, home address, phone
number, social security number).

Access to statewide data including Personnel Number and Employee Name.
Access to Secure Data (date of birth, email address, home address, phone
number, and social security number).

OFM
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Universe Permissions

Users are granted permission to each universe based on agency need.

User Role Grievance | AFRS | HPA | Payroll Quota Staffing Time &
Assign. Labor

Agency User

Agency Secure User

Small Agency Client
Services User

Small Agency Client
Services Secure User

Enterprise User (OFM)

Enterprise Secure User
(OFM)

Developer / Security
Admin (OFM)

Agency Statewide Limited

Agency w/  Statewide Limited w/ Secure Data
Secure
Data

Agency Statewide Limited

Agency w/  Statewide Limited w/ Secure Data
Secure
Data

Statewide

Statewide w/ Secure Data

Statewide w/ Secure Data

OFM
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User Responsibilities

» Abide by the terms of the Non-Disclosure Agreement.
» Safeguard data, redacting information when necessary.

» Use caution when exporting, printing or sharing reports that contain
personnel numbers, employee names, etc.

v Some collective bargaining agreements have notification requirements
related to sharing employee data.

v Know who your agency public records officer is.
» Do not share your log on ID or password with anyone.

» Notify your WWA Agency Administrator if you no longer need access
(Changes to job, employment status, etc.).

OFFICE OF FINANCIAL MANAGEMENT
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Logging On and Off

How to log on, navigate the launch pad, change passwords and log off

Applications = Preferences  Help menu - Log off

WaTech Enterprise Reporting

Bl Launchpad (Web Intelligence) HELP @

Forgot password, User name, or Enable vour account

Enter your user information, and dick "Log On".
If you are unsure of your account information, contact your system
administrator.

Enterprise Reporting HELP @
User Name] |UserlD
Password] eessesss
4 N\ [ )
Log.On Forgot Password or Enable Account? Forgot User Mame?
Enter your User Name and click Send Enter your Email address and click Send
Forgot password, User name, or Enable your account | | | |
=] =]

. AN J

OFM
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Logging On and Off

» You can change your password at any time from the Bl Launch Pad.
» Click the “Preferences” option in the right hand corner of the screen.
» Click “Change Enterprise Password”.

» User Name will be filled in by default = enter your old password ->enter
your new password twice.

» Click Save, Save & Close, or Cancel
o Save will save the change and keep the Preferences screen open.
o Save & Close will save the change and close the Preference screen.

o Cancel closes the Preference screen. If you do not save prior to cancelling,
your changes will not be saved.

+ | Preferences |Help menu v Log off
I N @ o : Preferences Change Enterprise Password
Cenera | Change Your Enterprise Password
+ My Applications i | SE\.'El |Sa-.fe &Closel |Cancel |
User Name: | Lserid
) Locales and Time Zone COld Password: sssssssses
Analysis edition for OLAP New Password: wesssssnes
\;E Web Intelligence Confirm New Password: (sesssesses w oo 3
\Jsern *
BI workspaces sernare
Crystal Reports passo® 1

OFFICE OF FINANCIAL MANAGEMENT
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Activity 1: Logon/Logoff

OFFICE OF FINANCIAL MANAGEMENT
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Standard Reports

» Overview of standard reports
» Benefits and limitations of standard reports

» Schedule, access, modify, export, print and save a
standard report

Invoice Journal

OFFICE OF FINANCIAL MANAGEMENT
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Standard Reports Overview

» Standard reports are pre-built queries based on common
business scenarios to meet enterprise reporting needs.

» All standard reports include a required date prompt to
prevent accidentally running a report wide open for all time
periods.

» Standard reports can be copied (save as) and modified to
meet a specific business need.

o Copies will not be impacted or updated if the original report is
updated by WaTech

o Removing key objects or measures from a standard report may
create undesirable results

OFFICE OF FINANCIAL MANAGEMENT
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Washington Workforce Analytics Reports — Web Intelligence

" Financials ] Payroll

¥ | FI-001 - Distribution of Payroll and Related Costs ¥ | PAY-001 - HR Management Average Overtime

¥ | PAY-002 - HR Management Percent Receiving Cvertime

' Grievance -
¥ | PAY-003 - HR Management Overtime Costs

* | GR-001 - Grievance History
' Quota
' Headcount and Personnel Actions

¥ | QU-001 - HR Management Quota Activity

Last Run: Dec 15, 2017 3:06 PM

HPA-010 - Service Ranges

¥ | HPA-001 - Job Class Distribution
¥ | HPA-002 - Classification Turnover 1 ;
" Staffing Assignments
¥ | HPA-003 - Diversity Profile
¥ | HPA-004 - Diversity - New Hires ¥ | SA-001 - Position Detail
¥ | HPA-005 - HR Management Actions SA-001 - Position Detail
Description:
¥ | HPA-D06 - HR Management Manager to Staff Position availability, vacancy status, and pesition holder information. Provides
x - P the ability to audit position and employes coding. Includes an additional view of
¥ | HPA-007 - HR Management Age Distribution position detail by Organizational Unit Hizrarchy. This report contains the
¥ | HPA-008 - Layoff Activity following views: 1. Position Detail (Default) 2. Position Detail with Org
Hierarchy VERSION: R1.1.0
¥ | HPA-009 - Salary Range Distribution Type: Web Intelligence
»
b 4

HPA-011 - Projected Service Years

OFM
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Accessing Standard Reports

From the Launch Pad, select Documents:

QwaTech e Documents tab defaults to “My

Home| | Documents | Favorites”. Select the “Folders” bar at
the bottom of the screen:

View = New = Organize Send More Actions
My Documenis

il by Favoriic

r%g My Alarts

a Subscribed Alerts

B

- B personal Categories

=
L | Categories

F Recyde Bin
|| Search

OFFICE OF FINANCIAL MANAGEMENT
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Accessing Standard Reports

Expand “Public Folders” and scroll to the bottom:

[ HDI'I"IE] Dm:umﬂllsl

View + New Organize Send More Actions -
My Documenis
Folders
W% pubiic Folders|
= ™
[+

@Helpd=sk Web Intslligence
® £ @portal Administration Reports
011 Houss of Reps - Web Intelligence
012 Senate - Web Intslligence

013 Joint Transportation Committes - Weh Inte

020 LEAP - Web Inteligence

Expand “Washington Workforce
Analytics Reports — Web Intelligence”
and select the folder you need:

E- Washington Warkforce Analytics Reports - Web Intelligence
Finandals
Grievance
Headcount and Personnel Actions
Payroll
Quota
W
Staffing Assignments
< >

Categaories

Recyde Bin

Search

OFM
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Accessing Standard Reports

Headcount and Personnel Actions was selected. To open the report, right
click the report you want to run. You can select:

» View (opens in Reading VIEW) | resdins pesion -
» Modify (opens in Design view...some users may not have this option)
» Schedule (allows you to run the report in the background)

Title =
HPA-001 - Job Class Distribution Th | t d t I | | I W b | |
€ Seiectea report will open In vve uniess
wewesrm ou select “Schedule”):
El- view y lect “Schedule”)
HPA-002 - Class
View Latest Instance
¥ | HPA-003 - Diver .
Properties [ Home [ Documents | HPA-002 - Classificati... = + = |
¥ | HPA-004 - Diver ————
MDdIﬁF File | Properties | Report Element | Format | Data Access | Analysis | Page Setup |
i HPA-004 - Di cchedule ’—/rﬁ H-| & 2L o ‘ _/ Table |7Gell'| Section | Comment /" Char | _/ Tools | Pasiion | Linking
- - - B - - @ - - - - M - :
| |HPA-005 - HR M e - | @ = BH-EH-8-2 - -@-E-F5-a - e [
¥ |HPA-006-HRVM . =]
oy %g Classification Turnover - Turnover Summary
b HPA-OO7 -HR M 4 @ HPA-D0Z - Classification Turnover R t Mumbar HPA-002
I::Hteg{:rieg 2 a Action Reason £port Mumber: inkeind
N _ Action Reason (ACTIONS)
¥ HPA-008 - Layal i !:| Action Reason (HEADCOUNT) Description: Turnover activity summary by Joh Code specific to classification and compensation proposal requ
o HPA-009 - Salar Document Link = 3 Action Reasen Code Excludes turnover that does not meet the criteria for classification and compensation proposals (such as death|
- - i > Action Type Commission wark contracts.
=) > Action Type Code
#| | HPA-010 - Sery Mew » > 74 Business Area (EE)
> Business Area Code (EE) -
[ HPA-011 - Proj Grganize > ’ Calendar Vear ﬁ:les:wss Joh Average Total
- - Froje > 4 Calendar Year Month Code Business  Code | .Job Employee  Turnover  Turnover
g Calendar Year Quarter [(=5] Area (EE) [(=5] (EE) Count Actions Rate
» Contract Type
SEI'H:I > > Duty Station County 0.00%
> Employee Group (EE) ) "
Details d Employee Subgroup (EE) Total: 0.00%
> Employment Status

OFM
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Accessing Standard Reports

Click the “Refresh” icon to bring up the prompt screen. You

can also use the “Refresh” icon in the bottom right:

| Home | Documents | HPA-002 - Classificati... . = = |

File | Properties |

Ded-1S#®|[fL-H-

| &2

=

i

it T days ago.

Report Element Format |
# Table | Gell | Section | Co|
Z-H-8-8-

4 | HPA-002 - Classification Turnover

¥

Dashboards &\
Visualization

The prompt screen will be displayed.

