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1. Introduction
There are a range of reports utilizing information in Alesco that are available for users. There are two
distinct types of reporting that can be requested:

e Reporting on a specific area — such as establishment reports, leave reports

e Reporting on a University wide basis — these reports are not generally available for self-
service but can be requested from the HR Service Centre. A list of these reports forms an
Appendix to this document.

1. Logging In

Discoverer reports can be run from the link on the web page
http://www.csu.edu.au/division/hr/web-kiosk.

1. Choose the link Login to Web Kiosk Discoverer Reports highlighted below.

CsU HOME CS5U NEWS LIBRARY CURRENT STUDENTS STAFF CONTACT CS

]][ Charles Sturt

University

Division of Human Resources

Home About HR News Web Kiosk Forms Fact Sheets Policies Contact Us Jobs@csu

T
Login to Web Kiosk
Q.

| Login to Web Kiosk Discoverer Reports

The Web Kiosk is an add-on feature of the Alesco Human Resources Information System and
provides individuals and supenisors with human resource information

> Information for Managers

> Information for Staff
Quick Reference Guides
User Guides and Instructions

Charles Sturt Campus Services (CSCS) User Guides
Frenmiantlv Ackeard Queastinns

Figure 1: Human Resources Web Kiosk page
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1. You will be presented with the following login screen:

ORACLE Discoverer Viewer

Jusiness Intelligence

Connect =

Enter connection details.
Enter your connection details below to connect directly to Oracle Bl Discoverer.

* Indicates required field.

Connect To |Orac|e Bl Discoverer M

* User Name

* Password

* Database |prod_a|es::o

End User Layer I

Locale |Loca|e retrieved from browser | v

Exit | Help

Figure 2: Discoverer Viewer Connection Page

2. Enter your normal CSU login and password, and ensure the Database field is prod_alesco?,
before pressing the Go button.
3. Once the login is accepted you will see a list of workbooks available for your use. You will
only be able to see the list of workbooks to which you have access.
a. Each workbook may have multiple worksheets available
4. To see the available worksheets for a workbook, openthe  E* arrow immediately to the

left of the workbook name

1 This text should already be in the form.

2 | Page Revision 1.1
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ORACLE Discoverer Viewer
Business Intelligence

Connect >
Worksheet List

Search
Type in a search string to find a specific workbook or result set. Use the drop-down menu to choose between Database and Scheduled Workbooks.

SearchAll Workbooks v Go)
Result List
Refresh

Expand All | Collapse Al

[

¥

FocusName Description
'V Discoverer Workbooks
& > @ CSD042 Training Course Nominations -—- Parameters: Course Code, From Date, To Date ——
53 > @ CSD049 Training Courses Delivered by Provider
& v bY) Staff - Training - Completed/Not Completed Reports on training completed or incomplete Parameters are: As At Date, Course Code(s), Divisions/Faculties,

Employee No, Employment Status, Completed (Y es/No)
Staff - Training - Complete or Incomplete

Madification Log

Q) > @ Staff - Training - List Employee's Training Report on training completed by an individual employee Parameters are: As At Date
& b @ Training - Staff - Profile Staff Profile information for: * GCLTHE enrolment
€ P @ uttities - Training - Usermame -> StaffId

Preferences | Exit | Help
Figure 3: Worksheet List

2. Preferences

At this point it is worth setting at least one specific preference that can otherwise interrupt running
of reports

1. Click on the Preferences link at the bottom of the page/report list.
2. Ensure that the Preference Fan Trap Detection (see below) is disabled (unticked)
3. Click on the Apply button to apply the change

® Measure Unit ® Axis Label & Summary Data & FEan Trap Detection
Preferences
Specify values for the following Preferences. To change these options later, click the Preferences link.

Query Governor

Warn me if predicted time exceeds I 60
(Entera value between 1 and 999899 in seconds)

Prevent queries from running longer than I 1800
(Entera value between 1 and 999999 in seconds)

Limit retrieved query data to 10000
(Entera ow limit value betwveen 1 and 999999)

Retrieve data incrementally in groups of 250
(Entera ow limit value between 1 and 10000)

15

Cancel list-of-values retrieval after
(Entera value between 1and 99339 in seconds)

Measure Unit

PDF measure unit I\HCh&G .

Axis Label

Show Axis Label IA\ways .

Summary Data

Select when to use summary data @ Always, when available.
(O Only when summary data is not out of date (stale).
(O Never.

& TIP Summary data can be set up by your Oracle Bl Discoverer administrator to improve performance

Fan Trap Detection
Oracle Bl Discoverer detects and prevents certain queries that could return ambiguous results This automatic detection can be disabled if you wish to see such data.

