DATA

ENTERPRISE

REPORTING
(ALDER)

ALDER 101 AKPAY
FOR INTERACTIVE USERS

& LDER

Alaska Data Enterprise Reporting

Revision: 5/2/2011



ALDER 101 — InterActive User Class Guide

TABLE OF CONTENTS
(O 1 e I OSSR 4
CHAPTER 2 ...tttk bbb h e Rt R bbbt A4 b e b e Rt e Rt e Rt e b e e bt e b e e b e bt et et eneeb e e ne e 6
ACCESS the ALDER WED-PAGE: ......ccui ettt sttt st st e be e s e st e e te e besteesbesteaneetesteeneenras 7
SIGNING INTO ALDER . ...ttt E bt E e et b et e st e b e e bt e bbb e e e e e e 7
Setting your Preferences t0 INTETACTIVE USEI: ......c..oiiiiiiieieiier et 8
SEttiNg YOUr GENEIAl PrEIEIENCES: .. .cviiie ettt e e s te e e st e e teebesbeeseesbesneestesteeeesteereenaeas 8
KNOWIEAGE ACCEIIAION (KA . ettt bbbttt e bbbt n e n e e et ene s 9
(O 1 e I B PSRRI 10
Creating @ NEW FOIABT: ..ot e st e et et st e e e te s se e s e e e te e st e sbeese e besRe et e steeneesreeteentenreenee e 11
Copy a Report and Create @ NEW FOIUBT: .........iii i be et st e s te e e e sre et e tesre e e e 12
Move a Report and Delete @ FOIUET: ... 13
Yo 0=t [T T a0 T B =] o Lo o SO R 13
CHAPTER 4 ...t b b bbb s e R e b e b e bt e b e b A b b e e st e b e e bt e bt e bt e bt e b et e bt e e neebeans 17
L@ o=l g I =T 0o TP ROT PSR PR 18
Maximize the WOrKSPACE PaNEL: ..ot 18
DETINITION OF BULLONS: ...ttt sttt et e b s bt e st e bt e bt e be st e et et et et e eneene e 18
INSEIT INBW ROW: ... ittt bbb h e s bbbt e bt e s b b e e b bt e abe et e e e ke e sbe e sbeenab e e nbe e beenbeenbeeneeas 20
L T=] o A AN =T O 0] [0S 20
D 1= (= (0 Y OO 20
D 1= (= O] (1] 1] o OSSO PSRRPR 20
ACHIVALE TOOIDAIS: ... eeetieite ettt sttt e st e e te e s e s be e st e besseessesbeeseesbeeseenbesEeese e besseestesseeneeseearennseas 21
Standard Elements of an ALDER REPOI:.......c.oiiiiiiiiiiiisie sttt bbbt e 21
(O e I - ST P TR PRPR 23
DOCUMENT SUMIMAIY ...ttt et e e bt e b ek e s e s bt e s e e Rt s Rt e e e e e R e e s e e nR e eb e e R sb e es s e beem e e nnenneenenneannenne s 25
DALA SUMIMEIY ...ttt ettt b e et e e Rt e s e s b e e R e st eb e e s e e R e s Rt e ARt AR e e R e e AR e eE e e R e e b e es e e b e es e e reane e e e nneannenne s 25
F AN U] P o] [ @ o =Tt £ PS USSP 25
Dragging and Dropping Available Objects 0nto the REPOIT: .........coiiiiiiiie e 26
Removing Objects from the Data TaDIE: ..........coiiiie e 27
(08 =T =T o B I o] L N L= OSSPSR 29
DOoCUMENt SrUCTUIES @NG FIITEIS: ...ttt r et sttt neene e 35
INAVIGATION IVIAP: ..tttk b bbb s bt h b £ bt bbb b et e b e bbbt bbbt et e e 36
USEI PrOMPE INPUL ..ttt r e s b st et e e e Rt e R e et e e et e e e sn e e n e e nre e nme e neeennne s 37
T OSSPSR 37
L8 o 1 e I SRS 38
INtroduction t0 DateS iN ALDER: .........ocvie ettt et e esreeteenbesteeneenbesre e e e 39
Report Effective Dates and POINt in TIME DateS........ccoviiiiiiiiiiieiie ettt sttt sre et s reer e be e snas 39
REPOI RANGE DALES.....cc.eiieiiiie ittt e et e e st et e et et e sateeasteeaateeeanteeeasseesseeeanseeeanteeanseeesaeeanneeenneennns 40
Change VIEW DAt RANGE .......oveueiiiiiiitiitiite ittt bbbt bbbt bbbt e st b bt bt bbb et s e ebe e 42
(O 1 e I PR RSPSPR 44
T ugoTo [UTo Lo T (o TN 1L (=] £ OSSR 45
Creating REPOIT FIITEIS: ... .. ot b bbbt b bt b e bbbt 45
Creating Table FIITEIS: .. .ot bbb bbbt bbb ettt ans 48
Creating RePOI/CRAIt FIITEIS: ......o ittt ettt ettt e te e e s beese e besmeeneeseeeneeseeereentesreeneenes 49
N o C=T0 T =] OSSPSR 50
DIEEING FHITEIS: ..ot b bt bbbt b bbb bt e e bbbttt b ettt 53
(O o e It B SRR 56
FOIMALLING 8 CeILL ...ttt ettt e s e sttt e s bt s et em e e st e e meesee et e emeeseeereenbeeneeeenneeneeneas 57
FOMALTING 8 COIUMN: ...ttt bbbt b bbbt bt e e e b e bt et e e bt e b e st e b e eseeneete s 60
FOrmMatting All TaDIE ClIS: .. .ot bbbttt b bt e s e e e neane et 60
L0 T Lo = T I o -SSR 61
FOIMALTING 8 REPOIT: ...ttt bbbt b bbb b bbb e e b e e bt et e st b e st e b e b e eneeneebe s 65
L8 o N el = O RSP TS 69

Page 2 of 112



ALDER 101 — InterActive User Class Guide

FOMIMUIAS: ..ot h bbb b e s s e Rt bt bt bt b e b et et e A e bt e bt e bt e bt b e st et e e e st an e enenbe s 71
R L = o] 1= ST 73
(O 1 e It PSSR 78
F AN o] 0] YT Lo T I o] LIRS0 S PSUPRSN 80
Yo o] o= =TSRSS 84
REMOVING TADIE SOMTS: ... ettt b bbb bbbt bbbt e s e e e e eneere s 84
BT BAKS . .ttt b R R R E b E b £ R e R e R R e Rt bR bR e e R e e Rt e Rt R R bbbt ne e 85
2T oT L (o] 01T TSSOSO 86
REMOVING BIAKS: ...ttt bbbt h bt bRt b bt e bt h e b e bt et nb e n e n e e e aneere s 87
ST 1001 SRS 88
Hide Sections from the NaVIgation IMaD: .........cceciiiiiieii ittt s te et sne e b e taesaesrearaesreas 92
LT 0N T=T o1 T SR PRR 92
FOIMALTING SECTIONS: ...ttt h bbbt b et e h e e bt ke e bbb en e n e seaneere s 93
APPENDIX: ..ttt b E bR £ R R e R Rt R bR R e Rt Rt bbbt n et n e ne e 97
S LTo ([T T o 12T La ] o USSP OSSR 101
Setup IE Browser Internet OPtioNS - OVEIVIEW..........cuiiiiiiriiiieiei et nn e neeneas 102
QLI 0] ISP 103
AlTOW DOWNIOAA 10 the DESKIOP ....eveeiieiieceiiie sttt s te st e e be s beese e besteesbesbe e b e sbeeteesbesaeerne e 104
AHOW POP-UPS TTOM X STALE.AK.US. .....cueeiietiitieiesie et bbbt bbbt ens 105
DiSplay PDF WITNIN BIOWSET .......c..eviiiieiieiiitiitesie sttt bbbttt bt e e ere s 106
F AN U] P o [ @] oT=T = (o TSSO 106
Additional Example of NeSted FIITErs: ..o s 108
MOVING 8 TADIE ...ttt b bt bbb bt s bbbt b et e ene e 109
Available OPErators 10 AVOID ..ottt s te st e e e s be st e besbe e sbesbe et e sbeete e besre et e 110
StANAArA CalCUIALIONS: ... .. .eieeeiece ettt e et e e st e s teesaesbe et e ebesseeseesbesneeneestaeseeseeaneenneas 110

Page 3 0of 112



ALDER 101 — Interactive User Class Guide

CHAPTER 1
KEY POINTS OF EMPHASIS

Error Messages
System Security
User Id’s and Passwords
Role-Based Security
Microsoft Internet Explorer
Secure Web-Site
Windows Like Environment
Cautions
Key Terminology
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Error message prompts:
You may see error messages if you do not have security access for a feature or data, or if there is a problem with

the report or application. If you need to send a message to your Agency Advocate include the error message
number and text or a screenshot of the error message and an explanation of what happened.