Enter your selections and click OK:

Prompts

Available prompt variants |

& *Enter valug(s) for Calendar Year Month 201804
& Enter valus(s) for Business Area (EE)

& Enter value(z) for Business Area Code (EE) 1630
& Enter value(s) for Job (EE)

& Enter valus(s) for Job Class Abbr (EE)

& Enter value(s) for Job Code (EE)

& Enter value(s) for Organizational Unit

& Enter value(s) for Organizational Unit Code

& Enter valus(s) for Personnel Area (EE)

& Enter value(z) for Perzonnel Area Code (EE)

& Enter value(z) for Personnel Subarea (EE)

& Enter valus(s) for Personnel Subarea Code (EE)

* Required prompts

B x
Type a value:

@ Tosee the content of the
list, click Refresh Values.

Selected Value(s)

1630

——

Cancel

OFM
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Accessing Standard Reports

The selected report is generated. You can make modifications to it by

adding or removing optional fields, adding breaks, sections, filters, or
special sorting and save a copy as your own.

| Home | Documents | HPA-002 - dlassificati... =& + = |

File: | Properties | Report Element | Format | Data Access | Analysis | Page Setup |
D E-| S|P L =~ / Table | el | Section | Comment | /" Chart | / Toots | Position | Linking
|‘_) |Lﬁ:\\: jvﬂ_lvﬁvg:v uvﬁv@vnv:‘v,)vmurev |"
= &
E Classification Turnover - Turnover Summary
j 4 g HPA—DQZ— Classification Turnover - Report Number: HPA-002
= 4 Action Reason
Action Reason (ACTIONS)
iL-l Action Reason (HEADCOUNT) Description: Turnover activity summary by Job Code specific to classification and compensation proposal requests. Includes permanent or intended to hecome perma
— > Action Reason Code Excludes turnover that does not meet the criteria for classification and compensation proposals (such as death, retirement, non-permanent appointments, etc.). Excludg
S > Action Type Commission work contracts.
% > Action Type Code
> Business Area (EE)
> Business Area Code (EE) .
> Calendar vear Ll e
Area Average Total
g Calendar *ear Month Code Employee  Turnover Turnover
g Calendar “ear Quarter [133] Business Area (EE) Job (EE) Count Actions Rate
> Contract Type
> Duty Station County 1630 Consolidated Technology Sves 50000188 T SYSTEMSIAFP SPEC 6 40 1 2.60%
Eenal n cco

OFM
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Accessing Standard Reports

Once you have made your modifications, you can do a “Save As” and
save it in your “My Favorites” Folder or your Agency folder (if your
security role has that permission) under the “Public Folders”:

- 7 | Save Document w0 X
_// File | Properties
[ / Folders.. B Categories AR & Search tite - e
™ - fl,‘_- - - ] > |G&E My Favorites & | Title
B S | & & ty Destiop Ly revrtes |
4 Public Folders =
[I:I] Save LT ¥ > @Helpdesk Web Inteligence
. Iy Documents » @Portal Administration Reports
;‘El Save Az Fiz ’— 011 House Df. F‘..eps - '."\.'.Et: Inteligence
== ‘é 012 Senate - Web Inteligence
013 Joint Transportation Committee - Wet
'EE My Computer > £ 020 LEAP - Web Inteligence
. ' _ 037 Legislative Support Services - Web |
4 ¥ EE Count t:‘.'?" Drg Unit "'5_.;' 048 State Law Library - Web Inteligence
f = Business Area [EE:; reporting-ga > 055 Admin for the Courts - Web Inteligen
= . ) 056 Office of Public Defense - Web Intell
o 1
— Business Area Code [EE" 075 Office of the Governor - Web Intellig
) e | Job (EE} 082 Public Disclosure Commission - Web
= Job Code [EE:: » 085 Secretary of State - Web Inteligence
- ) ) i 050 Treasurer - Web Inteligence
ﬁ-B Organizational Unit » 095 Office of State Auditor - Web Intelige
Organizational Unit Code > 100 Office of Attorney General - Web Int _
Digtinct Employee Count < E
“ariables ] r
References Mame EHPA—IIIIIIZ - Classification Turnover Advanced [)
Cancel

OFM
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Accessing Standard Reports

Web Intelligence reports can be scheduled to run on a recurring

schedule.

1. Onthe Documents tab, locate and select the object that you want

to schedule.
2. Right click.
3. Select “Schedule”’.

[ Hnmel Documﬂllsl

View * MNew v Organize = Send = More Actions = | Details

My Documents
Folders

DT LTTITTOTTCY | a0 Oaeges = WWelr .
AFRS 1099 Report Templats

Budget Reports

Daily Reports

Daily Reports in ER - Web Intelligence
Diversity Compliance

ECMS Group - Web Intelligence
Finandal Reports

Finandal Reports - Web Intelligence
Forecasting Reports

Human Resources Reports

IT Cost Reports - Project Types X and

IT Portfolic Web Intelligence Reporting

Labor Relations

i 2

T —
Wi

Title ~
HP&-001 - Job Class Distribution

i 4
| 4
i 4
| 4
i 4
| 4
i 4
| 4
i 4

HP&-003 - Diversity Profile
HPA-004 - Diversity - New Hin
HPA-005 - HR. Management At

=
View Latest Instance

Properties
[Modify

HPA-005 - HR. Management B

Schedule

HPA-007 - HR. Management &

HPA-008 - Layoff Activity
HP&-009 - Salary Range Distri
HPA-010 — Service Ranges
HPA-011 - Projected Service Y

Mobile Properties
History
Categories
Docurnant Link
Mew

Organize

Send

Details
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Accessing Standard Reports

4. The Schedule Dialogue will open.

Schedule — HPA-002 - Classification Turnover

Scheduls Instance Title
HPA-002 - Classification Turmnaver

Recurrence

Prompts

Formats

Caching

BEvents

scheduling Server Group

Destinations

| Schedule| |Can-::e| |

OFM
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Accessing Standard Reports

Schedule — SA-001 - Position Detail

5. In the Instance Title box, type a new
name fOr your report or Ieave as IS schecle Tﬂitac:r?ec;z:gee the name to whatever you want!
Recurrence
Run object: [ |
\ - . bject will r{ 0"
6. In the "Schedule” dialog box, click R T
Recurrence, the default is “Now.” e
Mth Day of Month
1st Monday of Month
Last Day of Month
¥ Day of Mth Week of the Month
Calendar
The following additional options are available:
* Once
This option requires a start and end time parameter. The object runs once at the time that you specify.
P q
* Hourly

This option requires information in hours and/or minutes for how frequently the object is run. Instances
are created regularly to match the parameters that you enter. The first instance is created at the start
time that you specify, and the object will cease to run on its hourly schedule at the end time that you
specify.

* Daily

This option requires a start and end time parameter. The object runs once every N days at the time that
you specify. It will not be run after the end time that you specify.

OFM
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Accessing Standard Reports

* Weekly

This option requires a start and end time parameter. Each week, the object runs on the selected
days at the time that you specify. It will not be run after the end time that you specify.

* Monthly

This option requires a start date and time, along with a recurrence interval in months. The object
runs on the specified date and time every N months. It will not be run after the end time that you
specify.

* Nth Day of Month

This option requires a day of the month on which the object is run. Instances are created regularly
each month on the day that you enter at the start time that you specify. The object will not be run
after the end time that you specify.

» 1st Monday of Month

This option requires a start and end time parameter. An instance is created on the first Monday
of each month at the time that you specify. The object will not be run after the end time that you
specify.

 Last Day of Month

This option requires a start and end time parameter. An instance is created on the last day of
each month at the time that you specify. The object will not be run after the end time that you
specify.

OFM
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Accessing Standard Reports

« X Day of Nth Week of the Month

This option requires a start and end time parameter. An instance is created monthly on a day
of a week that you specify. The object will not be run after the end time that you specify.

» Calendar

This option allows you to select a calendar of dates. (Calendars are customized lists of
schedule dates that are created by the Bl platform administrator.) An instance is created on

each day that is indicated in the calendar, beginning at the start time that you specify and
continuing until the end time that you specify.

OFM
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Accessing Standard Reports

* NOTE: Before scheduling a recurring report, you will need to remove the existing Date object from the
Query Filter section and replace it with one of the pre-defined Date Filters. To modify a report, it must be
your own so you’ll need to do a “Save As” to save modifications.

1. Select: Report to add Pre-defined Date Filter to.
2. Right click: Modify.

3. Select: Edit Data Provider when the report opens.

To remove the existing Date Filter.

4. Select: Date object from the Query Filters.
5. Select: Remove.

View

Home | Documents

View * New v Organize » Send ~ More Actions ~ | Details
My Documents Title »

B [E50 pay Favorites ~ : SA-001 - Position Detai

¥ | HPA-002 - Classificati
el Report e e
~WeblIntelligence #! | HPA-003 - Diversity Pra Properties
Action Reports | Madify T
BI Obsclete Schedule
| Home | Dozuments | SA-001 - Position Detail i |
File | Properties | Report Elen
’—/r'ﬂ [n] - | 5 i) | #D é - - '_/ Table Cal
| l@le |[B2-E-
s

Edit (Ctri+Shift D)

&e" i)

Edit data provider

4 +4p| 3A-001 - Position Detail

¢ Query Filters B ﬁ '_-K
Calendar Year Month  |Equalto v || Enter value(s) for C[ &% E h emuve
Business Area (POS) |(In list v | |Enter value(s) for B e |§_E -
Business Area Code (POS) |In list v | |Enter value(g) for B e |_E - o

OFM
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Accessing Standard Reports

To add the new recurring Date Filter.

6. Select: Pre-defined Date Filter
from the Date Filters and drag &
drop Date Filter into the Query
Filters section.

7. Select: Close 2 Apply Changes
and Close.

8. Select: Save/Save As.

9. Select: Close this tab to close the
report to schedule it.

Your report is now ready to schedule a
recurrence.

