EEOC Oracle EPM Hyperion Reporting Training Guide

United States Equal Employment Opportunity
Commission

Office of Information Technology

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

Training Guide

January 9, 2014
Version 1.0

Page 1



EEOC Oracle EPM Hyperion Reporting Training Guide

Table of Contents

JLIE: 0] Lo o 0TSSR 3
L LToTo] o [ O 4 Tg o TSP RRTR PP 4
R 1011 (T (1o [ o ISP RSP 5
2 How to Pre-Configure Your Internet EXPIOrer (IE) ......cooouiiioiiiieiieiieie e 5
3 HOw to ACCESS Oracle EPIM SYSEIM ......cciiiiiiie ettt a et te e e sraesaeeneeeneesneaneenneas 6
4 HOME PAGE LAYOUL ...tttk ekt e ekt e ekt e ek e e e bt e e b b e e e bb e e e bn e e e ne e e anes 8
5 Navigating Oracle EPM (HOME PAGE) ...ccvveuiiieiieiieie et site sttt a e ssaestaenae s e steeneesnaesseannennens 9
6  Accessing District and OFfICE REPOITS ......eiiuiiiiiieiiieie et sttt sttt eseesreesbeeneenreas 9
AT o] 111 o USSR 10
8  Alternate Navigation t0 REPOIt FOIURIS. .....cc.oiiiiieiee ettt sae e 12
9 Understanding the REPOI TaD........ciiiiiiieiie ettt sttt esaa et e e e nteenseaneenneens 12
10  Saving, Exporting (Downloading) and Printing REPOIt VIEWS ...........ccieiiueniiiinie e 14
11 Interactive RePOrtiNg DOCUMENT.........iiiiiieie e stee et te et e e st e as e sbaebeeseesreesteenaesreesaeaneenrens 17

Page 2



EEOC Oracle EPM Hyperion Reporting Training Guide

Table of Figures
FIQUIE 1 - CONTIOL PANEL........o bbbttt sb et b et b e neen e 5
FIGUIE 2 = INTEINEE PrOPEITIES ....vivii ittt et e st e st e e e et e be e saesbe e teeneeaseesaeesbeaneesteenteaseenreans 5
FIQUIE 3 = LOCAI INITANET ...ttt bbbt b et et bt bbbt bt b et enn e 6
FIgUre 4 - LOCAl INTFANET ENIIY.......iiiee ettt e b e e te e e e e beesteestesneesteenteeseenneans 6
Figure 5 - Oracle EPM SysStem LaunNCh PAgE .........coiiiiiiiiie it 7
FIGUIE 6 = LOG ON WINGOW.......c.eiiiiiiticie ettt st et et e et e e s e s beesteeneeetaeteaseesseesteaneestaenteasaenneens 7
FIQUIE 7 HOIME PAJE. ...ttt bbb bbb bbbt bbb h e e s et ekt e et bt e bt s bt bt nb e et e en e e nn e e 8
Figure 8 Accessing District FOIder USING EXPIOTE .......cviiiiiiiicee et 9
Figure 9 - District and OFFICE FOIUBIS. ..ot 10
FIGQUIE 10 — SEAICH FIEIA .....c.eiieieceeee et sttt s e et e st e s te et eebeesbeeeesseesteeneeabeenteeneenreas 10
FIgure 11 - ACVANCE SEAICN SCIBENM......cuiiuiiiiitiitieiieie ettt sttt ettt b bttt s e e et e bbbt b b e nb e bt et e e e e e 11
Figure 12 - SEarch RESUITS SCIEEM ........ccuiiiiecie ettt a et e et e et e st e te et e sseestesseesteenseabeesteeneenreas 11
Figure 13 Option 1 - Step 1 t0 OPEN REPOIT.....ccuiiuieiieiet ittt ittt bbbt bbbt 12
Figure 14 Option 1 - Step 2 t0 OPEN REPOM .......ecviiie ittt ittt st st e te e sreesre e e e areesreeneenneas 12
Figure 15 Option 2 - Step 1 t0 OPEN REPOIT......uiiuieeiiieiie ittt bbbttt bbb nns 12
FIGUIE 16 ROOE FOIUBT ..ot ettt e b et e et este e reeaa e ar e e saeeneesneesteeneeaseenteennenreas 12
Figure 17 - REPOIS TaD SECHIONS. ......cviiiiiieiii ettt bttt bbbt e e e 13
FIQUIE 18 - QUETNY TAD WVIBW ... .ttt sttt et b et e e s e s be e te e st e s se e teaseesheeseesneesteeneeaneenteennenreas 13
Figure 19 - QUErY RESUIES TAD VIBW ..ottt bbbt 13
FIGUIE 20 - REPOM WIBW ...ttt ettt et s bt e te et aha e e b e e s e ese e seesteese e beesteaaeeneeaseesteenseaneenteeneenneas 14
FIQUIE 21 - File IMIENU OPTIONS. ...tttk sk sa e e bbbttt b et e ettt b e bt bt e st e neennns 15
Figure 22 — Export to Excel (*.xls)  Figure 23 — Export to Excel for the Web ..., 15
Figure 24 - Print VIa PDF OPEION.........oiiiiiiiiiiiie it sttt sre sttt et bbb ab et e e s e e e e nens 16
Figure 25 - INteractive REPOIING.......cc.eiiiiieiieiie et st ste sttt s e e e e e e te e e e s teesteeseeseesseesteenseaseesteeneenreas 17
Figure 26 - INteractive REPOIT SECLIONS .....ueiviiieiiiie et sttt sttt r e sbeeee b e sbeeeesbeesbeeneenreas 17
FIGUIE 27 - RESUIES ...ttt ettt e st et e e s e ese e te e st e s se e teeseesaeeneeaneenteeneeaneenneennennens 18
FIQUIE 28 - SAMPIE REPOIT. ...ttt sb bbb bbbt bbbttt b bttt ren s 18
FIQUIE 29 - REPOI BUIIAET ... .eeuiiieieiiec ittt ettt e e ta e e e s e te e st e s aeeeesneesteeneeaseenteeneenneas 19