System Security:
User ID’s and Passwords — When you log into ALDER, your User ID and password are authenticated using

LDAP credentials. Do NOT share your User ID or password with anyone. These are the same User ID’s
and passwords that you use for the State of Alaska computer network system.

Role-Based Security — Your security has been established based on the level necessary to perform your job
duties, which means ALDER will not display data on a report that exceeds your security level. Keep in
mind that this security feature only works on ALDER (Web Intelligence) reports, and if a report is saved as
an Excel or CSV file, all data will be displayed, regardless of security level. Users are responsible for the
security and privacy of the data they access in ALDER. (AS 39.52.140)

Microsoft Internet Explorer:
ALDER and Knowledge Accelerator can only be accessed using Microsoft Internet Explorer v6.0 or greater. Many

functions in ALDER will not work properly if another internet browser, such as Mozilla, is used.

Secure Website:
ALDER is located on a secure website and is protected by the state’s firewall. Consequently, the ALDER system
cannot be accessed from outside the state enterprise system.

Windows-Like Environment
ALDER is formatted into a Windows-like environment, particularly the folder structure where reports are housed.

Folders may contain subfolders, and each folder can be expanded or collapsed by clicking on the “ = or * =
buttons next to each folder.

Cautions

* No Trash or Recycle Bins in ALDER There is no “trash” or “recycle” bin in ALDER, so once the delete
function for folders or reports has been chosen and confirmed, that action cannot be undone. Use caution
when deleting items in ALDER.

»  System Timeouts System has a 60 minute timeout with automatic logout. This is measured from the last time
you downloaded data from server (e.g., refreshed). If working on a report, save often.

Key Terminology
A list of Key Terminology can be found in the APPENDIX
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CHAPTER 2
LOGGING INTO ALDER AND SETTING PREFERENCES

Goals and Objectives
Accessing ALDER Web-Page
Sign into ALDER

Setting Preferences
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Goals and Objectives:
After you complete this chapter, you will be able to:
e Access the ALDER Web-Page
+ Signinto ALDER

»  Change your preferences

Access the ALDER Web-Page:

1. Touse ALDER, you must first open the Microsoft Internet Explorer Web Browser.
2. Type in the web-address (URL) for ALDER
=  https://alder.state.ak.us

P ew | Favortes Toos Wep
Q- (3 - %) (2] (0| e 5o ravones & e ol
state.ak.us e [ > ot B 1y (& -

The State of Alaska

P g

| Log On to Businessobjects kitoView,

Welcome to ALDER - ALaska Data Enterprise Reporting ‘

Enter your uses information and click Log On,
(fyou sre unsure of your accourt informssan, contset your system asministrator)

Note: By logging on to ALDER, you are agreeing to the principles of data stewardship and Alaska
Statute 39.52.140

Signing into ALDER:

3. Enter your ALDER username and password
4. Click the Log On Button

If you have successfully logged in, your screen should look similar to the picture below.

Fie Edt Vew Favorles Took Hep | A&
Gaack Q- Iﬂ g ” | /V\’Seavch \;“\'{’Favamtes ‘3‘ = ﬁ
ckress [ ] bttps:falder state. ok do7obild=0 EE ‘Lm »|5snagn B ‘Qj o
qﬁ Al aska Data Enterprise Reporting Welcome:
& o [ tew + S (9 send + [ Wyifoview | Searchiite - || 20
1 Folders 1+ | Home P
Eecsdai X 4
B §iHome

by Folders Infoview Inboy

[21Public Folders Q LDER

‘ALaska Data Enterprise Reporting ALDER Terminology and Facts

ALDER help desk

‘ Announcements
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Setting your Preferences to Interactive User:

As an Interactive User, you will want to verify that your preferences have been properly set.

G
e

»  Click on the preference button located in the ALDER Header panel on the right.
»  Click on the Web Intelligence Document Tab

»  Select a view format — Click Interactive

»  Select a Report Panel — Click HTML Report Panel

»  Verify that the options selected are the same as the picture below

Preferences

] l Web Intelligence Document | ]

Select aview format:
CHTML
& Interactive

 Portable Docurment Farmat (AdobeReader reguired)

Select a report panel:

 Query - HTML
' HTML Repart Panel

»  Scroll to bottom of screen and click Apply

e Scroll to bottom of screen and click OK

Setting vour General Preferences:

Chapter 2

Click on the preference button located in the ALDER Header panel on the right.
Click on the General Tab
a. My initial view is

e Allows you to set up how your initial view of your folder structure looks when you open ALDER.

b.  On my desktop

e Allows you to set the number of reports that are listed on each page for you to view.
Recommendation is between 20 and 100 reports (default is 10)

c. For each document, show me...

e Allows you to change how the reports are displayed within the folders. (e.g. You may not want to
see the description of every report. By unchecking the box, the report description will not
automatically be shown for every report.)

d. View my documents...

e If you have multiple monitors, you may want to change this setting. It allows you to have multiple
reports open in different windows within the single session.

€. When I close my browser window...

e Allows you to not be prompted every time you close your internet browser.

Page 8 of 112



ALDER 101 — InterActive User Class Guide

e When you have made all of the changes that you want to your General Preferences
f.  Click Apply
g. Click OK

CAUTION: Do not change any other preferences other than the ones discussed here. All other

preferences are system specific and any changes that you make can affect your ability to use ALDER

Summary:

After completing this section you are now able to:
»  Access the ALDER Web-Site

«  Change preference settings

Knowledge Accelerator (KA):

Hoime e lacn
Goto Infatiew Inbox ‘ Update Status
LDER | Source | Last Update | Status
ALDER FAQ
L | AKSAS | JanuaryDB, 2010 [Successful
Alaska Data Enterprise Reparting
ALDER Help Desk | AKPAY | January 2010 | Limited
\ALDER Website ‘ Wilr:gl'f;e January 2010 Limited

ALDER Announcements:\ (view All Acchives) | RESOUrCES: =

ALDER Unavailable Friday, December 18th until Mo
21st
In preparation far getting AKPAY data into the production ervironment it is nec . .
perform some database maintenance. To accommodate this effort ALDER will com Ut Agency Advocate List
down as usual at 8:00pm an Thursday, December 17th and be unavailable until Maonday, 7] ALDER 100 K2,
December 215t at 7:00am. The ALDER tearm appreciates your patience as we prepare for

the release of AKPAY reporting. [l ALDER 101 KA
(ived, 25 Nov 2003

y, December [#] Agency Advocate
Meetings MEW!

[H AB Tutorial

4 Ent ize Report
Scheduled Reports for 1219 and 12/10 AKSAS Interfaces 'ﬁ—"—p—” SIS RER
Please confirm that scheduled reports ran as expected far BOTH December 9th AND 10t Migration
AKSAS source data. [* How to create an

- ALDER Help Desk Ticket
The actual execution tirmes for the "AKSAS Complete” event were: N ]
A 4 ann meeme . . o L acth ~|| (A Planning a Renart |

Lessons in “Try It!” mode:

»  Designing Reports
»  Enhancing Presentation in Reports
*  Formatting Information

»  Creating Custom Calculations and Variables
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CHAPTER 3
Creating New Folders, Copying and Scheduling Reports

Goals and Objectives

Creating a New Folder

Copying Reports while creating a New Folder
Move a Report and Delete a Folder
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Goals and Objectives:
After you complete this chapter, you will be able to:

»  Create a New Folder from the ALDER Header Panel
»  Copy an Enterprise Report to a New Folder

»  Create a New Folder while copying a report

*  Move report to a new folder

»  Delete a folder

Creating a New Folder:

In the Navigation Panel: [ Folders s
Click on the “+” next to My Folders E E&EEE X
«  Click on the Favorites Folder B {pHome

@ Ca My Folders
[38 Favarites

[y Inbox

In the toolbar below the Header Panel: R rrrise Reporting
@- D New‘-‘s @Sendv MylnfDViE
["J Folders (F‘_E Publication '

*  Click on the drop down arrow on the

¢ ” E B % @ Hyperink K
New” Button B FiHome 2] OLAP Inteligence Report N
. SeleCt Folder = EMyFol 2] OLAP Inteligence Connection

[l Far 2 Crystal Repart

_:]In D Documerit from local computer...  »

2 Puhblic e

[ Folder

In the Workspace Panel: Hew
I ' Create A llew Folder
e Typein “Class ALDER 101” for the
Folder Name Folder Name: |Clasz ALDER 101
* You can assign a Description and Description: z

Keywords to the folder.
* Click OK

Keywords:

»  Verify that your Class ALDER 101 folder was created within your Favorites folder

Chapter 3 Page 11 of 112



Copy a Report and Create a New Folder:

In the Navigation Panel:
e Click on the “+” next to Public Folders
*  Click on the “+” next to ALDER
Reports
*  Click on the “+” next to Enterprise
*  Click on the “+” next to Payroll
*  Click on the “+” next to Employee
»  Click on Demographics so that it is
highlighted
In the Workspace Panel:
»  Check the box next to Employee
Information Counts
»  Click on the drop down arrow next to
the Organize Button

»  Select Copy to New Folder

ALDER 101 — InterActive User Class Guide

2 Folders
Becaa@d X
B #iHome
[C3 My Folders
= & Public Folders
[C3 0- Auditor Repors
= CIALDER Repors
3 Departments
B T3 Enterprise
= Financial
B L3 Payrall
CADOF Internal
@ CAEmployes
2 Demaographics
S Pay
3 Service Time
[Cd Specialized

Demographics
@ Organize

Move to New Folder...