Fl Date Fiters

¢ Current Calendar ear Month

¢ Last Calendar Day of Month Values
¢ Last Calendar Day of Quarter Values
 Last Calendar Day of Year Values
¢ Last Day of Fiscal Month Values

¢ Last Day of Fiscal Quarter Values il
d L i 3
Previous Calendar Year Month

" Query Filters

Empioyee Group (POS)

Previous Calendar vear Month

Business Area Code (POS) In list v

==
rvalue(s) for B (23 |§—E -

Enter value(s) for B Q’ |§—E -

In list « | |Enter value(s) for E Q’ |3—E -

E:

A

—
/- Run Cluel

Y | ?ﬂ Close -

rea Code (DO

[

Apply Changes and Close

Revert Changes and Close

Properties |

[ Home | Documents | 5A-001 - Position Detail .~ = 1 |
o

Fie |
rﬁ Elswx ®a-

E  save IX -:u-.—el

(ﬁ

T
11

Save As...

F12

| Home | Documents | SA-001 - Position Detail ~ = W

'_/ File | Properties |

q Close this tab ‘

OFM
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Accessing Standard Reports

1. Click Formats

2.  Select the format you want to schedule to from the Output Format list (Web Intelligence, Microsoft
Excel, Adobe Acrobat, Comma Separated Values (CSV), or Plain Text).

3. Click Destinations

a) Select a destination option

b) Select the Keep an instance in the history check box if you want to save a copy of the instance.

c) Select the Use default settings check box if you want to the report to be sent to the logged in
user.

You can schedule to the following destination locations:
e Default Enterprise Location

If you select this option, the instance is saved within Business Objects.
e Bl Inbox

This option saves the instance to Bl Inboxes specified.
e Email

This option sends the instance to the specified email recipients.
*FTP/SFTP Server

This option saves the instance to the specified FTP/SFTP server.
¢ File System

This option saves the instance to the specified file location.

4.  Click Schedule

OFM
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Activity 2: Schedule Classification Turnover (HPA 002)
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Ad Hoc Query Overview

» Overview of ad hoc gqueries
» Data structures and differences in the universes

abstract
digital virtusal O

”ﬁ'oommuniwtuon
? wmformatlon g

Jiidataiili

gstructure
g ggtechnology

Sorverconnect oonnecuon
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Ad Hoc Queries

Webl ad hoc query tools provide an interactive way for agency users to
display and analyze workforce-related data. A Webl document consists of
a query, a report, and any formulas or variables created.

Features include:
» Drag-and-drop fields.

» Preview results before running or saving a query.

» Manage page layouts and sort/filter data.

» Display data using web browser or export to other formats.
» View historical and trend data.

REPORTING
ANALYSIS

cee
DECISION
e
-
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Elements of an Ad Hoc Query

)

« Universe: Represents a set of data from one or more data
sources, structured by subject areas.

Dimension: Collections of related data that represents aspects of a
business such as an Employee dimension.

* Attribute: Descriptive data about a dimension.

Measure: Numeric data that represents calculations of data in the
universe such as Number of Employees.

Filter: Narrows query results to focus on specific data elements.

OFFICE OF FINANCIAL MANAGEMENT
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Avallable Universes
Building an ad hoc query begi

ns with selecting the right universe.

» All Washington Workforce Analytics (WWA) Universes begin with
the prefix WWA EDW:.

[PUmE e

Select a universe for the guery.

| Type here to fiter table |

Available Universes: = Refresh universe list
State |Narne & |Ftevisinn |F4:|nh:ler

- - =

€ TLAODS.unx 9 [@BIRA\DES Universes £

€ Traveland Expense Management 48 [@BIRS\DES Universes

€ winsum 24 @BIRA\DES Universes

€ WA EDW AFRS.unx 129 @BIRAVVWA Universes

€  wwa EDW Grievance.unx 106 @BIRAWWWA Universes

€  wwa EDW Headcount and Persennel Actions.unx 135 @BIRAWWWA Universes

© v EDWw Payroll.unx 116 @BIRAWWWA Universes

€ wwa EDW Quota.unx &0 @BIR4WVWA Universes

€ wwa EDW Staffing Assignments.unx 143 @BIR4WWWA Universes EI

€ wWwa EDW Time and Labor.unx ix] @BIR4WVWA Universes v

4| 1] | 3

Help on selected universe:

AFRS, and HPA Daily
Granularity: PAY PERIOD

OFM
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Universe Job Aids

» Universe Job Aids describe the universe and
provide:

o Level of Granularity,

o Load Schedule,

o Available measures and pre-defined filters, and
Special “things to know”.
» Universe Data Design Job Aids have a pictorial
listing of the data dimensions and measures
Included in each universe.

» Job Aids are on the WWA Training site:
https://ofm.wa.qov/it-systems/washington-workforce-

analytics

OFFICE OF FINANCIAL MANAGEMENT
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Create an Ad Hoc Query

Learning Objective:

Overview of the Query Panel

Difference between Headcount Measures and other Measures
Query Filters, Quick Filters and Pick Lists

Using Pre-defined Filters

Modifying an Ad Hoc Query

Basic Formatting Functions

Totals
Breaks

YV VYV VYV

Sections
Charts

OFFICE OF FINANCIAL MANAGEMENT
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Ad Hoc Query Development Questions

Things to consider when creating a query...

» What is the business question we need answered?

» Which universe is most applicable?

» What fields would we include to provide enough detail?
» What measures do we need?

» What time period(s) are we querying?

» Do we want to filter any data out of the data set?

OFFICE OF FINANCIAL MANAGEMENT
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Webl Query Panel — Toolbar

[:]J Add Qluery - T EEE] '9 f]"' B m= Run Query ﬂj Close -

3 assauery - Add Query: Use drop-down menu to select data source for additional queries.

Show/Hide Universe Outline panel.
Show/Hide Filter Pane.

Show/Hide Data Preview Panel.

Scope of Analysis Panel.

Add Combined Query.

) @ [ @ @ =

Query Properties.

=] View Script: Shows the SQL select statement produced by the Query Panel.

= mnawery]  Ryuns the Query.

= cess | Close Query Panel: Gives option to apply or revert changes.

OFM
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Creating an Ad Hoc Query

From the Launch Pad, select the
Web Intelligence icon:

+ My Applications

3 The Web Intelligence screen is displayed. From here,
you can either create a new report or open an existing
report. Select the “New” icon to create a new report:

I Home ] Documents l Web Intelligence = = & l

' Web Inteligence - | rbl | | |
' a5

{b Hew [Ctrl N)

Create a Web Intelligence
document
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Creating an Ad Hoc Query

Select “Universe” for your data
source:

3

Create a Document =71 Universe screen is displayed. Scroll to the
Select a data source bottom and select the Universe you want to
[ Mo data source use and CI|Ck “Se|eCt"Z

[reate ap emphe dosyment

Universe X

] Y

L] Universe Select a universe for the query.
Select a universe as a data source.

Available Universes: i Refresh universe list
State |Name * |F{e\.fi3ic|n |Fulder
e — — T e Al
e
Ok Cancel ©  WWA EDW AFRS.unx 123 @BIR4_QAVWWA Universes
€ Wwa EDW Grigvance unx 103 @BIR4_CAWWA Universes
€ WWaA EDW Headcount and Personnel Actions.gix 132 @BIR4_QAVWWWA Universes
€ wWwaEDW Payrol.unx 112 @BIR4_QAWWWA Universes
€  wWwa EDW Quota.unx i @BIR4_QAWWA Universes
€ WWAEDW Sta ffing Aszignments.unx 140 @BIR4_CAWWVWA Universes =
€ WwaA EDW Time and Labor.unx 2o @BIR4_QAWWWA Universes T
- 3

Help on selected universe:

Select Close

OFM
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Creating an Ad Hoc Query

Query Panel is displayed with data from the selected Universe. You can
now create your Ad Hoc Query:

IU_T Query Panel v O

G addouery- | HFEE | P HF B = Run Query | f&gl Close ~

¢ Universe outline UJ Result Objects p |

WWA EDW HPA - wio Secure Data * || Objects selected and placed here will display in the report

He EF
4 %& WWA EDW Headcount and Personnel Actions [unx]
.| Achon
Education Query Filters |

p_| Employee

| Military

| Organization
| Position

| Date

| Measures

| Fiters

Where objects are added to define how to limit data returmed in a query

1 Data Preview s Refresh

| (] Query 1 4 b @

Last refresh date: (This document has never been refreshed.)

OFM
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Creating an Ad Hoc Query

Select the objects you want to include in the query and drag them to the
Result Objects pane. To add all the objects in the class [:[[»-= |/ drag

the class to the Result Objects pane.