[] Enable fan-trap detection.

Figure 4: Preferences Page
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3. Running Reports

To run the report (worksheet) of choice:

1. Click on the link for that worksheet.

ORACLE Discoverer Viewer

Comect >
Worksheet List

Search
Type in a search string ta find a specific workbook or result set. Use the drop-down menu to chocse between Database and Scheduled Warkbooks:

Search{All Warkbooks ™~ (Sg)

Result List
Refresh

Expand All | Collapse Al

Focus Name Description

'V Discoverer Workbooks
& P @cspoz Training Course Nominalions — Parameters: Course Code, From Date, To Date —
¢ P @ cspue Training Courses Delivered by Provider
¢ | ¥ S staff- Training - Completed/Not Compieted Reports on lraining compleled or incomplele Parameters are: As At Date, Course Code(s), Divisions/Faculties,

Employee No, Employment Status, Completed (Y esiNo)
Staff - Training - Complete or Incomplete

€ P % siaff - Training - List Employee's Training Report on lraining compleled by an individual employee Parameters are: As Al Date

¢ P Training - Staff - Profile Staff Profile information for. * GCLTHE enrolment
€ P % Utitlties - Training - Usemame -» Staff 1d

Preferences | Exit | Help

Figure 5: Worksheet List

2. If the worksheet has parameters, you will need to complete at least the required
parameters? before running the report. The parameter page will look something like the
following,

ORACLE" Discoverer Viewer

Business Intelligence

Connect > Workbocks >
Staff - Training - Completed/Not Completed - Staff - Training - Complete or Incomplete

Last run Monday, August 17, 2015 1:50:26 PM EST

Actions Selection Criteria:
Snapshot Date Parameter: '17-AUG-2015", Course Code Parameter:'E0017', Completed Parameter: Yes'
Rerun query
Save as
Revert to saved ¥ Parameters

8-pgQe Select values for the following parameters.
* Indicatesrequired field

= As At Date I'WT—AUB—ZOWE‘
Date at which report isto be run Example: 17-AUG-2015)

Worksheet options

Worksheets Include Course Code |'EDO17' 7
i (s)

Staff - Training - Course Codesto be included in reporting

Complete or

Incomplete Include [ &

Modification Lo Divisions/Faculties
The organisational areasto be included in repotting

Enter a Staff ID No.
(Optional)

Enter a Staff ID No. to select one saff member

Include Employment
Status(es)

&

Only dtaff with these emplayment status(es) vill be included in reparting

* Completed or Not I'Yes‘

Enter 'Yes for camplete, No' for not or"No’,"Yes for bath

| Go

Figure 6: Parameters Page

3. Click on the Go button to process the report

2 * indicates ‘required’ parameter

4 | Page Revision 1.1

DIVISION OF HUMAN RESOURCES




W Ghverso

Running Discoverer Reports Guide

4. Lookups

Some parameters allow the use of a lookup or ‘list of values’ to choose the values you need for the
parameter. These parameters are indicated by a ‘torch’ symbol to the right of the parameter, as

below:

Parameters Needed

Select values for the following parameters.
* Indicates required field

« As At Date |
Egtablishment curent at date (Example: 04-JAN-2016)
Include Division I c?a
(s)Faculty(ies)

Select organisational areasto include or leave blankfor all

Include School(s)/Unit 7
(s) | 7

Select schoolsor unitsorleave blankfor all

Include Employment

Status(es) [FDIS' FIND /FNEW', FPPR, FPRE." <’

Select specific satusesto include, use the default values or clearto include all

Include Campus I C'?
(es)/Location(s)
Select specific location to report on leave blankto report on all locations
Excluding I Q‘?
Classifications

Sepect specific classficationsto exclude or leave blankto include all

Figure 7: Parameter List of Values

If you click on the symbol, you will bring up a selection page like the following:

Search and Select: Position Clevel2 Parameter
This page enables you o select the parameter values Cance| Select

Search
To find the value, select a filter in the drop down list and enter a word in the text field, then click the go button. To see a list of all values, clear the
search box and click the go button

Search by IContams .