X |Fiter: AlTypes -

L3

Copy to New Folder...
Add Shortcuts to New Folder...

L
P

Add to my Favorites...

—_— B —

You should notice that a new window opened in the Workspace Panel

In the Workspace Panel:
*  Click the “+” next to My Folders
»  Click on the Favorites folder to
highlight it
e Inthe New Folder box type ALDER
101A
»  Click the Add Button

Copy
Copy

Where do you want to copy the selected items?

)j Employee Information Counts

My Folders
3@ Public Folders

New Falder [ALDER 101A G——

You should notice that the new ALDER 101A folder is highlighted

*  Click the OK button

In the Navigation Panel:
*  Expand My Folders (click the “+” next
to the folder)
»  Expand Favorites
»  Select ALDER 101A
»  Verify that the report has been copied to
this folder

Chapter 3

ALDER 101A

@ Organize - X Fiter. All Types ~

[ [ 4 | Tite « LastRun | Type
Employee Information Web

r Jj * Counts Neverrun Doct

History | Schedule | Modify | Properties
Counts of employees by selected deparment, jc

permanent and nonpermanent employees and f
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Move a Report and Delete a Folder:

After you copied Employee Information Counts report and created a new folder, you realized that this report really
should be filed in the Class ALDER 101 folder and that you do not need the ALDER 101A folder. You will move the
report and delete the unnecessary folder.

In the Workspace Panel:
*  Check the box next to Employee Information Counts
*  Click on the drop down arrow next to the Organize Button
*  Select Move to New Folder
*  Expand My Folders
*  Expand Favorites
* Select Class ALDER 101
* Click the OK button
*  Verify that the ALDER 101A folder is empty
*  Verify that the report was moved to Class ALDER 101

In the Navigation Panel:
*  Verify that the ALDER 101A folder is highlighted
*  Click the “X” button on the Navigation Panel toolbar
*  Select the OK button to delete the folder
*  Verify that the folder has been deleted
CAUTION: A folder and its entire contents can be deleted using this method and there is no trash or
recycle bin in ALDER

Scheduling a Report:

Scheduling reports allows you to run reports on your timeframe. In your Favorites folder under Class ALDER 101 in
Employee Information Counts report and click on Schedule under the report title.

. _ P Web Intelligence

- Jj # Employee Information Counts Mever run Document

History | Schedule | Modify | Properies

Counts of employe elected department, job class and position work type. Counts permanent and n
and filled positions.

The Scheduling work area will open with the report title in the Instance Title.
»  Open the dropdown box under When and notice the options of scheduling reports. We will select “Now”.
o Notice if you choose Once you can choose at date and a time, you will need to choose an “Event” if the
date is not today.
o Also notice that you can choose other options such as weekly or monthly. These can be chosen once we
have relative object as available for AKPAY data.
o When you choose these you will be able to choose a day and time.

o If you choose any of these options be sure to choose an Event (below).
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»  The Destination area gives three options
= Default Enterprise Location will place the instance under the report name. We will choose this for
our report.
= Inbox — Inboxes for ALDER Users are identified by Employee ID; because the Available list is
truncated it is best to know the Employee ID of the person you need to send it to. Make sure the

“Use Job Server’s defaults” is unchecked so you can enter the recipient’s ID.

Destination: |Inb0x j

[T Ugethe Job Servers defaults

Choose: IUsers '|

Look For: |

Search

List of available recipients has been truncated; use search to retrieve specific recipients.

Available Recipients: Selected Recipients:

000076 f’
000113
000199
071604
100781
101048
101325
105419
107493
108934 hd

n W

And send as a Copy

Target Mame:

@ Automatically generated

o Specific name || Add placeholder... j

Send As:
i~ Shortcut

= Copy

I Cleanup instance after scheduling

= Email — Allows entry of any email address
* Format has three options Web Intelligence, Microsoft Excel and Adobe Acrobat.
= Web Intelligence is for those who receive the report in their Business Objects Inbox
= Excel and Adobe are for those who receive the report in their email.
»  Caching Options and Server Groups are left alone to go to pre-set defaults
» Events are very important to use if you are scheduling anything other than “Now”. This allows the scheduled
report to wait until the chosen Event runs before the scheduled report starts to run. This is especially important
for reports where you expect the data in ALDER to be updated before your scheduled reports run. In our case
because we are scheduling Now we do not want to choose an Event.
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B Events
Available Events: Events to wait for:
AKPAY Update Complete
AKSAS Update Complete
CAFR Lapse/Met Continuing
WPA Update Complete
Available Schedule BEvents: Events to trigger on completion:

*  Prompts can be updated here and we will input this information
Report Effective Date: Today
Report Point in Time: Today
Dept Num: 7
Calendar Year Begin Date: 1/1/2010
Click Schedule and go back into your Class ALDER 101 folder. Notice the change to your screen.

Web Intelligence

I ,}j # Employee Information Counts 1002812010 2:30 PM Document

View Latest Instance | History | Schgdule | Modify | Properties

If you click of View Latest Instance you will see the report as you scheduled it to run. If you choose history you will see the
instance(s) and status of your report.

Summary:
After completing this chapter, you are now able to:
»  Create a New Folder
« Copy a Report
*  Move a Report
» Delete a Folder

»  Schedule a Report
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Exercise:

Instructions:

1.

From the Enterprise/Payroll/Employee/Demographics folder locate the report titled Age Distribution

2. Copy this report to a new folder
3. Add a New Folder under your Class ALDER 101 folder titled Class Exercises
4. Verify that your new folder has been added
5. Verify that the report was copied to your new folder
Laska Data Enterprise Reporting Wel .
Q LDER corese
(/) - | [ new - % [ send - [H] My nfoview | Search title ~ 5] S @
[ Folders i || Class ALDER 101 FO8 X
E PeBEmE X 2 Organize - | X |Fiter: AlTypes -
B ¥ Home . DO & |Title « Last Run Type Owner Instances
B Wy Folders ™ 31 + Age Distribution Mever run Web Intelligence Document cpreecs 0
= GE Favorites History | Schedule | Modify | Properties
3 Ad Hoc FY 2011 Distribution of employees by age groups for a selected department or departments
@ 3 Class ALDER 101
[0 CLASS EXERCISES

Chapter 3

How many ways are there to create a new folder in ALDER?

Describe the different ways to create a new folder.

Page 16 of 112



ALDER 101 — Interactive User Class Guide

CHAPTER 4

Workspace Panel Toolbar within a Report

Goals and Objectives

Open a Report

Maximize Real Estate

Definition of Buttons

Toolbars

Standard Elements of an ALDER Report
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Goals and Obijectives:
After you complete this chapter, you will be able to:
e Openand View a report
e Maximize your Real Estate
»  Define buttons on the toolbar
»  Define the Standard Elements of an ALDER Report

»  Activate/Inactivate toolbars

Open a Report:

In the Navigation Panel:
« Inthe Enterprise/Payroll/Employee/Demographics folder locate the report titled Average Age of Employees
and copy to your Class ALDER 101 folder

Note: Find the document in your Class ALDER 101 folder, click on the document name.

Maximize the Workspace Panel:

In the Workspace Panel:
»  There are 2 ways to maximize the Workspace Panel — also called “Maximizing your Real Estate”
»  This can be done by clicking the single SQUARE box on the blue bar in the Workspace Panel and

press F11 to hide the internet toolbar (to get the internet toolbar back press F11 again)

Average Age of Employees FOFX
')j Document = View = Ingert « Q Save éﬁ Find | €) Undo (% Redo Zoom|100% |+ 1 Gt | ¥3 Refresn Data '

Single Square Box

»  The second method is to close the Report Panel.