W= s

lﬁ Query Panel

7 acdauery - ||[DEHE | P F =

B

<= Run Query | & Close ~

Business Area Code
Master Cost Center
Master Cost Center Code
Organizational Abbr
Organizational Unit
Organizatienal Unit Code
> [p_| Organization Higrarchy

> [E7] Position

» [p] Date

> [E7] Measures

> [g] Fiters

':'.:— Universe outline [ﬁ Result Objects %
WA EDW HPA - wio Secure Data - To include data in the report, select objects in the Data tab and drag them here. Click Run Query to return the data to the report.
< 4 ot
Fl ‘::- WWA EDW Headcount and Personnel Actions [unx]

> [ Action /’ Business Area Code

> [£7] Education et

> [g| Employee

> [E] Military -

. =
4 2= Organization " Query Filters t b
Business Area To fitter the query, drag predefined fiters here or drag objects here then use the Fiter Editor to define custom fiters.

f Data Preview

! Refresh

OFM
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Creating an Ad Hoc Query

Using the Headcount and Personnel Actions Universe, a simple query to
show the number of employees by Organizational Unit and Job was
Created:

[ﬁ Query Panel O X
l‘_-_JJ Add Query ~ | |0 50 B L=z | 19 e = Run Query | ;ﬂ Close ~
',‘..:— Universe outline lﬁ Result Objects &
WWA EDW HPA - wio Secur... - _ _ o _ o _

Buginess Area Code (EE) Buginess Area (EE} Organizational Unit Code Organizational Unit
) E+ =t
Job Code (EE) Job (EE} Distinct Employee Count
4 ':':- WA EDW Headcount and Perso
[ Action
Educati ) =
* I Educaton /" Query Filters 'T_H F’?E‘ T
> [L] Employee ~
g MIMEH{ ) " Actions - Exclude
> [L_] Organization
» [L_] Position }
» [ Date " Last Calendar Day of Month Values
> [L] Measures And
> [ Fiters Calendar Y'ear Month |In list v | |Enter values for ca| € |=_: -
Business Area Code (EE) |In list v | [Enter vales for Bu| €% |§_5 -
fH Data Preview 2 Refresh
4 1 (3
Lﬁ Query 1 4 1@

OFM
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Creating an Ad Hoc Query

To remove an object from the Result Objects or Query Filters panes,
select the object and click Remove at the top right corner of the pane.

To remove all objects from the Result Objects or Query Filters panes,
click Remove All at the top right corner of the pane (you will receive a
warning before they are deleted). You can also drag and drop them off
the screen.

DJ Query Panel e O X
7 Add query - | | EE | = & = Run Query | &I Close -
& Universe outline DJ Result Objects I_l)< &
VIV EDW Payroll - wi... + :
Personnel Number Wage Type Code Wage Type Amount Hours Business Area Code (EE)
[+ =1+
Business Area (EE) Perzonnel Area Code (EE) Perzonnel Area (EE) Calendar “ear Month
4 '.‘ WWA EDW Payroll [unx]
Employee =
Organization Query Filters EA Rﬁ!l ¥ |
Position r
Wage Type Wage Type Code |In list + || Enter values for We| & |:—5 -
Date
Measures =
Fil Personnel Number |In list v | |Enter values for Pei| € F -
iters - Fi N
Question HE s
Perzonnel Area Code (EE) |In list v || Enter values for Pei| €% E -
- Are you sure yvou want to delete all fiters?
Calendar Year Month |In list + | |Enter values for Ca | € |§—E - 1
f pata Preview
Yes No

OFM
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Creating an Ad Hoc Query

There are 3 options for the Query Filter. Constant, Value(s) from list, and
Prompt.

Lﬁ Query Panel Ll =R
(i addovery - || E B E | & & = = Run Query | &) Close ~
=¥ . . ) )
v Universe outline Lﬁ Result Objects 4 &
WWA EDW HPA - wio Secure Data - , ] - ] - ,
Business Area Code (EE) Business Area (EE) Organizational Unit Code Organizational Unit
elE =I=E
Job Code (EE) Job (EE} Distinct Employee Count
4 ':':- WWA EDW Headcount and Personnel
> [ Action =
> [£7 Education 7 Query Filters B = T
> [ Employee r
[ Military " Actions - Exclude
> [ Organization
» (g Position ¢ Last Calendar Day of Month Values
> [ Date And
= r.1.essures Calendar vear Month |In list v H=g
» [ Fiters
o Constant
Business Area Code (EE) |In list v
L Value(s) from list
Prompt
ff Data Preview
- r |
Lﬁ Query 1 4 b3
Last refresh date: (This document has never been refreshed.)
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Creating an Ad Hoc Query

Constant: Allows you to enter value(s) that will not change. Since these values won’t change,
they will not be displayed on the prompt screen when you run your report.

Business Area Code (EE) |In list v | {1630 E -

Constant Ix

]

! Value(s) from list
ata Preview

Prompt

Value(s) from list: Allows you to select pre-existing values from a pick list. Since these values
are pre-selected, they will not be displayed on the prompt screen when you run your report.

i He=ll
Business Area Code (EE) |In list E= | | — —
. Constant
Type a value Selected Value(s)
) Value(s) from list
hta Preview (s) l\
Pro ITIF-t v Business Area Code (EE)

0110
0120
0130
0140
0200
0350
0370
0380
0400

June 6, 2018 10:11:40 AN GNT-07:00

-

OFM
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Creating an Ad Hoc Query

Prompt: Allows you to enter a value at the prompt screen before running the report.

Businezs Area Code (EE) |In list v |E_E - ‘ ‘

o Constant

o e )
ta Preview value(z) from list

Prompt I\

i

Prompt Properties ([2:]): Allows you to determine the prompt action. If the “Optional prompt” is

not checked...it will be a required prompt and the report will not run until a valid value is
entered:

¥

Ll

Calendar Year Month [In list v | |Enter values for Ca Q-‘

Prompt text: |Enter values for Business Area Code (EE):

Q- Prompt Properties

ﬁ Prompt with list of values || Select only from list

M Keep last values selected |_| Optional prompt

|_| set default values

OK Cancel

OFM
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Creating an Ad Hoc Query

Prompt without “Optional Prompt” checked.
Red arrow means they are required and
must have a valid value entered before

running the report:

Prompt with “Optional Prompt” checked.
White check in green circle means that it’s
optional and the report can be run without

entering values.

E Enter values for Calendar “’ear Month:

Enter values for Buginess Area Code (EE):

| Type a value:

ey

rie

Calendar "ear Month

200501 P
200502
200503 -

May 1, 2018 3:31:45 PN GM...

o~

Selected Value(s)

Prompts wox
N .
=+ |* Enter values for Calendar Year Month: | T Selected Value(s)
+ |* Enter values for Business Area Code (EE):
Calendar “vear Month
200501 A
200502
20050
nnnnnn X
May 1, 2018 3:31:45 PM G...
-
Re Cancel
Prompts 2

OK

Cancel

OFM
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Creating an Ad Hoc Query

Report generated using Calendar Year Month 201804 and Business Area Code (EE) 4050.

Business

Area Distinct
Code Organizational Employee
(EE) Business Area (EE) Unit Code Organizational Unit Job (EE) Count

4050 Department of Transportation 30005482 SEC OF TRANSPORTATION & STAFF 50003338 DEPUTY SECRETARY, POLICY -TRANSPORTATION 1
4050 Department of Transportation 30005482 SEC OF TRAMSPORTATION & STAFF 50003356 ASSIST SECY, ENGINEERING AMD REGMNL OPERS 1
4050 Department of Transportation 30005482 SEC OF TRANSPORTATION & STAFF 50003596 SECRETARY DOT 1
4050 Department of Transportation 30005482 SEC OF TRAMSPORTATION & STAFF 50003609 COMNF. SECRETARY 1
4050 Department of Transportation 30005482 SEC OF TRANSPORTATION & STAFF 50003611 CONF SEC-DOT 1
4050 Department of Transportation 30005482 SEC OF TRANSPORTATION & STAFF 50003612 COMF SEC DOT 1
4050 Department of Transportation 30005482 SEC OF TRANSPORTATION & STAFF 51000780 ADMINISTRATIVE ASSISTANT 3 1
4050 Department of Transportation 30005482 SEC OF TRAMNSPORTATION & STAFF 51004200 DEPUTY CHIEF ENGINEER - DOT 1
4050 Department of Transportation 30005483 GOVERMMEMTAL RELATIONS 50000314 MAMAGEMENT AMALYST 4 1
4050 Department of Transportation 30005483 GOVERMMEMTAL RELATIONS 50000315 MAMAGEMENT AMALYST 5 1
4050 Department of Transportation 30005483 GOVERMMEMTAL RELATIONS 50003348 DIR INTERGOYV REL 1
4050 Department of Transportation 30005483 GOVERMMEMTAL RELATIONS 50003608 COMNF SEC-DOT 1
4050 Department of Transportation 30005483 GOVERMMEMTAL RELATIONS 50003922 WMS BAMD 2 1
4050 Department of Transportation 30005486 ALDIT INVESTIGATIONS 50000593 AUDIT SPECIALIST-DOT 2 1
4050 Department of Transportation 30005486 ALDIT INVESTIGATIONS 50000598 AUDIT SPECIALIST-DOT4 3
4050 Department of Transportation 30005486 ALDIT INVESTIGATIONS 50003921 WMS BAMD 1 2
4050 Department of Transportation 30005486 ALDIT INVESTIGATIONS 50003922 WMS BAMD 2 3

OFM
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Creating an Ad Hoc Query

To add a break by Organizational Unit Code:

1. Select the column (the column, not the header) to add the
break to.

2. Under the Analysis/Display tab, select “Break > Add Break”.
3. ABreak is added to the report by Organizational Unit Code.

To sum the employee count for each Organizational Unit:
4. Select the Distinct Employee Count column.
5. Under Analysis/Functions, select Sum (should be done

AFTER the Break is done to have the total for each Break.).

Analysis |

Page Setup |

= || Group - |

# Display Conditional

-= Break - | ‘%l Sort -

Unit/Job

Add Break %

Manage Breaks...