Page 3



EEOC Oracle EPM Hyperion Reporting Training Guide

Record of Changes
Version Date Originator Requested Changes
Initial Draft 11/25/13 Sherry Burden
Started
Draft for 1/9/13 Sherry Burden Sent to team for initial review
Review
Final Draft
Final/1.0

Page 4




EEOC Oracle EPM Hyperion Reporting Training Guide

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.

® Control Panel EIIZI
File Edit “iew Favorites Tools Help ",'

it

(€] (> ] l_,@} /hjSearch || Folders | [G32]~

address [ control Panel v G
— =
4 4
See Also
Fonts Game DT audio InteliR)

& windows Update
(7] Help and Support

Controllers Confrol...  GMA Driv...

1 Tleitintor oo e

e your Internet display and connection sel

= D @

tail Microsoft Mouse Metwark
Mail Po... Connections

% b & &

Metwork  Phone and Fower  Printers and
Setup... Maderm .. Options Faxes

a @ & 2,

Figure 1 - Control Panel

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

Internet Properties

Selactgne to view or change security settings.
Int

ernet Local intranet  Trusted sites  Restricted

Local intranet

This za all websites that are lies
% Found on your intranet.

Security lewel for this zane

Alloweed levels For this zone: all

)

amkent will e run without prarmpring wou
] - - Unsigned Activex controls will not be downloaded
B - - Same as Medium level without prompts

Default level

[ meset all zones to default level |

¥ Some settings are managed by your system administrater.

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

Local intranet

| Use the settings below to define which websites are included in
"o the local intranet zone,

[¥]utomatically detect intranet netwark:

What are intranst settings? | Advanced | [ ok | [ cancel

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.

Local intranet S|

| You can add and remove websites From this zone, Al websites in
this zone will use the zone's security setkings,

Add this wehsite to the zone:
|

Websites:

http:ff201.1.24,228
https://bi.eeoc.qov

[Jrequire server verification (https:) For all sites in this zone

Close

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 Bl

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.

ORACLE Enterprise Performance Ilanagement System Workspace, Fusion Edition BI Test Server

User Name:

sburden

Password:

ORACLE

ENTERPRISE PERFORMANCE
MANAGEMENT SYSTEM

Copyright ©® 2005, 2011, Oracle and / or its affiliates. All rights reserved.