Avi% .

Definition of Buttons:

Button/Drop Down | Options Function in ALDER

List

DEEIRER Close Closes the report
Edit Not allowed for Interactive Users
Save Opens the Save Document Panel
Save as Opens the Save Document Panel (See directions to disable Pop-up Blocker)
Save to my computer as | Allows the User to extract the data to Excel, Adobe, or a CSV File
Properties Opens the property pane for the current report
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View | - Page mode Shows how the report looks with headers and footers and the number of
pages in the report
Draft mode Shows the report with no headers or footers and is one continuous page
PDF mode Shows how the report will look in Adobe and allows the user to print the
report from inside of ALDER
Left panel Opens and Closes the “Report” Panel
Status Bar Opens and Closes the status bar at the bottom of the Workspace Panel
Toolbars Opens and Closes individual toolbars within the Workspace Panel
Preferences Sets User Preferences for all reports
—— New row In Table — Inserts a New row above or below the current row
selected
. New column In Table — Inserts a New column to the left or right of current
For this button to column
work, the report,
Break In Table — Adds or Removes a break to the data
chart, or table must
be selected Filter On the report or in a table, applies a user defined filter
Sort In Table — Applies or removes ascending, descending, or custom
sorts
Calculation In Table — Applies a calculation at the Break in the data
This button is only available when the user has opened a report within
Q Save .
their My Folders structure
34 Find Page Mode — Only searches for information on the current page
Draft Mode — Searches the entire report
Undo Redo Allows User to Undo or Redo previous actions

Allows User to Zoom in or out of data for viewing purposes

-

When User is in Page Mode, tells you which page of the report you are

on. To find total number of pages, the User must go to the final page

¥4 Refresh Data

Allows the User to refresh data or change the prompts for the report to

get different data.

For reports that have this ability, allows user to drill through a report to
get to greater detail; for instance, a report of summarized information
such as appropriation expenditures could be drilled down to get
collocation code detail information. This is available in Financial

Reports only

Chapter 4
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In the table above, the differences between ALDER 100 (Report Viewer) and ALDER 101 (Interactive User) have been
bolded.

Insert New Row:

Click on the last row of the Selections Box

Click on the Insert button

Select New Row

Select Below

Insert New Column:
+ Inthe data table, in the Blue Box titled All Employees, right click on the Blue Box titles Average Age (2™
column of the data table)

Click on the 2" column of the Gray area

Click on the Insert button

Select New column
Select Left

Notice that the Blue Header Row is now 1 column longer. NOTE: Some reports in ALDER do not have the Blue
Header Row connected to the Gray data area. This is more prevalent in financial reports. When inserting new columns,

you need to make sure that the column formatting lines up between the Blue Header Row and the Gray data area

Another way to accomplish this is
«  Right click on the 2" column of the Gray area
+  Select Insert
»  Select New column
o Select Left
»  Scroll to the end of the data table

To add text in the blue header box click on the box, go to the formula toolbar and type the information in and press enter.

Delete Row:
+  Click on the last row of the Selections Box
* Right Click
+  Select Remove

*  Select Row

Delete Column:
« Inthe data table, click on the Blue Box titled EE Dept (2™ column of the data table)
»  Click on the column
* Right Click
»  Select Remove

e Select column
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Activate Toolbars:
» Using the View Button, activate all toolbars

»  Once all of the toolbars are activated, the top of your Workspace Panel should look like this:

2] Document ~ View + iert « | ] Save | 3 Find | € Undo (8 Redo | Zoom[l00m |- [ ]e ® Edt | 5 RetreshData | 0,
8. A - - & - * Formatting Toolbar
e - | T Fer | Sort 8] = fions = ot | te ~ | [ dlsrters o Report Toolbar
| i + Formula Toolbar

Note: You can also activate the toolbars by right clicking with your mouse in the GRAY area of the toolbars

Standard Elements of an ALDER Report:
+ HEADER:
* ALDER Logo — Upper Left Hand corner on all pages of a report
« Title — Top of all pages for the report
» Last Refreshed Date — Upper Right Hand corner on all pages of a report
+ FOOTER:
*  Report Name — Bottom Left Hand corner of all pages

»  Page Number — Page X of Y on all pages of report

Summary:
After completing this chapter, you are now able to:
+ Openand View a report
»  Maximize your Real Estate
»  Define buttons on the toolbar
»  Define the Standard Elements of an ALDER Report
» Activate/Inactivate toolbars

Chapter 4 Page 21 of 112



ALDER 101 — InterActive User Class Guide

Review:

1. How do you open a report to view it?

2. What is the difference between viewing a report in Page Mode vs. Draft Mode?

3. In ALDER, how can you print a report?

4. ldentify the 3 different ways that you can save your report to your computer.

5.  What are the 2 different ways to maximize your real estate?

6. What are the standard report elements?

7. What are the 2 ways that you can activate/inactivate your toolbars?

8.  When is the only time that you have a “SAVE” button?
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CHAPTER 5

Report Panel

Goals and Objectives
Document Summary
Data Summary
Available Objects
Dimensions
Measures
Detail
Drag and Drop Obijects on to the report
Remove Objects from the data table
Charts and Table Types
Document Structures and Filters
Navigation Map
User Prompt Input
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Goals and Objectives:
After you complete this chapter, you will be able to:
« ldentify the Report Panel
«  Move between the Report Panel menu items
» ldentify and Define Available Objects
* Add or Remove Available Objects
» Add Charts, Tables, and Cells
»  To the Report
» To Sections
«  Use the Navigation Map to find information within the Report
« ldentify the report outline using Document Structures and Filters

« Input data into User Prompt

Introduction:

We are going to review the various drop down menus within the Report Panel

*  Open Employee Information Counts from your Class ALDER 101 folder
*  Maximize your real estate

»  Click the Refresh Data button and use these prompts

*  Report Effective Date: 1/12/2009
*  Report Point in Time Date: 1/12/2009
*  Dept Num(s): 5

*  Pos Work Type(s): ALL

» Job Class Code(s): ALL

*  Click Run Query

*  The Report Panel is located on the left side of your report

Employee Information Counts.

&) Document] | View + isert « | (@] Save | 2 Find | ) Undo (& Redo |zoom [100% -

2 .| A -

Remove « Fiter | Sort Break Calculations ~ Insert - Duplicate

Chapter 5

&i
[  Avaiable Objects - L &
Pos Work Type(s)
Remove Add Edit Merge
B@A\IEHEDE Objects. gt
R — ARTSTATE NCIL ON THE AR
3 B
TJEED e e
7 EE Job Class i
DEELEEES [ EEJob Class EE Job Class
<7 EE Num h
3 EE Org Code ] K0053 ADMIN ASST Il
D ECn oD i P1135 ADMINISTRATIVE CLERF
=7 EE Org Desc h
=) Pos Vacancy FlagDesc i P3510 EXEC DIR COUNCIL OF
e i P3661 FINE ARTS ADMINISTRA
1 Selected Dept h
1 Selected Job Class i
1 Selected Pos Work Type : Total Counts:
¥ ) Variables
=) @) Formulas
@ =Count([EE Numl) ENSEDUCATION SUPPORT SER\
@ =Sum(Count([EE Num))
& =Sum(Sum([Filled Positions] )}
2 =Sum(Sum(INonperml))
& =Sum(Sum(iNot Perm or Nonperil}) EE Job Class
@ =Sum(Sum(Perm)) o |
& =Sum([Filed Pesitions]) ‘ =) k\nlﬂlo Counts |

Report Panel
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Document Summary
«  Displays the property-type information of the report
» Displays the prompts that were selected

«  Print button in this panel only prints the information located in the document summary
Data Summary
« Displays all of the objects (data fields), the description of the objects, Document Variables, and
Formulas used on the report
«  Print button in this panel only prints the information located in the data summary

Available Objects
There are 3 distinct folders under the Available Objects Menu.

1. Available Objects =gl Availahle Objects
2. Variables ~[&1Yariskles

3. Formulas =gl Formulas

Available Objects = (gl #vailahls Objects

* Represents information that is available to be displayed on the report. The information is categorized
in 3 different types of objects:
= Dimensions ' (Blue cube)
e These objects contain data that we can count. (e.g. Employee’s Name,
Department, Contact Code, Job Class, etc.)
=  Measures ? (Pink ball)
e These objects contain data that we can calculate on. (e.g. Employee Count,
Length of Service in a Job Class, etc.)
= Details ¥ (Green pyramid)
e At this time only the AKSAS data is using this object with EP Warrants. These
Details contain data that we would not aggregate or calculate on.
* Notall listed Available Objects are displayed on a report.