Anslysie || Page Setup |

Re;

/" Display | Conditional | Interact Functions. |

- | = Break ~ | #] S0t - |_2 Sum |+ |n Count More -

% i % |=[Distinet Employee Count] -

Create/remove a Sum

Business
Area calculation

Code —
Unit Code

Distinct
Employee

[(=5] Business Area (EE) Organizational Unit Joh (EE) Count
4050 Department of Transportation 30005482 SEC OF TRANSPORTATIOMN & STAFF 50003338 DEPUTY SECRETARY, POLICY -TRANSFORTATION -
4050 Department of Transportation SEC OF TRANSPORTATION & STAFF 50003356 ASSIST SECY, ENGINEERING AND REGML OPERS 1

0 0
0 0
Transportation SE
Transpartation SE
Transportation SE
Transpartation SE

Business
Area
Code
(EE)

Organizational
Business Area (EE) Unit Code

Organizational Unit

Distinct
Employee
Job (EE) Count

50003338 DEPUTY SECRETARY, POLICY -TRANSPORTATION
50003356 ASSIST SECY, ENGINEERING AND REGNL OPERS
50003596 SECRETARY DOT

50003609 CONF.SECRETARY

50003611 CONF SEC- DOT

50003612 CONF SEC DOT

51000780 ADMINISTRATIVE ASSISTANT 3

51004200 DEPUTY CHIEF ENGINEER - DOT

Th e re o rt n OW h aS a total e m IO ee 4050 Department of Transportation 30005482 SEC OF TRANSPORTATION & STAFF
p p y 4050 Depanment of Transportation SEC OF TRANSPORTATION & STAFF

Cou nt for eaCh Org anlzatIOna| U nlt. 4050 Department of Transportation SEC OF TRANSPORTATION & STAFF
4050 Depanment of Transportation SEC OF TRANSPORTATION & STAFF

4050 Department of Transportation SEC OF TRANSPORTATION & STAFF

4050 Department of Transportation SEC OF TRANSPORTATION & STAFF

4050 Department of Transportation SEC OF TRANSPORTATION & STAFF

4050 Department of Transportation SEC OF TRANSPORTATION & STAFF

30005482

|- = - 4 4 4 4 L

Sum:
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To remove a break from your report: [ Anayss | Page sewp |

1. Select the column (the data in the column, not the header) || o==] s
that the break was added to. || croue - | [EipraFll £ son -

2. Under the Analysis/Display tab, select the dropdown and -
click “Remove Break”. "2 RemoveBreak N

Init/Job

Remove Al Breaks

Manage Breaks...

The Break is removed from your report:

Business Area Organizational Job Code Distinct Employee
Code (EE) Business Area (EE) Unit Code Organizational Unit ((=5] Job (EE) Count

4050 Department of Transportation 30005482 SEC OF TRANSPORTATION & STAFF 50003338 DEPUTY SECRETARY, POLICY -TRAMNSPORTATION 1
4050 Department of Transportation 30005482 SEC OF TRANSPORTATION & STAFF 50003356 ASSIST SECY, EMGINEERIMG AMD REGML OPERS 1
4050 Department of Transportation 30005482 SEC OF TRANSPORTATION & STAFF 50003596 SECRETARY DOT 1
4050 Department of Transportation 30005482 SEC OF TRANSPORTATION & STAFF 50003609 CONF. SECRETARY 1
4050 Department of Transportation 30005482 SEC OF TRANSPORTATION & STAFF 50003611 COMF SEC- DOT 1
4050 Department of Transportation 30005482 SEC OF TRANSPORTATION & STAFF 50003612 COMNF SEC DOT 1
4050 Department of Transportation 30005482 SEC OF TRANSPORTATION & STAFF 51000780 ADMIMISTRATIVE ASSISTANT 3 1
4050 Department of Transportation 30005482 SEC OF TRANSPORTATION & STAFF 51004200 DEPUTY CHIEF EMGIMEER - DOT 1
4050 Department of Transportation 30005483 GOVERNMENTAL RELATIONS 50000314 MAMAGEMEMT AMALYST 4 1
4050 Department of Transportation 30005483 GOVERNMENTAL RELATIONS 50000315 MAMAGEMEMT AMALYST 5 1

The sum iS Stl” on the DiStinCt 50002552 TRAMSPORTATION TECHMICAL EMGIMEER 1

Employee Count column (last page
of the report):

50003922 WMS BAMD 2 1
50003923 WMS BAMD 3

[

sSum: 7,011
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Adding a section to an ad hoc query on a specific field such as Organizational Unit will
group the report into sections by the specified field.

To add a section to your report:

1. Select the column (not the column header) to add the
section break to.

2. Under the Report Element/Tools tab, select “Set as

Section”.

Once the section has been set, the section object will be removed
from the body of the report and added as a header to each section.

| /" Tools | Position | Linking |

-H:lf Turn Into = ||_§jj Set as Section

lag
Setas Section

Create a section on the
selected object

SEC OF TRANSPORTATI

SEC OF TRAMSPORTATI
SEC OF TRAMSPORTATI
SEC OF TRAMSPORTATI

SEC OF TRAMSPORTATI

The sum can be added before or after adding the section.

30005486

Business

Area
Code
(EE)

4050
4050
4050
4050
4050

Business Area (EE)

Department of Transportation
Department of Transportation
Department of Transportation
Department of Transportation

Department of Transportation

Organizational Unit

AUDIT INVESTIGATIONS
AUDIT INVESTIGATIONS
AUDIT INVESTIGATIONS
AUDIT INVESTIGATIONS
AUDIT INVESTIGATIONS

50000593
50000598
50003921
50003922
50003924

Distinct

Employee

Job (EE) Count
AUDIT SPECIALIST - DOT 2 1
AUDIT SPECIALIST - DOT 4 3
WMS BAND 1

WMS BAND 2 3
WMS BAND 4 1
Sum: 10
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To remove a section from your report:

1. Right click on the Organizational Unit Code 130005482 [ — .
header Business Copy CtrkC
Code
H ” H 58
2. Select “Delete/Cell and Section” (this removes the [[i5 oae PORTATION & STAFF
section but does not add the object back into the |..s Depa [PORTATION & STAFF
report, Delete Cell only removes the cell — it 4050 Depa —2=C - cel ony

Clear Contents | Cell And Section |

doesn’t not remove the section). 4050 Depa

3. Add Organizational Unit Code back into the report.

Business

Area Er
e E

{EE) Business Area (EE) U1 yanmizaiivial it

40580 Department of Transportation ACCOUNTIMG & FINAMCIAL SERVICES

Business

Area Distinct
Code Organizational Employee
{EE) Business Area (EE) Unit Code Organizational Unit Joh (EE) Count

4050 Department of Transportation 30005482 SEC OF TRANSPORTATION & STAFF 50003338 DEPUTY SECRETARY, POLICY -TRANSPORTATION 1
4050 Department of Transportation 30005482 SEC OF TRANSPORTATION & STAFF 50003356 ASSIST SECY, ENGINEERING AMD REGHL OPERS 1
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To add a chart to your results that displays the Distinct Employee count by Organizational
Unit Code:

- - - - | H s ~ n TR - 0 - Tr t' " IU
1. Right click on any object in the s
4050 portation 30005548
header. .
4050 Copy Bt ontation 30005548
2. Select Turn into = More 4050 Pasts portation 30005548
Transformations... 4050 | Paste Speca ALY portation 30005548
4050 T portation 30005548
4050 - » |portation 30005548
4050 3¢ Dot _— portation 30005548
4050 portation 30005548
Clear Contents
4050 portation 30005548
sos0 T hnrtafinn 30NNAA4R
1050 | lianioin * 1 ] verticalTable
4050 fx  Edit Formula... Ctri+Enter F7  Horizontal Table
4050 Linking " Cross Table
5 Assign Reference. .
4050 . il | Column Chart
¥ Start Drill
4050 e 4  Line Chart
4050
——— @  PieChart
Filter r
Ranking . ?ﬁ More Transformations...
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Creating an Ad Hoc Query

3. Select the chart option you want to use from the Turn into screen.

4. Select the objects to display in your chart.

Turn into

Tables
Bar

Box

Column

Gauge
Geographic
Line

Map

Pie

Point

Radar

Tag Cloud
Tile
Waterfall

|"||| ikl ..u’/.iiﬁ M |

Column Chart [Column Chart Combined Combined Stacked
With 2 Column Line  Column Line  Column Chart
nnll 'ﬂh
100% 30 Column
Stacked Chart

Column Chart

A chart constructed of vertically oriented rectangular bars. The height of the
rectangles are proportional to the values associated to different category

items.

= Wirtual dimension composed of
Measure Name iz restricted to one

oCccurrence

3

Category Axis

Business Area Code ...

Business Area (EE)

Organizational Unit C...

Organizational Unit
Job Code (EE)
Job (EE)

Value Axis 1

Distinct Employee Co...

Region Color

(Optional)

+ [+ (B B+ (B (B

XXX XXX

X

oK Cancel

Apply
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Adding chart by Organizational Unit Code (filtered example to one Organizational Unit).

» The report has been turned into a chart filtered by one Organizational Unit, Job, and
number of employees in each Job.

» Putting your cursor over a column in the graph will give you the information for that

column. )
14
12 -
E 10-
=]
[
=
E s-
T
=
B og-
= Organizational Unit : EXTERNAL CNVIL RIGHTS
Job (EE) : PROGRAM SPECIALIST 3
2 - Business Area Code (EE) : 4050
Buziness Area (EE) : Department of Tranzportation
0 - Organizational Unit Code : 30005450 |
~ - E g - - Job Code (EE) : 50.000301e8
E = = 2 = == == Distinct Employee Count @ 12
g < [ o = = = = o = = 3 < o
o, & 24 g2 g3 gz gz = = =
== = N ] (] (]
=2 £ 3£ &2 EX E&f Ef § E &
E< =1 =Q & o o
< & E [ &
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To change a chart back into a table report: ¥ | o
1. Right click in the chart. B copy CtrieC
2. Select “Turn into.
X Delete Delete .
3. Select either an individual table type or [ e Sl [E | verscaiTati
click More Transformations... Fesenpe B Honzontl Taoe
L " Ej Cross Table
¥ StartDril gl Columm Chart
:It:r " %  Line Chart
. . @  Pie Chart
Order . EZT Maore Transformations...
SERFCANCANE
1% Format Chart... :E EE EE EE
& Publizh as Web Service g E g E g E g
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Creating an Ad Hoc Query

4. Select Tables and choose a table type. If you didn’t use all the objects from your query
in the chart, you’ll need to add them back to the report.