Search forl |_Go
[] case Sensitive

Results
Available Selected

[DIVISTON O STUTENTT ACTTmS Tratiorn

Division of Student Learning A
External Selection Panel Members

Faculty of Ars i
Faculty of Business 2
Faculty of Education Move
Faculty of Science ) @
Office for Students

Office of DVC (Research, Development & Industry) -
Office of Deputy Vice Chancellor, Academic <
Office of Deputy Vice Chancellor, Administration Remove
Office of the Vice Chancellor @
Transfer Clevel )
“Academic Senate Remove Al

Previous |1725 . Next 25 &

Move Al @

Figure 8: List of Values Selection
o The available values are in the left box.
e These can be modified by using the search functionality above the boxes.
Revision 1.1 Page | 5
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e The appropriate values can be moved from left to right box (or back) using the Move and
Remove functionality between the boxes

e The URL at the base of the left box (Next 25 in the example shown above) will allow further
values to be shown (if further values exist) and

e The Cancel/Apply buttons at the bottom right of the page allow your selections to be
applied or cancelled for running the report.

e [f you are unsure of which parameter values you need to use to achieve the reporting result
you require, you should consult the appendix in this document for common parameter
values, or consult the HR Service Centre if the appendix does not have the parameters you
need to use.

5. Processing Page
The following is an example of the processing page that will be shown once you have selected Go to
run the report:

Establishment

Query Progress

@ Executing query

Estimated Time  Unknown
Elapsed Time 00:00:27
Current status Running query

((Cancel ) (Refresh

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

Help
Copyright (c}2000, 2010 Oracle Corporation. Al rights reserv ed
About Oracle Bl Discov erer Viewer Version 11.1.1.6.0
Oracle Technology N etwork

Figure 9: Processing page

The amount of time to run the report will be shown and will be refreshed periodically. Once the
report is processed the processing page will be replaced by the Parameter page that should now
include details of the information you selected.

6 | Page Revision 1.1
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6. Output Page

The output page allows for a number of options:

Actions Selection Criteria:
R Position Snapshot Date Parameter : '04-JAN-2016", Position Clevel2 Parameter : ‘Office of DVC (Research, Development & Industry)' , Position Emp Status Parameter : 'FDIS, FIND, FNEW, FPPR, FPRE, FREP, FRES, F

& PCAS, PFT, PPT
~_>Mrﬂ“ Note: Data returned is based on the organisational level access assigned to your Alesco account.
Revert lo saved

Printable page W Parameters

Export Select values for the folowing parameters.
* Indicate srequined feld

Sen -mai
Worksheet options

* As Al Date |U4-JAN-ZU15‘
sblishment cur

Worksheets Ea at date (Examplo: 04JAN-20
Establishment Include DNSIN [ o Rccarch Deveiopme

& m‘ {cyFaculty(es) [OMice of DVC (Research, Developm rd

e et Select organisstional areas o indlude orleave blankfora

Establishment - Include School(s ¥ Unit [ 7

Salary ) L

Expot Select shoolsorunits o leava blankfor &

Establishment - Include Empioyment — - - —

al Stalusies) [FOis FIND FNEW FPPRFPRE, &

Expat Select pecific datumsta include, usm the default values or clear 1o indude a
Establishment - Include Compus [

Visio Format (es)Location(s)

Modification Log Seloct o blar !

Exdudng [
Classifications 7
Seps clas o ave blankto includs il
Lo
W Table
PrTools isxou Foomst Sioglaht Sod Beweaod Colmos

Page 1 of 1

Columns 1-25 of 37 25 Calumns V|

Rpt o
Pas | " Pos. Pos [Pos < o occ| Foce Appointm ent| ™ Probation | ™ Probation.
IONF: hooliunit| ™ Pos & ition Tith Pos Work Function T staft m Occ Pos ition Tith Appoints <
onisionFaculty | schootiunit| P Pos # | P Pos tio "smu Class | P8 Work Runcio Fund P:‘s‘ st |« OccPosmion Title| | T o e | APRoInted nes status e |l

Figure 10: Output page

You can (from the Actions on the left side of the page):

e Print the current page
e Export the result to a spreadsheet or other output file type
e Change the options on the worksheet

You can also change to a different worksheet to run (assuming there is more than one worksheet in
the workbook), by choosing a different worksheet under Worksheets.

You can also make changes to the layout using the Table and Tools, including:

e Moving columns

e Displaying extra columns
e Changing column width
e Changing sorting

among other options.

7. Print and Export Options

Choosing the Printable Page option gives access to further options regarding the printing of data,
including page setup options and content options as per the below:

Revision 1.1 Page | 7
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Connect » Workbooks >  Staft - Postion - Establshment (Clevel Restrcted) - Establshment >

Printable Page Options
Set the options to generate a printable Pertable Document Format (PDF) document of your worksheet Cance| ) | (Preview sample ) ( Erintable FDF

Content Page Selup

General Options
Show title ® On the first page
O Never

Data ®) Print all rows and columns
Print only the rows and caumns that are displayed in the crosstab of table.