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 1* release of this application but will be designed to
lists

acle Enterprise Per
E http:#4201.1.24. 228 workspacefindex. jsp
ORACLE" Enterprise Performance Management System Workspace, Fusion Edition BI Test Server Logged in as Sherry Burden | Help | Log Off o

Mavigate  File
# B = ' EBxplore

View  Favorites Tools

© Advanced

fShared Workspace Pages/HomePage

Recently Opened 1| Quick Links
D y Ope ) o B
@l Private Sector Office Resolutions - ADR. Only Output - Private Favorites
SectorOffice Resolutions - ADR. Only - Houston District Weekly Report
| TWCCRD I My Personal Page
@l Charges Filed by Mexican Americans Output - default Applications
ial Charges Filed by Mexican Americans
2 Open...

Lri | Workspace Pages

Shared Workspace Pages

ey, My Workspace
wzy MNew York DO Workspace

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

Click on the Explore item from the toolbar on the Home Page.
Click on the District (Root Folder)

Click on the to expand the folder to display the Office folders
Select the Office (Subfolder)

Select your desired Office report

mooOwp

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

| Quick Links

r‘ Workspace Pages
Shared Workspace Pages

LS My Workspace
S Mew York DO Workspace

Figure 8 Accessing District Folder using Explore
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Edit  View Toole  Help

Explore | im E& o B o

-
| HomePage Explore: [Charlotte District * ® Advanced

Folders [Charlotte District
-] [EJ Root = 1 | % |Name Type Modified Description
[ 810 - Office of General Counsel (C [ 430 - Charlotte District Office Folder 11/18/13 12:15PM

#| [(A 820 - Office of Legal Counsel - OLt [ 433 - Raleigh Area Office Folder 1118713 12: 14 PM

+| [{3 &30 - Office of Field Programs [ 435 - Greensboro Local Office Folder 11/18/13 12: 14 PM

#| [[J Atanta District i [ 435 - Greenville Local Office Faolder 11/18/13 12:13 PM

+| [f] Birmingham District [] 437 - Morfalk Local Office Folder 11/18/13 12:13 PM
Calvin's Workspace [ 438 - Richmond Local Office Folder 11/18/13 12:12 PM

—'[[J Charlotte District [l [ Charlatte District ADR Folder 121613 11:17 AM
[E3 430 - Charlotte District Office ﬁ_], Charlotte District F¥2013 Goal Re... | Interactive Repo...| 8/13/13 12:50 PM District Goal rep
] 433 - Raleigh Area Office | @] Charlotte District FY2013 Goal Re... | Interactive Repo...| 8/13/13 12:498 PM District Goal repg
[E3 435 - Greensboro Local Office @-L FH District Pending Report Cutpu... | Interactive Repo...| 9/29/13 5:25 PM Hyperion 11 rep
[£] 436 - Greenville Local Office M FH District Resolutions Report Ou... | Interactive Repo...| 9/29/13 5:25 PM Hyperion 11 repé
[E7 437 - Morfalk Local Office = FH F¥ 2014 District Pending Repor...| Interactive Repo...| 12/22/13 5:15FPM
I3 438 - Richmond Local Office @i FH FY 2014 District Resolutions Re...| Interactive Repo...| 12/22/13 5:14PM
[ Charlotte District ADR 4+ Private Sector Aged Inventory O... | Interactive Repo...| 10/30/13 10:13 PM Hyperion 11 rept

=| [ Chicaga District I Private Sector Aged Inventory Q... | Interactive Repo...| 10/28/13 10:05 PM Hyperion 11 repg
[E7 440 - Chicago District Office n @i Private Sector Aged Inventory Q... | Interactive Repao...| 9/29/13 6:06 FM Hyperion 11 rept
[ 443 - Milwaukee Area Office L Private Sector District Pending In... | Interactive Repo...| 10/30/13 2:35 PM Hyperion 11 repg
[£J 444 - Minneapolis Area Office {él Private Sector District Pending In... | Interactive Repo...| 10/30/13 2:22 PM Hyperion 11 rept
@ Chicago District ADR @i Private Sector District Pending In... | Interactive Repo...| 10/29/13 10:05 PM Hyperion 11 repé

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)

fChaclotte District
7 Root -~ || * MName | Type |Modkfied | Descrpbion
i 810 - Office of General Counsed (C | | 7 430 - Charotte District Office Folder | 11/18/13 12:15PM
*| [ 820 - Office of Lagal Courgel - Ol | | B 433 - Raleigh Area Office | Foider | 11/18/13 12:14PM

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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Advanced search