Turn into il
| == | — ) - Horizontal Axis
Bar I I___ 3 Organizational Unit C... ~|| + X
Box | d E | Organizational Unit -+ *
E‘oﬁl:lmen Horizontal \;‘ertical_at:l'e CrossTab Form Job (EE) | |t X
Seo;raphic able Distinct Employee Co... -| | + X
Line
Map Horizontal Axis
Pie Business Area Code (EE) ||+ = X
Point Business Area (EE) T+ e
Radar
Tag Cloud Organizational Unit Code -+ - X
Tie Organizational Unit |+ = X
Waterfall Vertical Table
“ertical tables display header cells at the top of the table and the Job Code (EE) - |+ - )(
corresponding data in columns. Jab (EE) NI E x
Distinct Employee Count -+ -
oK Cancel Apply
To add objects back into the report:
5. Click the + next to an object to add a new field.
6. Select the object from the drop down list box. g — Apply
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Result: Your report will be changed back to a table report

Distinct

Business Area Organizational Employee
Code (EE) Business Area (EE) Unit Code Organizational Unit Joh Code (EE) Joh (EE) Count

4050 Department of Transportation 30005482 SEC OF TRAMSPORTATION & STAFF 50003338 DEFPUTY SECRETARY, POLICY -TRANSPORTATION 1
4050 Department of Transpartation 30005482 SEC OF TRAMSPORTATION & STAFF 50003356 ASSIST SECY, ENGINEERING AND REGMNL OPERS 1
4050 Department of Transportation 30005482 SEC OF TRAMSPORTATION & STAFF 50003596 SECRETARYDOT 1
4050 Department of Transportation 30005482 SEC OF TRAMSPORTATION & STAFF 50003609 CONF. SECRETARY 1
4050 Department of Transportation 30005482 SEC OF TRAMSPORTATION & STAFF 50003611 CONF SEC-DOT 1
4050 Department of Transpartation 30005482 SEC OF TRAMSPORTATION & STAFF 50003612 COMNF SEC DOT 1
4050 Department of Transportation 30005482 SEC OF TRAMSPORTATION & STAFF 51000780 ADMINISTRATIVE ASSISTANT 3 1
4050 Department of Transportation 30005482 SEC OF TRAMSPORTATION & STAFF 51004200 DEFUTY CHIEF ENGINEER - DOT 1
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Report Element [ Format | Data Access Analysis Page Setup |
To add a Filter to your report: Ve —
y p I Fitter '|| il Ranking = | =8 Input Controls ~ || Group = | S Break - | 4] 4
1. Select the column (not the column HLY, asre

header) to add the Filter.
2. Select Filter > Add Filter.

Fiter by a New Input Centrol...

0
k050 Department of Transportation 30
fos0 Department of Transportation
The “Report Filter” Screen is displayed. Josb_ | DeparmentofTransportaton
fos0 Department of Transportation
tos0 Department of Transportation
#0550 Department of Transportation
. Ha50 Department of Transportation Ll
Select the value you want to filter on e
» Block 1 * Add fiter ¥ TR

and add it to the “Selected Value(s)”
section.

Click OK or Apply

Organizational Unit Code  |In list

| Type a value: 300054&2{

Selected Value(s)

L]

Organizaticnal Unit Code |

30005482
30005483
300054886
30005487
30005483
30005480
30005454
30005487

oK Cancel Apply
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Adding a Filter to the report.
» Your report will display the data specified in your Filter

Distinct

Business Area Organizational Employee
Code (EE) Business Area (EE) Unit Code Organizational Unit Joh Code (EE) Joh (EE) Count

4050 Department of Transportation 30005482 SEC OF TRAMSPORTATION & STAFF 50003338 DEFPUTY SECRETARY, POLICY -TRANSPORTATION 1
4050 Department of Transpartation 30005482 SEC OF TRAMSPORTATION & STAFF 50003356 ASSIST SECY, ENGINEERING AND REGMNL OPERS 1
4050 Department of Transportation 30005482 SEC OF TRAMSPORTATION & STAFF 50003596 SECRETARYDOT 1
4050 Department of Transportation 30005482 SEC OF TRAMSPORTATION & STAFF 50003609 CONF. SECRETARY 1
4050 Department of Transportation 30005482 SEC OF TRAMSPORTATION & STAFF 50003611 CONF SEC-DOT 1
4050 Department of Transpartation 30005482 SEC OF TRAMSPORTATION & STAFF 50003612 COMNF SEC DOT 1
4050 Department of Transportation 30005482 SEC OF TRAMSPORTATION & STAFF 51000780 ADMINISTRATIVE ASSISTANT 3 1
4050 Department of Transportation 30005482 SEC OF TRAMSPORTATION & STAFF 51004200 DEFUTY CHIEF ENGINEER - DOT 1
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To remove a Filter from your report:

1. Select the column (not the column
header) that the Filter was added to.

2. Select Filter > Remove Filter.

A message will be displayed asking if you are
sure you want to delete the filter.

Ques=stion

= Are you sure you want to delete zelected fiter?
1

Yes

Mo

Fiters | Data Tracking | ./ Display | Conditional |
I dfl; Ranking = | =B Input Controls = || Group = | = Break ~ | %]
E_] F Add Fiter

#  Edit Filter

¥ Remove Fiter I}

Fitter by a Mew Input Control...
7 I.
0 0 0

MO&0 Departtment of Transportation

MOs0 Department of Transportation

MOo&0 Department of Transportation 30005482
Hos0 Department of Transportation 3000548 2
MO&0 Department of Transportation 30005482
MO&0 Department of Transportation 300054 E 2
MO&0 Departtment of Transportation 30005482
MOs0 Departtment of Transportation 2

3. Select “Yes” if you are sure.
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Removing a Filter from the report.
» The Filter is removed and your report displays all the data

Business Area Code (EE)

4050
4050
4050
4050
4050
4050
4050
4050
4050
4050
4050

Business Area (EE)

Department of Transportation
Department of Transportation
Department of Transpartation
Department of Transportation
Department of Transportation
Department of Transportation
Department of Transportation
Department of Transportation
Department of Transportation
Department of Transportation

Department of Transportation

Organizational Unit Code

30005482
30005482
30005482
30005482
30005482
30005482
30005482
30005482
30005483
30005483
30005483

SEC OF TRAMSPORTATION & STAFF
SEC OF TRAMSPORTATION & STAFF
SEC OF TRANSPORTATION & STAFF
SEC OF TRAMSPORTATION & STAFF
SEC OF TRANSPORTATION & STAFF
SEC OF TRAMSFPORTATION & STAFF
SEC OF TRANSPORTATION & STAFF
SEC OF TRAMSFPORTATION & STAFF
GOVERNMEMTAL RELATIONS

GOVERNMENTAL RELATIONS

GOVERNMEMTAL RELATIONS

Job Code (EE)

50003338
50003356
50003596
50003609
50003611
50003612
51000780
51004200
50000314
50000315
50003348

Joh (EE)
DEPUTY SECRETARY, POLICY -TRANSPORTATION
ASSIST SECY, ENGINEERING AND REGMNL OPERS
SECRETARY DOT

CONF. SECRETARY

CONF SEC- DOT

CONF SEC DOT

ADMINISTRATIVE ASSISTANT 3

DEPUTY CHIEF ENGINEER - DOT

MANAGEMENT ANALYST 4

MANAGEMENT ANALYST 5

DIR INTERGOV REL

Distinct Employee Count

Avm\adqsis’

Y I

re

/

/
—

~N
N\

8t L
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Creating an Ad Hoc Query

To add a Quick Filter to the report: snatysis (G
1. Select Analysis/Interact tabs and click L ey (oo e .
“Fllter Bar”. r | | & Drill -] Wg Flrt&rr\Eﬁr B Outline
ThIS addS a “Filter” OptIOn under the gvﬂﬁpubjectsheretu add 5implerepurtfilters.|
FOFmU|a Bar 4 9 EE EEI;?;::;E:EE:ITEE: =[Organizational Unit Cocle]
Business Area Cn:ie (EE})
Job (EE}) i
2. From the Available Objects, drag and sl - mDrgﬂmzmmuﬂmEL
drop the object you want to use in E— AL Orgenizatonal Unk Code 5
your Quick Filter. sonoesss
;DDD;-‘-S?
20005488
3. Use the dropdown arrow and select e K

the value to filter on.

=R 30005490

EE Count by Org Unit/Job

Results: Report is filtered by the value
entered in the Quick Filter (Quick Filter

Business Area Code (EE) Business Area (EE) Organizational Unit Code
only allows one filter selection per object)_ 4050 Departmentof Transportation | 30005490

4050 Department of Transportation | 30005450

4050 Department of Transportation 30005450
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To remove a Quick Filter from your report:

1. Select Analysis/Interact tabs and click “Filter Bar”.

Analysis Page Setup |

'_/ Drisplay | Conditional |:’ Interact | Functions

| | ¥ Dril =]/ Fiter Bar

The “Filter” option under the Formula Bar is removed, but if you didn’t set the quick filter back
to display all objects before removing the Filter Bar, the Filter is still active and filtering the
report for the value that was entered in the Quick Filter. You will need to manually remove the
filter.