*  Objects are listed in Alphabetic order by object type.

Variables variahles

Variables can be:

« Dimensions, Measures, or Details

»  Formulas that you have assigned a hame
»  Formulas from the universe

»  Obijects that can be filtered on
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Formulas =/ lgal Fermulas

«  Calculation that you can create to display data that is not retrieved by existing objects
»  The actual formula is displayed as the object

« Becomes an object that can be placed on the report

Dragaing and Dropping Available Objects onto the Report:

Any time that you drag an object to be displayed on the data table, you want to make sure that you do not drag it into the
BLUE header row. For some of the reports in ALDER, the Blue header row and the data table are not connected. (Often

in financial reports) When the header row and data table are not connected, you place the object in the data table and
insert a column in the header row.

*  From the Available Objects list, find the object “EE Employment Status”

«  Click on the object and hold the mouse button down while dragging the object onto the report

«  Drag it into the 3" column of the data table between EE Job Class Desc and Permanent Employees

«  Shorten the column with as you would in Excel by hovering over the column line, clicking on the line once it
becomes a double arrow, hold the mouse key and slide the column to the left.

Note:

«  Make sure that you have a skinny red line to the side of the column that you want to place the object.
» Athick red block replaces the existing data in the column

» Askinny red line at the bottom or top of the row will try to insert the new data in a different row causing
your report to have blank lines.

«  If you were successful, your columns should look like:

ARTSTATE COUNCIL ON THE ARTS

EE Employees - not
Employ Permanent Nonperm Permanent or
EE Job Class EE Job Class Desc ment Employees Employees Nonperm Total Emplo
PR 1 0 1
0

KD053 ADMIN ASET Il 0

P1135 ADMINISTRATIVE CLERK 11l 0 1

P3510 EXEC DIR COUNCIL OF ARTS PX 1 0 0 1

P3661 FINE ARTS ADMINISTRATOR I PE 2 0 0 2
Total Counts: 5 0 0 5

ESSEDUCATION SUPPORT SERVICES

& | émooyeesnot | |
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Removing Objects from the Data Table:

You can remove objects or columns from your data table that are not needed for your report
* Right Click on the column EE Job Class Make sure that the area behind the data is gray
*  From the menu that pops up, select Remove

»  Select Column

*  Remove the column

»  If you were successful, your columns should look like:

ARTSTATE COUNCIL ON THE ARTS

... ...
EE Employees - not
] Employ Permanent Nonperm Permanent or f
] EE Job Class Desc ment Employees Employees Nonperm Total Employees Filled Positions |
{ADMIN ASST Il PR 1 0 0 1 1
EADMIN\STRATIVE CLERK Il FE 1 0 0 1 1
EEXEC DIR COUNCIL OF ARTS PX 1 0 0 1 1
EFINE ARTS ADMINISTRATOR Il FE 2 0 0 2 2
iTotal Counts: 5 0 0 5 5

ESSEDUCATION SUPPORT SERVICES

EE Employees - not
Employ Permanent Nonperm Permanent or
EE Job Class Desc ment Employees Employees Nonperm Total Employees Filled Positions
TT 0 1 0 1 1

ACCOUNTING SPVR I
ACCOUNTING TECH | FE 1 0 0 1 1

ACCOLINTING TECH I PE 1 n n 4 4

+  Save the document as Employee Information Counts New Obiject in your Class Exercises folder.

Review:
1. Whatis an Available Object?

2. Areall Available Objects Displayed on the report?

3. What are the different types of Available Objects?

4. What is the difference between a variable and a formula?
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5.
6.

Chapter 5
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From the Enterprise/Payroll/Position/Statistics Reports folder, copy the report Position Detail by Org Code,

Position Work Type and Job Class to your Class ALDER 101 folder.

Go to your Class ALDER 101 folder and open the report.

Maximize your real estate
Refresh Data:

o

o

o

o

@)

Report Effective Date:
Report Point in Time Date:
Report Range Begin Date:
Report Range End Date:
Pos Work Type:

Dept Num(s):

Region(s):

Division(s):

Section(s):

Job Class Code(s):

7/6/2010
7/6/2010
7/6/2010
7/6/2010
ALL

10

10

4

999
ALL

Remove the columns EE MAD, EE R/O,EE Acting, EE Range, EE Step, EE SS, EE OT Exempt

Insert the object EE ID in the data table between the columns for Pos BU and Employee Name
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Your report should look like:

Report Effective Date
Report Point in Time Date
Report Range Date TIGI20
Department(s)

Region{s}

Sectionis)

Position Work Type(s)

Joh Class{es)

TiB2010
TI62010

10 - 7igiz010
10

10

4

949

ALL

ALL

ALDER 101 — InterActive User Class Guide

Position Detail by Org Code, Position Work Type and Job Class

HATURAL RESOURCES
EE=

: Reg Sec
100216 | FACL 10 04 99
100225 | FACL 10 04 99
100229 FACL 10 04 99
100232 FACL 10 04 99
100235 | FACL 10 04 99
100236 | FACL 10 04 99
100237 | FACL 10 04 99
100241 FACL 10 04 99
100243 FACL 10 04 99
100245 FACL 10 04 99
100245  FACL 10 04 99
100249 | FACL 10 04 99
100260 FACL 10 04 99
100261 FACL 10 04 99
100293 FACL 10 04 99
100298 | FACL 10 04 99

[ ) E T =-- m—
Pos Location BU Employee Name Code Pos Class Description i
ANCHORAGE S5 219089 HAGEN MARLYS K P1334 PROCUREMENT SPEC IV
ANCHORAGE GG 229448 JOHNSON DOMNNA A P1212  ACCOUNTING TECH Il ;
AMCHORAGE GG VACANT P1211 ACCOUNTING TECH II
AMCHORAGE GG 231646 GRUNZADEBRA A P1211 ACCOUNTING TECH I
ANCHORAGE GG 314805 WILLIAMS KENNETH M P1331 PROCUREMENT SPEC |
ANCHORAGE GG 309206 QUERIPEL,STACIE M P1203  ACCOUNTING CLERK
ANCHORAGE GG 305185 ZIEMER KRISTEN J P1132  MAIL SVCS COURIER
AMCHORAGE GG VACANT P1210 ACCOUNTING TECH |
AMCHORAGE GG 308134 PARKER KATHLEEM A P1210 ACCOUNTING TECH |
AMCHORAGE GG 226442 DENMNY DEBRAL P1331 PROCUREMENT SPEC |
ANCHORAGE 55 218491 COWLES-BRUNTOMN,CRISTIN M P1207  ACCOUNTANT IV

ANCHORAGE S5 308543 LOTOSH,OLGA P1205  ACCOUNTANTII

AMCHORAGE GG 281102 KARJALADONMAA P1210 ACCOUNTING TECH |
AMCHORAGE GG 313160 KENDALL JODY L F1203 ACCOUNTING CLERK
AMCHORAGE GG | 289539 WELLS WARD W P1332 PROCUREMENT SPEC II
ANCHORAGE GG 305354 O'FARRELL MICHELLE L P1135  OFFICE ASSISTANTII

7. Save the report as: Position Detail with Current Incumbent in your Class Exercises folder

Charts and Table Types:

»  Enterprise/Payroll/Employee/Demographics folder and copy Employee Count by Ethnicity and Sex to your

Class ALDER 101 folder

»  From your Class ALDER 101 folder, open the report Employee Count by Ethnicity and Sex

»  Change the prompts to the following and run the query

o Report Effective Date:

o Report Point in Time Date:

o Department(s):
o Region(s):

o Division(s):

o Section(s):

Chapter 5

1/11/2009

1/11/2009

4

999

999

999
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* Inthe Report Panel, select Chart and Table Types

All Enterprise Reports in ALDER have at least 2 existing tables on them.
1. Horizontal Table is the Selections Box, which displays the user prompts

2. Vertical Table displays the data results

ALDER has the ability to display data in 3 different formats
1. Tables are used to display summary or detail information such as account number, document numbers,

amounts, date processed, etc.

2. Charts are used to graphically display the business information based on the user prompts

3. Cells are used to display information that adds meaning to your report such as:
*  Text Comments
»  Formulas or calculations
»  Page Numbers
*  Document Name

There are 2 areas on the report that charts, tables, or cells can be placed.

1. The page body will display your chart, table, or cell at the top of the report and will compile data based on the

entire report.