Advanced search filters

Enter Advanced Search filters and dick 'Search’ Search Reset
All words
At least one word detroit

Without the words

Written in {language) Arry L=

Created in the past Any time = - -
Last modified in the past Any time le= - -
In folder Any Repository le=

Only search {document type) Any 1=

Hidden file options ¥ show hidden files

Priority Any =]

Order by & Score

" Last modified date

Enter Advanced Search filters and dick 'Search’ Search Reset

Figure 11 - Advance Search Screen

Search Results # {m 4 e

“lusters and Cantrals Search results
Order by Search |+{detroit) Search
% Score

™ Last modified date Results 1-2 of 2 Search took 35 msec

Filters Did you mean  +(detai] ?
Document Type

INteractive Reparting Job Output {2) Private Sector Office Resolutions Qutput - Private Sector Office Resolutions - Detroit Field Office Weekly Report

Hyperion 11 report template capable of providing office level Private Sector resclutions data broken down to function, unit and staffle..

Updated Interactive Reporting Job Cutput, 8/23/13 5:22 PM
Today (0) {Indianapolis District/471 - Detroit Field Office

In the past 7 davs (0) Ownerfauthor: cloving

In the past 30 days (0} Private Sector Office Pending Inventory Qutput - PS Office Pending Inventory Report - Detroit Field Office
Older than 30 days {31 Hyperion 11 report template capable of providing office level Private Sector pending inventory data broken down to function, unit and ..
%'_‘—“ Interactive Reporting Job Qutput, 9/29/13 5:27 PM
Publish Location fndianapolis District/471 - Detroit Field Office/
[Indianapalis District/471 - Detreit Field Office (2) OwnerfAuthor: doving

Result pages: Previous 1 MNext

Figure 12 - Search Results Screen
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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.

vigate

Favorites Tools e

File View Favorites Tools Help

[Sharec

m
=

Exit
L‘_\\l Recently Opened

% Open...

L_;J Recently Opened

¥ Open...

MNavigate

h B

File Yiew Favorites Tool= He

MNewe

Open *

Homel Clozs 3
fSharec Preferences... ige
Log OffF

Exit

.i ecently Opened

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)

Page 12



EEOC Oracle EPM Hyperion Reporting Training Guide

|Sections

i Pending Cases by Statute
- Pending Counts by Office/Staff

Figure 17 - Reports Tab Sections

L r<s_id_by_Wexican_Amesicans-Liny *

Document - /Dallas District/Dallas District Misc/Charges_Filed_by_Mexican_Americans-1.bqy

I Request Fsort
rETre | Drag Request Items here to sort them
[ﬁ Fy Quarter

[ﬁ Fy Month Number
ii FEPA Charge Receipts i... m Month

[ eroc

|4 EEOC Charge Receipts ...

|1 charge Number

ﬁ Charge Receipt Office Code
@ Charge Receipt Office

| & Accountability Office Code
|4 Accountability Office

ﬁ Status Code

X [ﬁ Status

|14 state Code

| state

ﬁ National Origin Code

| & National Origin

i?ﬂCatalng List
+] i::ﬂ Tables

| @riter

‘Deleted |And |Fisca|Year ‘And ‘StatECDdE ‘

Figure 18 - Query Tab View

Charges_ ety Mexican_ Americans-1.bay QU

Document | /Dallas District/Dallas District Misc/Charges_Filed by Mexican_Americans-1.bay

Charge Receipt Office
Code

Fiscal Year

Eﬁecﬁnns

Fy Month Number Month ‘ Charge Number ‘ Charge Receipt

FY2007 Q2 6 March 26G-2007-01129C Wisconsin Equa

FY2007 Q2 5 February 450-2007-01559C 450 Dallas District O
D pazg FY2007 Q3 § May 450-2007-02710C 1350 Dallas District 0
|15 FEPA Charge Receipts I... FY2007 Q1 2 November 31C-2007-00129C 31C Texas Workforel
[ Eeoc FY2007 2 6 March 450-2007-01965C 450 Dallas District Of

| EEOC Charge Receipts i... FY2007 2 6 March 450-2007-02042C 450 Dallas District O

FY2007 2 6 March 450-2007-01888C 450 Dallas District
FY2007 Q1 1 October 450-2006-03395C 450 Dallas District
FY2007 Q1 1 October 450-2007-00163C 450 Dallas District