To manually remove the filter:

2. Select Analysis/Filters tabs an click the “Filter” option.

Report Element | Format | Data Access | Analysis
'_/ Filtars | yata Tracking '_/ Dizpla
i Fitter = | =B Input Controls =

OFM

OFFICE OF FINANCIAL MANAGEMENT

79



Creating an Ad Hoc Query

3. From the Report Filter screen, select the filter to
remove and click the “Filter Remove” icon

4. Click OK or Apply.

Business Area Code (EE)

Results: The filter is removed and
all data is back in the report. 1050

4050

4050

Report Filter

EE Count by Org UnitlJob

=
2
fAddﬂner%

4 [2] EE Count by Org Unit/Job

jVerticalTable Block 1 Organizational Unit Code  |Egqual to L4

Type a value:

Selected Valug(s)

b 30005500

Values.

i) To see the content of the list, click Refresh

Business Area (EE) Organizational Unit Code

Department of Transportation 30005482
Department of Transportation 30005482
Department of Transportation 30005482
Department of Transportation 30005482
Department of Transportation 30005482
Department of Transportation 30005482
Department of Transportation 30005482
Department of Transportation 30005482
Department of Transportation 30005483
Department of Transportation 30005483
Department of Transportation 30005483

Organizational Unit

SEC OF TRANSPORTATION & STAFF
SEC OF TRANSPORTATION & STAFF
SEC OF TRANSPORTATION & STAFF
SEC OF TRANSPORTATION & STAFF
SEC OF TRANSPORTATION & STAFF
SEC OF TRANSPORTATION & STAFF
SEC OF TRANSPORTATION & STAFF
SEC OF TRANSPORTATION & STAFF
GOVERMMEMNTAL RELATIONS

GOVERMMEMTAL RELATIONS

GOVERNMEMTAL RELATIONS
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There are multiple Operators available when
creating a filter...you access them by selecting
the dropdown arrow:

Query Filters

Calendar Year Month | [in list v | [Enter values for ca| €% |E—E -
In list

Not in list

Equalto

Mot Equal to

Greater than

Greater than or Equal to
Less than

Less than or Equal to

Equal To

Equal to the specified value

{Business Area} Equal To Business Area “4050” returns data for
4050 only

Not Equal To

Not equal to the specified value

{Business Area} Not Equal To Business Area “4050” returns data for
all other Business Areas

Greater Than

Greater than the specified value

{Age (Years)} Greater Than “55” returns data for data over “55”

Greater Than or Equal To

Greater than or equal to the specified value

{Age (Years)} Greater Than or Equal To “55” returns data for 55 and
over

Less Than

Lower than the specified value

{Age (Years)} Less Than “55” returns data for data under 55

Less Than or Equal To

Lower than or equal to the specified value

{Age (Years)} Less Than or Equal To “55” returns data 55 and under

Between

Between two values; including these values

{Age (Years)} Between “45” and “55”, retrieves data for 45 thru 55

Not Between

Outside the range of two specified values

{Age (Years)} Not Between 45 and 55 retrieves data for all not
between 45 and 55

Continued...
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Operators continued...

{Business Area} In List ‘2250;3100;4707’ returns data for 2250, 3100,

In List Same as values specified and 4770 only
. . . {Business Area} Not In List ‘2250;3100;4770’ excludes data for 2250,
Not In List Everything other than values specified 3100, and 4770
Which there is no value entered in the . : .
Is Null ! I val ! Is Null retrieves objects with no value entered
database
Is Not Null For which there is a value Is Not Null retrieves objects with value entered

Matches Pattern

Includes a specific string that is like a
value

{Program Index} Matches Pattern ‘15%’ retrieves data for any
Program Index that begins with 15

Different From Pattern

Excludes a specific string that is like a
value

{Program Index} Different From Pattern ‘15%’ retrieves data for any
Program Index that does not begin with 15

{Business Area} Both “3100” and “4050” returns data for “3100” and

value

Both Corresponds to two specific values *4050” only
t ifi I . .
Corresponds to one specified value qu {Business Area} Except option “3100”, excludes “3100” from data
Except does not correspond to another specified

results
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To add an object to a report:

1. Select the object you want to add to
your report.

2. Drag and drop the object where you
want it to appear in the report. The
drop location determines how it will
display in the results.

Consolidated Technology Svcs
d Adds the object as a new column to the left.

Consolidated Technology Sves . .
oy Adds the object as a new column to the right.

SN HENNG CIERe Replaces the current column.

Consolidated Technology Sves
= Adds the object as a new row above.

Consolidated Technalogy Svcs

Adds the object as a new row below.

In the example below, the Business Area (EE) object was added as a new column to
the right of the Business Area Code (EE) object.

Business Area Code (EE) Business Area (EE) Organizational Unit Code

Department of Transportation 30005482
Department of Transportation 30005482
Department of Transportation 30005482

Department of Transportation 30005482

Business Area Code (EE) Organizational Unit Code
4050 ] IEE L

=[Business Area (EE)]
40&80 Jpouodsz
40&80 ap00&482
4050 apoosdaz
40&80 3po00s4e2
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s x o |=[Business Area (EE)]

To remove objects from your report:

4 | EE Count by Org Unit

1. Select the object you want to remove . EE Count by Org Unit/ob
from your report.

Organizatienal Unit
Organizatienal Unit Code %}
Distinct Employee Count

[ Variables

[E0) References -t 4080 Department of Transportation 0005482

2 . D rag an d d I'O p th e O bJ eCt I ntO th e 4050 Department of Transportation 0005482

=[Business Area (EE{ 150 Department of Transportation 0005482

“Available Objects” pane, that removes

- () 0 0 0
it from the report.
Department of Transporatir—— ==%=== o
1 K cut Ciri+X
Department of Transportatis
Note: You can also right click and select Department of Transportati| 2 CoPY CtrieC
De I ete . Department of Transportati
Department of Transportatii
Department of Transportatis
Department of Trans portatiy A "
Department of Transportatit X Delete — |

Business Area Code (EE) (rganizational Unit Code
Results: Business Area (EE) field has been 4050 0005482
removed. 4050 0005482

4050 hO0054a82

4050 0005482
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Managing Sorts

» Even if no sorting has been applied, the
table is sorted by default. The dimension
and detail objects are sorted from left to

Analyziz | Page Setup |

right in ascending order.

» The default sorting is in effect, so the table
is sorted by Job Code (EE).

To change the sort by the Job (EE) field:

1. Select Job (EE) on any part in the
report...header will work also.

HC

| Display | Conditional | Interact | Funct
| “Z Break - |||2] sort -
ob (EEJ]) v' MNone

%l Ascending

Joh Code fl Descending
(EE) Joh (EE)

50000188 IT SYSTEMSE

Advanced...

50000188 ITSYSTEME o
50000188 IT SYSTEMSIAPP SPEC B

[
by

2. Select Analysis - Display =
Sort/Ascending.

Results: Sort order is now on Job (EE).

Joh Code
(EE) Job (EE)

51000780 | ADMINISTRATIVE ASSISTANMT 3
51000781 | ADMINISTRATIVE ASSISTANT 4
51000781 | ADMINISTRATIVE ASSISTANT 4
50000260 | ADMINISTRATIVE ASSISTANMT 5

50000260 | ADMINISTRATIVE ASSISTANMT 5

Continued...
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Managing Sorts, continued...

» The Advanced option in the sort menu allows you
to add, edit, and remove sorts, as well as change
the priority of the sort.

To change the sort priority of a report: ||/Anar,rs-s Page Setup |
. . Disply || Conditional | Intersct | Functions
1. Click anywhere in the table results. o] o5 s - e, o
2. Select Analysis - Display = Sort. iob (EE)) None
%l Ascending
3. Click the dropdown arrow and select “Advanced”. 2] | pescending

EE Count by Org

Remove All Sorts

Advanced...

Job Code

(EE) Joh (EE) Pay Type (EE)

51000780 ADMIMNISTRATIVE ASSISTANT 3 Mon-Represented

51000780 ADMIMNISTRATIVE ASSISTAMT 3 WFSE

Continued...

OFM
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Creating an Ad Hoc Query

Managing Sorts, continued...

4. Select Pay Type (EE) and click the up arrow
until the Pay Type (EE) object is at the top of | ™™ "=
the priority list. e _
Order: Manage Sorts o »
. ‘%lAscend
5. Click Apply or OK. 4 [ Wertical Table: Block 1 |  Priority:
Sort: "1 Pay Type (EE) e
A i1 Job Code (EE)
Re it Job (EE) e
Cancel
Results: Sort order is now by Pay Type (EE), Job Code (EE), Job (EE).
Job Code
(EE) Job (EE) Pay Type (EE)
50000274 OFFICE ASSISTANT 3 Coalition
50001304 COMMUNICATIONS OFFICER 4 Coalition
50001304 COMMUNICATIONS OFFICER 4 Coalition Continued...

OFM
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Creating an Ad Hoc Query

Managing Sorts, continued...

» The Advanced option in the sort menu also allows you to create a “Custom Order” for

your sort.
To create a custom sort order: IV “anaiysis | page setun |
|| Diplay || Conditional | < Iniermet ) Functions ||
) . = Break - | |2] sod |- ount More
1. Click anywhere in the table results. | == ereak - | [Blsorl [ 1 Count M
Lob (EEN LIIE
2. Select Analysis - Display = Sort. Ascending
El Descending
3. Click the dropdown arrow and select EE Countby Org
“Advanced” Advanced...

Job Code
(EE) Joh (EE) Pay Type (EE)

51000780 ADMIMISTRATIVE ASSISTANT 3 Mon-Represented
51000780 ADMIMISTRATIWE ASSISTANT 3 WFSE

OFM
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Creating an Ad Hoc Query

Managing Sorts, continued...