] Print Header
] Print Footer

Table Options
] Print table

| Repeat headsr cells on every page

Graph Options
1Print graph
v

Graph size ®

Width
Maamum width: 969 (Inch

Height

Content | PageSeup
Cancel || Presiew samole ) Printable PDF

Figure 11: Printable Page Options

Once you have reviewed the available options, you can choose to print the report, or preview using
the applicable buttons for Preview Sample and Printable PDF. In the top right and bottom right
corner of the page. You can also Cancel if none of the options work for you. Note: this method of
output produces a printed page that is viewable, but will not give you the ability to work with the

data.

Exporting the report will allow you to export the report to one of a number of output formats,
though the most useful for normal purposes is the Microsoft Excel Workbook (*.xlIs) option

Connect > Workbooks >  Staff - Fostion - Estanishment (Clevel Restrited) - Establshment >

Choose export type

[Microson Excel Workbook (*.xis) vl

Cancel ] (Expont

Preferences | Exil | Help

oy right (12000, 2012 racle Carparation. Al rights reseryed.
e Verson 111160

Figure 12: Export type

Once the export type is chosen, click on the Export button to continue, or the Cancel button to

return to the report.

When the export is complete, click on the Click to view or save button to continue. Choose one of
the actions (Open, Save or Save as) to continue (depending on the browser you are using, and if you
have chosen the Excel format, the report should be shown in Excel.

There should be a warning at the top of the Excel window about a disabled macro. This macro simply
attempts to format the report in the same way it would be shown in Discoverer or in a PDF report

and can be run safely.

8 | Page Revision 1.1
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k= :
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW KUTOOLS ENTERPRISE FOXIT READER PDF
== X cut . L= = e =X |
Arial -l A A T == ¥- = Wrap Text General - " 2] J €m EX
=5 B WD & B
Paste . B T U~ i~ H-A- === Merge & Center = $ - % » ¢ j Conditional Formatas Cell  Insert Delete F
- ¥ Format Painter - = ' Formatting~ Table~ Styles~ - -
frtrerere Fomt lignment N MNumber 1 Styles Cells
I SECURITY WARNING Macros have been disabled. Enable Content
Al - I Selection Criteria: Position Snapshot Date Parameter : '04-JAN-2016', Position Clevel2 Parameter : 'Office of DVC (Research,
| A B C D E F G H | J K L M N 9]
1 Selection Criteria: Position Snapshot Date Parameter - '04-JAN-2016" , Position Clevel2 Parameter - "'Office of DVC (Research, Development & Industry)' , Position
2
3 | Division/F¢ School/Un Pos # Position Ti Pos Loc  Pos Status Pos Class Pos Work Pos FTE Pos Fund Rpt To PosStaff Id  Name Occ Positi Oce Loc
Figure 13: Excel macro warning
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Employment Status
Employment Status will often be represented by codes, rather than text in a report lookup or report
body, for a number of reasons: more compact, quicker filtering.

Code begins with Employment Status Type

P
F
CAS

()

Category

Continuing (Permanent)

Fixed Term (Contract)

Casual (CASG = General Casual, CASAC = Academic Casual)

Unpaid, including Adjuncts, Emeritus, Partner Institution, Visitors

Charles Sturt Campus Services staff (CSONG = Ongoing, CSFIX = Fixed Term,
CSCAS = Casual

Category may also be represented in report lookups and the report body by codes:

Code
ACAD
ACSRP
DEAN(A-S)
EXEC
GENL

HOS

Award
Code
110
220
Csu
DENT
EXAM
EXEC
VET

10 | Page

Category

Academic

Academic, Strategic Research Professors

Deans, (A)ssociate Deans, (D)eputy Deans, (S)ub Deans
Senior staff (not including VC, DVC)
General/Professional

Heads of School

Award

Academic staff

Associate Teachers
General/Professional staff
Dentists

Exam Invigilators

Senior Remuneration Staff
Veterinary staff

Revision 1.1
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Appendix B - Discoverer Report List

WG

Report Name Description Availability

Payroll — Timesheet — Period Payments | Reporting on timesheet units and Self Service
amounts paid by pay period and
employee

Staff — Position — Establishment Reporting on positions and occupants Self Service
for selected areas at a specified date

Self Service — Leave — Bookings Reporting on leave bookings madeina | Self Service
selected date range

Self Service — Leave — Between Dates Reporting on leave taken in selected Self Service
date range

Self Service — Leave — Leave Liability Reporting on current leave liability Self Service
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