Report Effective Date 1/M11/2009
Report Point in Time Date 1/11/2009
Department(s) 4
Region(s) 999
Division(s) 999
Section(s) 999

2. Placing a chart, table, or cell next to an existing data table will compile your data based on the sectioning of a
report. HINT: You will need to shorten the last 4 columns.

Department: 04 - REVENUE

EE Region EE Div EE Section EE Ethnicity De | Femate | Totals |
01 01 02 1 3 4

WHITE
01 01 05 WHITE 1 2 3
01 01 06 WHITE 1 1
01 01 o7 WHITE 4 4
01 02 01 WHITE 1 1 2
01 03 01 WHITE 1 1
01 03 02 AMERICAN INC 1 1
01 03 02 HISPANIC 1 1
01 03 02 WHITE 7 5 13
01 03 03 ASIAN 1 1
01 03 03 WHITE 2 5 7
01 03 04 WHITE 1 1
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Note: When you drag a chart, table, or cell onto the report, make sure that where you are placing the object has a
gray background.

1. Adding a chart, table or cell to the entire report

On the Report Panel under Chart Elements, click on the + in front of Bar Charts. Drag a Vertical
Grouped bar chart onto the report next to the Selections Box

A box for formatting the chart will automatically pop-up on your screen

Format Chart

1 l

Available Objects
=g Avaiable Objects 2]

| Pivet |

0 v-Axis " Z-Axis (Optional)
=1 EE Dept

=1 EE Dept Ext Nan
=1 EE Dept Full Des
71 EE Div

=1 EE Ethnicity Des
71 EE Ethnicity Sex
71 EE Name

=1 EE Org Code

=1 EE Org Desc

71 EE Org Desc Sh
=1 EE Region

71 EE Section

71 EE Sex

71 EE Sex DescDe
[ r

() More Information

(2] (2]
[v) [v)

% X-Axis

EJB)

4|

You can modify chart format properties here

—— | —v—

Apply__ |

For the X-Axis select the object EE Ethnicity Desc

For the Y-Axis select the object Count([Pers EE Num])
Click Apply

Click on the General tab

Change the Name of the chart to Employee Ethnicity
Check the box to Show chart title

Note: Having this box checked allows you to put a title on the chart

Format Chart

General | ] ] ]

Name: |Empluyee Ethnicity |

Width:

Dizplay:

Chart borders:

Background color:

inches

¥ Show chart when empty
¥ Show chart title

¥ Show X Axis label

¥ Show ¥ Axis label

¥ 2D look

INune 'I

i

S -

=

Height: inches

I Avoid duplicate row aggregation

I~ Show legend

I~ Show data values

I jv

() More Information

'ou can modify chart format properties here.

oK

Cancel

Apply |
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*  Click Apply
»  Select the Appearance tab
»  Click on Chart Title and type in Employee Ethnicity Counts

ahoEmathart 4
W Appearance |m |W
[riar Zl o =l r U |&-[A-| mi"
Chart title:
Employee Ethnicity Counts -

values

values

Click any element of the chart to sccess
its properties.

f:?j Maore Information

You can modify chart format properties here.

oK || cancel

[ Asoy

»  Click Apply
+ Click OK
Your report with a vertical table should look like this:

Employee Ethnicity Counts

- +
& gﬁeb" & o

&

O <
& &
&

EE Ethnicity Desc (ref)

* You can easily change this to a Pie Chart by dragging the Pie Chart object onto the Vertical table. The
vertical table must turn gray before you let go of the Pie Chart object.

* Your pie chart should look like this:

Report Effective Date 1/11/2009 Employee Ethnicity Counts
Report Point in Time Date 1M11/2009
Department(s) 4

EE Ethnicity
Regonts | 999 Desc (ref)
029 B ALASKAN.
. O AMERICAN...
Section|s) 999 m ASIAN
B BLACK
W HISPANIC
o WHITE
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2. Adding a chart, table or cell beside the data table (sections)
» Drag a Vertical Grouped bar chart onto the report next to the data table

Note: Do not try to drag the chart closer to the data table. We will format the chart to change the

location within the report!

»  For the X-Axis select EE Sex Desc (Default)

»  For the Y-Axis select Count([Pers EE Num])

»  Click Apply

»  Click on the Layout Properties tab
»  The left of this chart is .25 inches to Right Side of Data
e The top of this chart is .5 inches to Top Side of Data

*  Click Apply

* Click OK

You should now have 2 charts on the first page your report should look similar to this:

1/11/20089 Employee Ethnicity Counts
111/2009 EE
B Ethnicity
Desc (ref)
999 B ALASIK. .
agg o AMERL...
Bl
Section(s) 999 m BLACK
B HISPANIC
O WHITE

Department: 04 - REVENUE

EE Region EE Div EE Section EE Ethnicity De m
01 01 02 1 3 4

WHITE
01 01 05 WHITE 1 2 3
01 01 06 WHITE 1 1
01 01 07 WHITE 4 4
01 02 01 WHITE 1 1 2
01 03 01 WHITE 1 1
01 03 02 AMERICAN INDI 1 1
01 03 02 HISPAMIC 1 1
01 03 0z WHITE 7 6 13
FEMALE MALE
01 03 03 ASIAN 1 1
—_ _ _ _ EE Sex Desc Default

Save and name the report EE Counts by Sex & Ethnicity Charts in you Class Exercises folder

Review:
1. What type of chart, table, or cells exists on all ALDER Enterprise Reports?
2. What are the 3 different formats to display data and what are the differences?
3. What are the 2 area’s that you can display charts, tables, or cells?
4. How do you display a chart title?

Chapter 5
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1. Open Employee Information Counts in your Class ALDER 101 folder.

2. Maximize your real estate
3. Refresh Data:

»  Report Effective Date: 1/15/2010
*  Report Point in Time Date: 1/1/2010
»  Department(s): 4

»  Pos Work Type: ALL

» Job Class Code: ALL

4. Drag a Pie Chart onto your report next to the Selections Box
»  For the X-Axis select Pos Work Type
»  For the Y-Axis select Count([EE Num])

5. Change the chart name to Employee by Work Type

6. Add the Chart Title Employee Counts by Work Type

7. Your chart should look like this: (DO NOT TRY TO MOVE THIS CHART WITH YOUR CURSOR)

Employee Counts by Work Ty P&as Wark

Type
EXEMP
EXPT
FACL
NZCL
NGECL
MNSCL
PACL
PTCL
PXFT

EI 0@ EOMNE

-
8. Change the chart from a pie to a Vertical Grouped Bar Chart
9. Your chart should look like this:

Employee Counts by Work Ty pe

430
400
330
300
230
200
130
100
30
(i — = =
EXEMP FACL MNGCL PACL PXFT

EXPFT MNCCL NSCL PTCL SACL

Pos Work Type

10. Save your report as Employee Information Counts Chart in your Class Exercises folder.
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Document Structures and Filters:

Find the Position Movement From report from Payroll/Positions/Statistics folder. Copy it to your Class
ALDER 101 folder
Open the Position Movement From report from your Class ALDER 101 folder

Refresh with these parameters

o  Location Codes: AWAEBA;JBA;ACA

o  Report Effective Date: 6/30/2010

o  Position Work Type Group: Classified;Partially Exempt

o  Date Range Begin: 7/1/2009

o  Date Range End: 6/30/2010

o  Position Location Change From: AWA;EBA;JBA;ACA

In the Report Panel, select Document Structures and Filters
This menu item is like an outline for your entire report
Your Report Panel should look like this:

[ Document Structure and Fitters -

Remove Fitter Format

= _ﬂ Pozition Movement From

Pos Location Code Changed
Pos Location Changed From

I AND| Enter valueig) for Position Work Type Group (After): Query Filter
Pos Work Type AAT In List /

AACLCACLEXEMP,EXPT,FACLHACL,JCCL,KCCL,LCCL

= % Location Movement From Aggregation
Page Header
= Page Body
I Herizontal Table: Selections
[=I[5 | Section Pos Location Desc Bf Report TabS
i- Croz=stab: Block1
" Vertical Table: Loc Desc Sec Label
[F] Page Footer
% Location Mowvement From Detail
% Excel Loc Movement From Detail

Notice in the workspace panel, there is 1 query that is used to make this report and there are 3 tabs that

correspond with the Report Tab names.

I g Location Movement From Aggregation ‘ = I =

Chapter 5

In the Report Panel, when you click on a report tab name, ALDER automatically expands the outline of the

report page.