1. Select the “Values” button under “Custom Order”.

2. Order the sort how you want it and click OK.

Values to add in list:

[Type new value here

Custom Sort: Pay Type (EE) # X

Customized ascending list:

MNon-Represented

WSF

OK Cancel

E’
< ] =
-

Manage Sorts

4 j ertica able-_Blo
Job Code (EE)
11 Job (EE)

Priority:
-

-

Order:

‘%l Ascending

3. Atthe “Manage Sorts” display, click Apply or OK.

Results: Report is sorted by the Custom Order.

Sort:
Add...
Remove
Custom Order:
Values...
s
Cancel Apply
Joh Code Pay Type
(EE) Job (EE) (EE)
50000188 IT SYSTEMS/APF SPEC 6 WFSE
50000188 IT SYSTEMS/APF SPEC 6 WFSE
50000188 IT SYSTEMS/APF SPEC 6 WFSE
50000188 IT SYSTEMS/APF SPEC 6 WFSE
50000188 IT SYSTEMS/APP SPEC 6 WFSE
50000188 IT SYSTEMS/APP SPEC 6 WFSE
50000188 IT SYSTEMS/APP SPEC 6 WFSE

Pay Type
Code (EE)

01
01
01
01
01
01
01

OFM
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Creating an Ad Hoc Query

You have the ability to delete queries that are your s -
own. m——wm
To delete a personal ad hoc query: s
1. Right click on the query or queries you want to EW ,
delete (hold down Ctrl key to select multiple S
queries). = oo

Title ~
2HR. Management Agig
New >
Affirmative Action b
Affirmative Action F Create Shortcut in My Favorites
Age Ranges [ Perce:
Age Ranges/Percent

en) O
Appointment Status Changes P 1
Baseline for Layoff Seniority Calculatio i

W

2. Select Organize - Delete.

Classification Tumover

8
&
8
|
8
8
&
8
8

You will get a popup box asking if you are sure you
want to delete the query.

Diversity - New Hires

elete b . .
. 3. Click OK if you are sure you want to delete your
?re you sure you want to delete the selected items: Test q ue ry(S) ]

o)

Results: Query(s) are deleted.

OFM
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Activity 3: Scripted Ad Hoc Query

QUELEZ 10¢
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Creating Multiple Queries

Learning Objective:
» Create multiple queries

» Combine multiple queries

» Understand when merging dimensions is necessary

7 query Panel w0 x
t_j'J Add Query ~ | | I & e 2 | ’9 2?' B ' Run Queries ~ | ;ﬂ Close ~
W Universe outline (7 Result Objects %
WA EDW Staffing Assignm... = N

Job Clazs Abbr (POS) Job Code (POS) Job (POS) Personnel Number Number of Positions
e 4 S
Number of Positions - Multiple Occupancy Position Position Code
4 Tk WWA EDW Staffing Assignments
> [g] Employee
> [ Job 7 Query Filters (7 i) T
> [E7] Organization
> [ Position Business Area Code (POS) |In list v | |Enter values for Bu | €k F -
> [g] Date
> [L7] Measures =
>[I Fitters Ang Calendar Year Month  [In list + | |Enter values for Ca | € F -
' Last Calendar Day of Month Values
7 Data Preview i Refresh
- i1} 3
-l[ﬂ SA Query [Tl HPA Query 4 F B

OFM
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Merged Dimensions

» Web Intelligence allows you to synchronize data from multiple queries or data
providers by merging dimension objects.

» Merging dimensions is the only way to combine data from different data
sources in a report.

» You can define multiple data providers when you create a new document or
add more data providers to an existing document.

» Merged Dimensions may be necessary when:

d Measures need to be calculated at a different granularity in the same ad
hoc query.

L A field or measure is not available in the current universe but is available
In another universe.
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Merged Dimensions Data Values...

Rules when merging dimensions

>

YV V V V

Y VY

Only dimensions defined in the universe can be merged. You cannot merge variables.
Objects must have the same data type. You cannot merge a number with a string.

Any number of queries can be merged. There is no limit.

Any number of dimension objects can be merged between two queries. Again, no limit.

Values are case-sensitive. So, if the values are the same, but of different case, they will
not match. They will be shown as different values.

Measures cannot be merged. Measures must be calculated with a formula or variable.

If you want to build a different query on a universe already included in the document,
you can duplicate the existing query on that universe and then modify it, instead of
starting from scratch.

You must run the query first before you are allowed to duplicate the query.

Duplicated Queries always use the same data source as the query they were duplicated
from.

OFM
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Merged Dimensions Data Values...

Once two or more queries have been created, you can merge the objects in the

dimensions.

To merge objects:

1. Locate the objects to merge in the
Available Objects pane.

2. Holding down the control key on the
keyboard, click on the first objects to
be merged (must be the same type).

3. Right mouse-click and select Merge.

4. Repeat until all fields are merged.

4 | Merge Data
Job (POS) (SA Data)
Job (POS) (HPA Data)
Job Code (POS) (SA Data)
Job Code (POS) (HPA Data)

Personnel Area Code (POS) (SA Data)
Personnel Area Code (POS) (HPA Data)

Distinct Employee Count
Number of Positions
Variables

References

F ]

b d

Ierge Diata

Job (POS) (SA Datal

Job (POS) (HPA Dat Merge

Job Lode (FUS) (55
Job Code (POS) (HF .
Personnel Area Code (POS) (SA Data)

Personnel Area Code (POS) (HPA Data)

Distinct Employee Count
Number of Positions

4 -p| Merge Data

4 Job (POS
Job (POS) (SA Data)
Job (POS) (HPA Data)
4 Job Code (POS)
Job Code (POS) (SA Data
Job Code (POS) (HPA Data)
4 Personnel Area Code (POS)
Personnel Area Code (POS
) Personnel Area Code (POS)

(SA Data)

(HPA Data

Distinct Employee Count
Number of Positions
Variables

References

OFM
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Merged Dimensions Data Values...

To add merged dimension objects to a report:
Click on an existing report tab at the bottom of the report and select Add Report.

|I"1 Add Report |

|?£1 Duplicate Report

[2) Report 1 I'i Delete Report

Rename Report

WMove Report

Format Report...

An empty report will open and an additional report tab will be added.

M

L~ File | Properties |

Report Element [ Furmat} Data Access | Analysis [ Page Setup |

H-15 6| L

| = | & =

- '_/ Data Providers | Tools

|:j_ New data provider ~ | Dﬁ Edit 22X Purge ~ | = -

'_/ Ciata Objects |

i New Variable |

Merge

4 | Merge Data

4

4

'l

Job (POS)
Job (POS) (SA Data)
Job (POS) (HPA Data)
Job Code (POS)
Job Code (POS) (SA Data)
Job Code (POS) (HPA Data)
Personnel Area Code (POS)
Personnel Area Code (POS) (SA Data)
Personnel Area Code (POS) (HPA Data)
Distinct Employee Count
Number of Positions
Variables
References

Arranged by: Alphabetic order =

B Report 1 [Z) Report 2 ”rEﬁ Report 3

Continued...

OFM

OFFICE OF FINANCIAL MANAGEMENT

96



Merged Dimensions Data Values...

2. Drag the objects into the empty report to display the results.

4 | Merge Data
4 Job (POS)
Job (POS) (SA Data)
Job (POS) (HPA Data)
4 Job Code (POS)
Job Code (PO3) (SA Data)
Job Code (POS) (HPA Data)
4 Personnel Area Code (POS)
Personnel Area Code (POS) (SA Data)
Personnel Area Code (POS) (HPA Data)
Distinct Employee Count
Number of Postions
[L] Variables
[ References

This example shows merging Staffing
Assignments (position data) and Headcount
and Personnel Actions (employee data).

This merge was done to get the Number of
Positions and Distinct Employee Count
in one report.

Personnel
Area Code
(POS)

4050
4050
4050
4050
4050
4050
4050
4050
4050
4050
4050
4050
4050
4050
4050
4050
4050
4050

Job Code
(POS)

50000188
50000256
50000260
50000271
50000274
50000283
50000286
50000288
50000292
50000293
50000297
50000301
50000304
50000306
50000314
50000315
50000329
50000333

Joh (POS)

IT SYSTEMSIAPP SPEC &
ADMIMISTRATIVE ASSISTANT 2
ADMIMISTRATIVE ASSISTANT 5
OFFICE ASSISTANT 2

OFFICE ASSISTANT 3

SECRETARY SEMIOR

SECRETARY LEAD

SECRETARY SUPERVISOR
CUSTOMER SERVICE SPECIALIST 2
CUSTOMER SERVICE SPECIALIST 3
CUSTOMER SERVICE MAMAGER
PROGRAM SPECIALIST 3
PROGRAM SPECIALIST 4
PROGRAM SPECIALIST &
MAMAGEMEMT AMALYST 4
MAMAGEMEMT AMALYST &

FORMS & RECORDS ANALYST 1
FORMS & RECORDS ANALYST 3

(]

13

Employee

58

OFM
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Activity 4:Create a Merged Dimension

8.0

9@
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Review of Learning Objectives

Understand the purpose and benefit of the WWA EDW
Navigate the web-based enterprise reporting tool

Schedule, access, modify, and save standard reports
Develop ad-hoc queries based on business needs

Format query results (add totals, sections, breaks, or charts)

Vv V V V VY V

Understand the concept behind combining queries using merged
dimensions iy

t\Nf
LEAR ING
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Getting Help

» For technical issues with WWA, please email or call the OFM Help
Desk and provide the following information:
o User ID
o Report Name & Folder
o The issue.

- Providing a screen image helps when it is an issue with the enterprise reporting
environment.

o The parameter values used in the report.
- This helps the team try to re-create the issue.

OFM Help Desk:
360-407-9100
Email: HereToHelp@ofm.wa.gov
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