FY2007 Q3 7 April 31A-2007-00151C 31A Fort Worth Hi

FY2007 Q3 7| April 450-2007-02551C 450 Dallas District

UFy2007 2 6/ March 450-2007-01977C 450 Dallas District O
FY2007 2 4 Tanuary 450-2007-01203C 450 Dallas District G
FY2007 Q3 7| April 36A-2007-00271C  36A Austin Equal Exf
FY2007 QL 2 November 31C-2007-00117C 31C Texas Workfore

MFY2007 Q2 4._Tanua:ry 31A-2007-00104C 31A ‘Fort Worth Hun

Figure 19 - Query Results Tab View
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Charges.Filed_by Mexican Americans-1.bqy * .
Document /Dallas District/Dallas District Misc/Charges _Filed by Mexican_Americans-1.bgy
| I [ | | [
(lsections Hispanic - Obsolete Mexican - Obsolete Mexican National Origin
'JE Query Charge Receipts Charge Receipts Charge Receipts
HResuits Texas|[FY2007|Q1 |1 |October 110 25
[ repa — ?
[ FEPA Charge Receipts i... | 2 |[November 25 o
| FEOC 3 |[December 74 32
e T ) B e
- R . e | | | Total 277 80
Q2 (4 |January 92 28
§ |February 117 57
6 |March 134 38 1
il Total 343 123 1
i Q3 |7 |April 133 26 1
8 |May 130 35 2
9 |June 142 33 2
Total 405 94 5
Q4 (10 (July 125 30 2
11 |August 167 38 4
— ISentemh 124 29 i —

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,

View Favorites  Tools Actions Help
F B e R
Open -
Shafe Charges_Filed_by_Mexican_Americans-1.bqy * Search @ Advanced
Save As...
Documet Save Options » /Dallas District/Dallas District Misc/Charges_Filed_by_Mexican_Americans-1.bqy
Close » | | | |
aSEC Export » Hispanic - Obsolete Mexican - Obsolete Mexican National Origin
Jﬂ Qui Printvia PDF Charge Receipts Charge Receipts Charge Receipts
qﬂ Res Preferences . B
TexasFY2007|Q1 |1 |October 110 25
@ FeF Logoff |
5 FEr Exit || 2 [November 93 23
|_:iEEDC || 3 |December 74 32
| Total 277 80
Q2 |4 |January 92 28
5 [February 117 57
6 [March 134 38 1
Total 343 123 1
W Q3 |7 |April 133 26 1
8 [May 130 35 2
9 |June 142 33 2
Tortal 405 94 5
Q4 |10 (July 125 30 Z
11 [August 167 38 4
T | 12 [September. 124 29 s
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To Save the View
e Click on the Save, Save As or Save Options link from the dropdown

To Export the View (Native File Format NOT Available)

Save As
Lookin: | W= Dallas Dist = & & B
Mame . Type | COwwner | Created ]
L‘I Charges Filed by Mexican Americ,.. Interactive Rep... doving 62613 6:53 4
EIT\:"."CCRD Interactive Rep... doving 11/4/13 11: 11
! i
rame: Charges Filed by Mexican Americans
Description:
Type: L‘I Interactive Reporting Document i

Figure 21 - File Menu Options

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

B

loree

{E% Microsoft Excel

Incam  Pagelsysut  lorvulsz  Cawm  Redew  View

Develozer ?

a1 ~ e

Xl Pivot0541 ESDESS182C0029-9480-0000-EC1301911]ds [Compatibility Mode]
A d H m 1

Hepanc - Weocar £ Mexcan Natcna Onan
Chione Aot C me T Chage Pevepls
110 2

Octaber
2 Novenber 53 2
2 Decenber 7 33
Tetal Tetal 277 nn
Januay % 28
bebn ary n 5
§ March 124 3% 1
Total _ Total 343 123 1
fpri 13 26 1
8| May 130 35 2
5/ Jne 142 33 2
Total  Total 05 54 5
10 iy 5 30 2
1 Augut 38 4
12 Setember 23 6
Total  Total 57 2
Total Total 394 "8
- Octabsr 38 8
2 Hoverber 35 6
3 Decarber 5 33 3
Total  Total 400 106 -7
4 ey 108 23 6
5 Febuary 128 31 -0
§|March 17 2 [x]
Total  Total 254 63 13
7| fprt 2 2 87
8 May 3 30
dunz 1 2
Tal Total 5 3 m
10/ ity 1 18
A 1