Click on Location Movement from Aggregation if there is a “+” click on it

Click on the “+” next to report name Page Body.
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. Click on the “+” next to Section Location Desc Bf

. Your Report Panel should look like this:

= g Location Movement From Aggregation
+ |E Page Header
=I(E| Page Body
E Horizontal Table: Selections
=5 Section Pos Location Desc Bf
:" Crosstab: Block1
" wertical Table: Loc Desc Sec Label
+ |E| Page Footer
+ g Location Movement From Detail

#| |=] Excel Loc Mevement From Detail

. As we click on each item within the outline, ALDER takes us to that item within the workspace panel.

. Click on the “+” next to Page Header under Location Movement From Detail and click on Cell:
=DocumentName() and see where it takes you.

. Click on Crosstab: Block 1 in the Page Body under Location Movement From Aggregation and Section Pos
Location Desc Bf

. This is how you can locate each item within your report.

. If we had charts in this report the chart name will show up in our outline.

. We will go over this again during the formatting portion of training. At that time, we will be renaming the
charts and tables so that the names make more sense.

. We will be back into this menu item during the filter and section portions of the training.

» Inthe Report Panel, select Navigation Map

*  The Navigation Map is a way to quickly find data within your report.
*  Expand the Location Movement From Aggregation report

*  Expand Location Movement From Detail

* Your Report Panel should look like this

=l 3| Position Movement From

= J Location Movement From Aggregation
* ANCHORAGE
# FAIRBANKS
@ JUNEAU
# KETCHIKAN

= g Location Movement From Detail
* ANCHORAGE
# FAIRBANKS
@ JUNEAU
# KETCHIKAN

g Excel Loc Movement From Detail

*  Now click on Ketchikan under Location Movement From Detail

* You have now navigated to the data for positions that have moved out of Ketchikan
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»  Click on Fairbanks under Location Movement From Aggregation
* You have now navigated to the first tab of the report and you should see the counts of positions that moved

from Fairbanks.

User Prompt Input:

* Inthe Report Panel, select User Prompt Input

» Thisis a second way to refresh your data.

* You can type in your new prompt and click the Run button
OR

@ Advanced

* You can click the advanced button in the top left corner of the Report Panel. It is the same as

the Refresh Data button

* Inthe Report Panel, select Find
«  This has the same functionality as the Find button on the workspace panel toolbar

»  Using the Navigation Map is often an easier way to find data within your report

Summary:
After completing this chapter, you are now able to:
» ldentify the Report Panel
*  Move between the Report Panel menu items
» Identify and Define Available Objects
*  Add or Remove Available Objects
* Add Charts, Tables, and Cells
*  Tothe Report
* To Sections
»  Use the Navigation Map to find information within the Report
» ldentify the report outline using Document Structures and Filters

* Input Data into User Prompt
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CHAPTER 6
Using Dates in ALDER

Goals and Objectives

Report Effective Date and Point in Time Date
Report Date Ranges
Change View Date Range
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Goals and Objectives:

After you complete this chapter, you will be able to:

Use correct dates on a report
Understand Report Effective Dates
Understand Point in Time Dates

Introduction to Dates in ALDER:

ALDER uses several date fields
Dates as prompts
1. Report Effective Date; this is the date is when ALDER received the data from AKPAY. We

also call it the snapshot date. These downloads began April 20, 2008 and continue to be
received daily at the end of the day. This means that any Report Effective Date before April
20, 2008 will bring back nothing because ALDER was “empty” until then. If there are
multiple actions on a field in AKPAY ALDER will only know about the final action.

Report Point in Time Date; this date is when data was effective in AKPAY on the selected

date. This date must be on or before the Report Effective Date. The PIT date will include any
reversals or changes to the data that were effective up to that date. To see what AKPAY
looked like on a given day the Report Effective Date must be after 4/19/2008 and the PIT date

must be the same as the Report Effective Date.

ALDER AKPAY
Report Effective Date Download Date
Point in Time Date AKPAY Effective Date

Report Range Begin Date and Report Range End Date; when looking at a report that uses a

date range rather than a single date the prompt will ask for beginning and ending effective
dates to pull the data. This type of dating is generally used for data that is accumulated such as
earnings, deductions, gross pay and taxes.

Change Date Range Begin and End; change reporting must use a date range not a single day.

This type of dating is used when we are looking for changes over time like the movement

reports or changes for bargaining unit seniority.

Dates with List of Values; when a list of values is available the list will be current as of the date
entered. This is an optional field and like the report effective date cannot be before 4/20/2008.
Dates as data; these dates will be an available object on your report. Examples of this kind of date are

birth date, merit anniversary date or separation date.

Report Effective Dates and Point in Time Dates

Chapter 6

Copy Employee Counts by Location, Department or Sex from Enterprise/Payroll/Employee Demographics
into your Class ALDER 101 folder
Open the report from your Class ALDER 101 folder

This is a straightforward report that will look at data from a single day. We want to look at employee

counts at the end of the calendar year.
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Report Effective Date: 1/14/2010 This date is the date that ALDER received the data. It is also called the

Snapshot date. Using 1/14/2010 will allow payroll to have run and most reversals to have processed.

Note: ALDER started receiving data on April 20, 2008. If a Report Effective date is entered before
that date ALDER had no data so the report will return without any information.

Report Point in Time Date: The Point in Time date uses the effective date from the AKPAY screens to pull
data back. In this report we will use 12/31/2009

Branch and/or Dept Name: We will need to look at the List of Values to know how to put the prompt in

correctly. Click on Report Effective Date just below this prompt and enter TODAY by clicking on the calendar
next to the prompt entry cell. [We can use TODAY this because we know that there have been no changes to
Branches or Departments from the time we need our data up to now.] Now click on the prompt for Branch
and/or Dept Name. In a few microseconds the box on the left will be filled with the List Of Values for this field.
Make sure “EXECUTIVE” is entered for the prompt.

Prompts %]
Reply to prompts before running the query.

& Report Effective Date: : 111512010 - Run Query

¥ Report Point in Time Date: : 12/31/2009

& ~ Enter Branch andior Dept Name(z) or Enter ALL for All: : EXECUTIVE
Report Effective Date: : §M0/2010 12:00:00 AM

%] Enter Calendar Begin Date: : 111/2009 LI

Refresh Value

= Fa Enter Branch andior Dept Name
0 unknown to ALDER -
ADMINISTRATION bis
o4

is) or Enter ALL for All:
EXECUTIVE

ALASKA COURT SYSTEM

ALL HAVE ACCESS

COMMERCE, COMM & ECON

COMMUNITY REG AFFAIRS

CORRECTIONS

DOT/PF OPERATING

EDUCATION & EARLY DEVELOPMENT

ENVIRON CONSERVATION LI

&

2} More Information

Select or ype the valuss you ant to return to reperts for each prompt disp dyed NEere.

Calendar Year Begin Date: 1/1/2009 This prompt is on this report because the second tab is reporting on

the number of New Hires that starting within the calendar year.

Calendar Year End Date: 12/31/2009 This prompt is on this report because the second tab is reporting on

the number of New Hires that starting within the calendar year

Report Range Dates

Chapter 6

Find Earnings Code Report by RD Department from Enterprise/Payroll/Employee/Pay and save in Class
ALDER 101 in your favorites.

Open the report from your Class ALDER 101 folder.

We want a report that gives us 110 pay for department 12 for calendar year 2009 and we want to make sure that
payroll had processed for the calendar year end. We also want to include any and all reversals or adjustments
that have occurred.

Report Effective Date: Today will give us any adjustments or reversals that have occurred to this data

up to current as long as the effective dates of these fields are in our date range.
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Report Point in Time Date: 1/1/2010 This date can be anytime after 12/31/2009 because the data is for

the full calendar year; however, the further away from the date range you look, the more likely other

conditions will affect the data. In this example someone might have left department 12 to another
department and the data will not be returned for that employee if the Report PIT is after that date.

Report Range Date Begin: 1/1/2009 We are asking for data that was effective in calendar year 2009.

This is the first day of the year
Report Range Date End: 12/31/2009 We are asking for data that was effective in calendar year 2009.

