
EEOC Oracle EPM Hyperion Reporting Training Guide  

  Page 1 
 

 
 
 

 

United States Equal Employment Opportunity 
Commission 

 
Office of Information Technology 

 
 
 
 
 

Oracle Enterprise Performance Management (EPM) 
Hyperion Reporting and Analysis Rel. 11.1.1 

  
Training Guide 

 
 
 
 

January 9, 2014 
Version 1.0 



EEOC Oracle EPM Hyperion Reporting Training Guide  

  Page 2 
 

 

Table of Contents 
Table of Figures ...................................................................................................................................................... 3 
Record of Changes .................................................................................................................................................. 4 
1  Introduction ..................................................................................................................................................... 5 
2  How to Pre-Configure Your Internet Explorer (IE) ........................................................................................ 5 
3  How to Access Oracle EPM System ............................................................................................................... 6 
4  Home Page Layout .......................................................................................................................................... 8 
5  Navigating Oracle EPM (Home Page) ............................................................................................................ 9 
6  Accessing District and Office Reports ............................................................................................................ 9 
7  Searching ....................................................................................................................................................... 10 
8  Alternate Navigation to Report Folders ......................................................................................................... 12 
9  Understanding the Report Tab ....................................................................................................................... 12 
10  Saving, Exporting (Downloading) and Printing Report Views ................................................................. 14 
11  Interactive Reporting Document ................................................................................................................ 17 
 

 



EEOC Oracle EPM Hyperion Reporting Training Guide  

  Page 3 
 

Table of Figures 
Figure 1 - Control Panel .......................................................................................................................................... 5 
Figure 2 - Internet Properties .................................................................................................................................. 5 
Figure 3 - Local intranet ......................................................................................................................................... 6 
Figure 4 - Local intranet Entry ................................................................................................................................ 6 
Figure 5 - Oracle EPM System Launch Page ......................................................................................................... 7 
Figure 6 - Log On Window ..................................................................................................................................... 7 
Figure 7 Home Page................................................................................................................................................ 8 
Figure 8 Accessing District Folder using Explore .................................................................................................. 9 
Figure 9 - District and Office Folders ................................................................................................................... 10 
Figure 10 – Search Field ....................................................................................................................................... 10 
Figure 11 - Advance Search Screen ...................................................................................................................... 11 
Figure 12 - Search Results Screen ........................................................................................................................ 11 
Figure 13 Option 1 - Step 1 to Open Report ......................................................................................................... 12 
Figure 14 Option 1 - Step 2 to Open Report ......................................................................................................... 12 
Figure 15 Option 2 - Step 1 to Open Report ......................................................................................................... 12 
Figure 16  Root Folder .......................................................................................................................................... 12 
Figure 17 - Reports Tab Sections.......................................................................................................................... 13 
Figure 18 - Query Tab View ................................................................................................................................. 13 
Figure 19 - Query Results Tab View .................................................................................................................... 13 
Figure 20 - Report View ....................................................................................................................................... 14 
Figure 21 - File Menu Options.............................................................................................................................. 15 
Figure 22 – Export to Excel (*.xls)     Figure 23 – Export to Excel for the Web ............................................... 15 
Figure 24 - Print via PDF Option .......................................................................................................................... 16 
Figure 25 - Interactive Reporting .......................................................................................................................... 17 
Figure 26 - Interactive Report Sections ................................................................................................................ 17 
Figure 27 - Results ................................................................................................................................................ 18 
Figure 28 - Sample Report .................................................................................................................................... 18 
Figure 29 - Report Builder .................................................................................................................................... 19 



EEOC Oracle EPM Hyperion Reporting Training Guide  

  Page 4 
 

Record of Changes 

 
Version Date Originator Requested Changes 
Initial Draft 
Started 

11/25/13 Sherry Burden  

Draft for 
Review 

1/9/13 Sherry Burden Sent to team for initial review 

Final Draft    
Final/1.0    
    

 



EEOC Oracle EPM Hyperion Reporting Training Guide  

  Page 5 
 

 
1 Introduction 
 
This User Guide explains how users pre-configure internet explorer (IE), log in, run Hyperion interactive 
reporting documents and navigate Oracle Enterprise Performance Management (EPM).   It will highlight the 
commonly used functions by user.  This guide is not intended to cover all the advanced features of the 
application. 
 

2 How to Pre-Configure Your Internet Explorer (IE) 
Before accessing Hyperion, exit all IE sessions and follow the steps below to ensure no issues. 
 

A. Go to the control panel and select the “Internet Options” icon. 
 

 
Figure 1 - Control Panel 

 
B. Select the “Security” Tab. 
C. Select the “Local Intranet” zone. 
D. Click the Sites button. 

 

 
Figure 2 - Internet Properties 
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E. Check “Automatically detect intranet network”. 
F. Click the Advance button.  

 

 
Figure 3 - Local intranet 

 
G. Enter https://bi.eeoc.gov in the field Add this website to the zone. 
H. Click the Add button to populate the link in the Website field. 
I. Click on the Close button. 