Figure 22 — Export to Excel (*.xls)

§
)
E
:

Figure 23 — Export to Excel for the Web

[ Pivnt0541FODFAGT R2( 487 3-ARRN-0000-C FP60193[1] xS - =
A R c|n F F G L

, :! Hispanic - Jbsolete [ Mexican - Obsolste Mexican Hi
2 (:harge Heceipts {:harge Heceipts {:harge|
5 lexus [rvznns [of [10 Jociber 113 25 I
a 7 [Movember a7 23

5 2. |December 74 32 ?
6 Total 277 80

7 Q2 [4. [January az 23

8 £, |February 17 57

g €. |March 134 23

10 Total 343 123

11 Q3 |7. (April 133 26

12 ?hav 131 35

13 & [June 142 3

1 Total 405 94

15 Q4 [10.JJuly 123 20

16 11. |August 167 a8

17 12.|Septembar 124 29

18 Total 413 97

19 Total 1,441 394

FY2008 |Q1 (1. [October 1
M»Jr'"w*-
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e Click on Print via PDF from the dropdown

BEHD e RO

L o
% ®®

i _| T
&]] Collaborate - /S@n' | = <'

Hispanic - Obsolete

Mexican - Obsolete

Charge Receipts Charge Receipts

Texas |FY2007 (Q1|1 October 110 25
2 MNovember 93 23
3 December 74 32
Total 77 80
Q2|4 January 92 28
5 February 17 57
& March 134 36
Total 343 123
Q3|7 April 133 26
3 May 130 35
9 June 142 33
Total A5 94
Q4110 July 125 30
11 August 167 38

12 September 124

///////V//

Figure 24 - Print via PDF Option

/77 7/
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11 Interactive Reporting Document

The Interactive Reporting Document allows the user to create multiple reports and queries.

HomePage | Charges Filed by Mexican Americans @t e el (o] 1=« Made VWashington Field Office FY2013 Goal Repert
Folders MVashington Field
=| [ Root 1| # |Name Type Modified Desaiption
[ 810 - Officz of General Coun [E7 570 - Washington Field Office Folder 1/8/14 11:32 AM
| [ 820 - Officz of Legal Counsel [E) Washington Field ADR Folder 1/8/14 11:33 AM

+| [ 830 - Office of Field Program;

.ﬁl FH District Pending Report Qutput - FH District Pending Rep...

Interactive Reporting Job Qutput

9/28/13 5:27 BM

# [ Aflanta District

.El FH District Resolutions Repart Output - FH District Resolutio. ..

Interactive Reporting Job Output

9/28/135:23PM

Hyperion 11 report tem?

Hyperion 11 report tem

*| [ Birmingham District

.ﬁi Private Sector Aged Inventory Output - Private Sector Age...

Interactive Reporting Job Quiput

10/30/13 1,03 PM

#| [ Charlotte District

.ﬁi Private Sector Aged Inventory Output - Private Sector Age...

Interactive Reporting Job Qutput

10/23/13 10:06 PM

Hyperion 11 report temy
Hyperion 11 report tem|

#] [{) Chicago District
#] [ Dallas District
[ Database Connection File (O
| [ Houston District
#| [ Hyperion 8. 3 Legacy
#] [ Indianapolis District
| [ Las Angeles District
+| [ Memphis District
+] [ Miami District
| [ New York District
#] [ Office of Information Techng
#| [ Philadelphia District
#| [ Phoenix District

.@i Private Sector Aged Inventory Output - Private Sector Age...

Interactive Reporting Job Qutput

2/28/13 7:31PM

Hyperion 11 report tert

.ﬁl Private Sector District Pending Inventory Output - PS Distric..

Interactive Reporting Job Qutput

10/30/13 2:41 PV

Hyperion 11 report templj

.El Private Sector District Pending Inventory Output - PS Distric...

Interactive Reporting Job Qutput

10/30/13 2:23PM

Hyperion 11 report templ

@4 Private Sector District Pending Inventory Output - PS Distric..

Interactive Reporting Job Qutput

10/23{13 10:06 PM

Hyperion 11 report tempk
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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.
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Figure 26 - Interactive Report Sections
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Figure 27 - Results
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Figure 28 - Sample Report
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Figure 29 - Report Builder
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