 
 
 

 
Figure 4 - Local intranet Entry 

 
 

3 How to Access Oracle EPM System 
 

To access the system, you must put in a Service Now ticket requesting access to the system.  After you have 
received your login information, you can access the system via EEOC Applications Menu, Shortcut Icon on 
Desktop or go to the website at https://bi.eeoc.gov.   If you don’t have access to IMS, you should request BI 
access prior to IMS request.   
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A. After the Oracle EPM System Launch Page appears, click on the Launch Application button. 
 

 
Figure 5 - Oracle EPM System Launch Page 

 
B. On the Log On Window, enter your User Name and Password (Same as IMS Login). 
C. Click on the Log On button. 

 

 
Figure 6 - Log On Window 

 
 
The Oracle Home Page will display after you have successfully logged in. 
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4 Home Page Layout 
 
Recently Opened Section lists the most recent reports you have accessed.  The Open folder consists of <>. 
 
Quick Links section lists links to access from the HomePage. 
 
Workspace Pages Section will not be available during the 1st release of this application but will be designed to 
lists  

 
 

 
Figure 7 Home Page 
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5 Navigating Oracle EPM (Home Page) 
 

The Oracle EPM home page presents you with many navigation options based on your permissions.  We will 
focus on the following most commonly used options:  Explore, Tools and Search. 

6 Accessing District and Office Reports 
 
Reports can be found at the District and Office level.  (See Figures 8 and 9) 
 
To access your District (Root Folder) level reports 

A. Click on the Explore item from the toolbar on the Home Page.  
B. Click on the District (Root Folder) 
C. Select your desired District report 

 
To access your Office level reports 

A. Click on the Explore item from the toolbar on the Home Page.   
B. Click on the District (Root Folder) 
C. Click on the  to expand the folder to display the Office folders 
D. Select the Office (Subfolder) 
E. Select your desired Office report  

 
Note:  You have to have permission to view Alternative Dispute Resolution (ADR) reports. 

 

 
Figure 8 Accessing District Folder using Explore 
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Figure 9 - District and Office Folders 

7 Searching 
In the upper right hand corner, you will notice the Search feature.  
Here you may perform a full-text search.  In this field, you may enter partial/full report title or any text that 
appears in a report and then click on the arrow next to the Search field. (See Figure 10) 
 

 
Figure 10 – Search Field 

 
If you would like to locate specific information, you may use the Advance Search feature by clicking on the 
Advanced link. (See Figure 10)  The Advance Search screen will appear and you may enter as much or as little 
report information as you would like, then click the Search button. (See Figure 11)   
 
After performing your Search, the Search Results screen will appear.  (See Figure 12) 
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Figure 11 - Advance Search Screen 

 

 
Figure 12 - Search Results Screen 

 
 
 



EEOC Oracle EPM Hyperion Reporting Training Guide  

  Page 12 
 

 

8 Alternate Navigation to Report Folders 
 
There are a couple of alternative ways to access your reports.   
 
Select either ‘Open’ from the File Menu  OR Select the Open Folder located in the ‘Recently Opened Section’ 
on the Home Page.  This allows the user to access previously opened reports from the Home Page.   
 

 

  
Figure 13 Option 1 - Step 1 to Open Report 

 

 
Figure 14 Option 1 - Step 2 to Open Report 

 

 
Figure 15 Option 2 - Step 1 to Open Report 

 

 
Figure 16  Root Folder 

 

9 Understanding the Report Tab 
 
There are different types of document sections that you can view from the report tab. You will find the 
following Sections/Views:  Query, Results and Reports. 
 

1. Query View will show you what data is being used to provide the reporting results. (See Figure 17) 
2. Results View will show you the results from the query. (See Figure 18) 
3. The Report View will display the report for you to print, email or save to your desktop. (See Figure 19) 
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Figure 17 - Reports Tab Sections 

 

 
Figure 18 - Query Tab View 

 

 
Figure 19 - Query Results Tab View 
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Figure 20 - Report View 

 

10 Saving, Exporting (Downloading) and Printing Report Views 
There are several ways to Save, Export and/or Print the views.  (See Figure 21 
 
After you click on the File link from the Main Toolbar,  
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To Save the View  

 Click on the Save, Save As or Save Options link from the dropdown 
 

 
Figure 21 - File Menu Options 

 
To Export the View (Native File Format NOT Available) 

 Click on Export from the dropdown 
 Select your available formats Excel (*.xls) or Excel (*.mhtml) (Web Format)  

  
            Figure 22 – Export to Excel (*.xls)    Figure 23 – Export to Excel for the Web  
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To Print the View 

 Click on Print via PDF from the dropdown 
 

 
Figure 24 - Print via PDF Option 
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11  Interactive Reporting Document 
 
The Interactive Reporting Document allows the user to create multiple reports and queries.   
 

 
Figure 25 - Interactive Reporting 

 
There are existing reports and reports created by users.  The user is allowed to select the data to appear in the 
report by creating a query.  Notice the different types of report sections: Existing Reports, Query Results and 
Query Creation. (See Figure 26) NOTE: Working with Queries will be covered in an Advance Training Session. 
 

 
Figure 26 - Interactive Report Sections 
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Figure 27 - Results 

 

Figure 28 - Sample Report 
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Figure 29 - Report Builder 