This is the last day of the year

RD Dept Num: 12 We could use the List Of Values if we were not sure of the formatting required.
Earnings Num: 110 We could use the List Of Values if we didn’t know the Earnings Number.
PCN: ALL

To save time here is a copy of the beginning of the report that was run on August 6, 2010

0512010
112010
1112008 - 12131/2009
10
12
pons |

ALL

Earnings Num Description: 110 SEADUTY -7.5HR.EE

EE Org
Code

EEQT1 EEQT1 EEQT2 EEQT2 EEQT3 EEQT3 EE QT4 EE QT4
Earnings | Eamning | Eamnings | Eamnings | Eamings | Eamings | Eamings | Eamings | Total | Total

s Amt Hrs Amt Hrs Amt Hrs Amt Hrs Amt

ANTHOMY THOMAS N 121920 | 99999999 23778 160240 -10.25 -G9.08 0.00 0.00 0.00 0.00 227.53/1,533.32
BEAR, STEVE H 121087 | 12012002 0.00 0.00 0.00 0.00 22753 4,304.09 0.00 0.00 22753430408
BOOTH,DALE A 121429 12012401 61.50 58348 360.78 342290 77484 751428 20928 292487 14954144455
BOTTS,BEMJAMIN 121940 | 99999999 0.00 0.00 0.00 0.00 20.50 133.07 0.00 0.00 2008 13307
CAMPBELL,DOUGLAS A 123167 | 12012401 30542 279157 560.63 5,124.22 927.55 8,894.12 27878 272452 207238196344,
CROFTS JOHM P 123133 | 12011401 0.00 0.00 29928 208377 927.55 §,600.72 591.38 430693 1,818.2112901.4
FlTIZWI I ARD 2 12UN77 12011401 102741 273401 nnn nonn 1R2 71 N2 72 nnn nonn 4R 42 R TRT R4

. Save in your Class Exercise folder and call it Earnings Code Report by RD Dept Dates V.1

. Now we want to look at the same data at a different point in time. We will look at data only through the

payroll third quarter end of 2009. In this case if we do not want to include any Quarter 4 data we will also need to
choose the Report Effective date back in time when the fourth quarter bucket had not been filled.
Report Effective Date: 9/22/2009 In this case we choose the date when ALDER receives the payroll
after it has processed. We could choose any time between 9/22/2009 and 10/6/2009 (the day before the

next payroll run); that will work if you don’t have to worry about when Biweekly runs or quarter or year
end processing. And we have to balance getting all the reversals and adjustments with losing lines of
data if someone’s transfer is processed between the payroll run and the Report Effective Date

Report Point in Time: 9/15/2009 This is the effective date of the quarter three end. We could actually

use any date until we know that the accumulators are adjusted to a payroll run.
Report Range Begin Date: 1/1/2009
Report Range End Date: 9/15/2009 This date could be any time in the future for this particular report

because the snapshot date set by the Report Effective Date will only see what was in AKPAY on that
date.
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Department: 12
Earnings Num: 110
PCN: ALL

Also notice that David Craig has been added to the list. He transferred from Dept 12 to Dept 6 effective
10/1/2009 but that action did not occur in AKPAY until 11/5/2009.

Earnings Num Description: SEADUTY - 7.5 HR. EE
mﬁ- EEQT2 | EEQT2 | EEQT3 | EEQT3 | EEQT4 | EEQT4 | EE EE
EE Org Earnings | Eamning | Eamnings | Eamings | Earmings | Eamnings | Eamings | Earnings | Total Total
[ Hrs | sAmt | Hrs Amt Hrs Amt Hrs Amt Hrs | Amt
ANTHONY,THOMAS N 121920 99999999 23778 160240 1025 -59.08 0.00 0.00 0.00 0.00 22753153232
BEAR STEVE H 121087 | 12012002 000 000 0.00 000 22753 430400 0.00 000 22753430409
BOOTHDALE A 121429 12012401 5150 58348 36078 342290 77484 751428 0.00 0.00 1,197.12 1152061
BOTTS, BENJANIN 121940 99999999 000 0.0 0.00 0.00 2050 13307 0.00 000 205 13307
CAMPBELLDOUGLASA 123167 12012401 30542 279157  560.63 512422  027.55 899412 0.00 0.00 1,793516.909.9'
> CRAGDAVDR 123819 | 12011501 000 000 8200 42368 17732 04364 0.00 0.00  250.321,367.32
CROFTS, JOHN P 123133 12011401 000 000 20928 208377 92755 650072 0.00 0.00 1,226.83 8,684.49
ELLIS WILLARD 8 123077 | 12011401 | 19371 373491 0.00 000 15271 303273 0.00 000 346.42 6,767.64
ENSIGN.NEILE 123155 12011401 52681 582452 83684 947339 89066 1040451 0.00 0.00 2274.3125702.4;
FORST BRANDEN E 123851 12011002 000 000 8507 42638 12014 64726 0.00 000 214211,07354
FOX DANIEL C 121821 12012002 000 000 10854 80275 72052  5419.00 0.00 0.00 82015 622175
HAGUE WILLIAM O 121941 12012002 000 000 19782 130316 10557 710413 0.00 0.00  303.392,013.29
HANSONMICHAEL J,JR 123831 12011501 000 000 26853 149370 43456 245766 0.00 000  703.09 3,96136

Save in your Class Exercise folder and call it Earnings Code Report by RD Dept Dates V.2

Change View Date Range

Chapter 6

Open Position Movement From for you Class ALDER 101 folder.
We want to look at Classified and Partially Exempt positions that have moved from Fairbanks in Calendar Year
20009.

Change Views is a way that ALDER looks for changes that have occurred to AKPAY data. In the case of this
report it is looking at the location code field on the 62 screen in AKPAY. When that change happens ALDER
will take the date of the change and use it for reports like this. We are also able to count these changes. Another
report that uses Change Views is the Employee Movement Outgoing and Incoming reports. These reports watch
the PCN on the 10P screen and gathers data for us to use. We are able to put formulas in to differentiate the

types of movement such as transfers or promotions within the department.

Location Code: JBA This is the prompt that will show in the Selections box

Report Effective Date: 7/1/2010 This is the same as the previous report; the snapshot date or the date the data
was received by ALDER.

Position Work Type Group (After): Classified;Partially Exempt

Change Date Range Begin: 1/1/2009 This is different from the example above. This is asking for dates that

changes occurred. This is the beginning of the date range that will be looked for the changes. ALDER will pick
up any location changes between the begin and end date inclusively.
Change Date Range End: 12/31/2009 This is the end of the date range that ALDER will look for the changes.

Position Location changed from: JBA This is the code that will be filtered in the report. It should match the
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This report has two tabs. The first is the counts by location in pivot or crosstab format.

Report Effective Date
Report Date Range

21612010}

1112009 - 1273112009}
JBAl

Classified Partially Exempt;

Location Code "From™
Position Work Type Group(s)

From:  FAIRBANKS

DOTI/PF OPERATING

ENVIRON CONSERVATION 1
HEALTH/SOCIAL SERVICES 1

:

STATEWIDE T 1 1 1 1 1 2 2 2 3

The second tab is the detail of positions that have moved from Fairbanks sorted by location.

Pos Job
Location to: Pos Dept Full Desc AT PCN Class Af Pos Job Class Desc Af
AMIAK

FISH AND GAME 111317 PE161 FISHERY BIOLOGIST Il 16
TOTAL COUNT: 1

Pos.Job
Location to: Pos Dept Full Desc Af PCH Class Af Pos Job Class Desc Af

ANVIK FISH AND GAME 111641 FPE160 FISHERY BIOLOGIST | 14
TOTAL COUNT: 1

Pos Job
Location to: Pos Dept Full Desc Af PCHN Class AF Pos Job Class Desc Af

BIRCH LAKE DOTIPF OPERATING 253522 P9511 EQUIP OPERATOR (FILIIJIS]) 53
TOTAL COUNT: 1

Pos.Job
Location to: Pos Dept Full Desc AF PCH Class AF Pos Job Class Desc AT

DILLINGHAK FISH AND GAME 111606 P6113 F&W TECHMICIAN 1l 09

Save it in Class Exercises and call it Position Movement From Dates
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CHAPTER 7
Report and Table Filters

Goals and Objectives

Report Filters

Table Filters

Chart Filters

Nested Filters

Updating Selections Box for Filters

Effects in Document Structures and Filters
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Goals and Obijectives:
After you complete this chapter, you will be able to:
»  Place a Filter on a Report
*  Place a Filter on a Table
*  Place a Filter on a Chart
»  Know the affects of Filters on calculations within the report
*  Know how to find Filters within the Document Structure and Filters menu
*  Know how to remove Filters

*  Know how to nest a filter

Introduction to Filters:
* In ALDER, there are 3 different types of filters:

1. Query Filters
Allow the user to limit the amount of data retrieved from the data warehouse. These types of filters are
built by report developers.

2. Report Filters
Allow the user to restrict the data displayed on the entire report. These types of filters are applied to
all tables and charts within a report.

3. Table/Chart Filters
Allow the user to limit the data displayed on individual tables or charts.

* Filters are defined on dimensions, measures, details and variables that are listed within the Available Objects

menu in the Report Panel.

Scenario:
You have been asked to create a report of employees who had worked as an Office Assistant | for the Public
Protection Service Center in positions other than Anchorage, Fairbanks and Juneau and graph the number of days in
the job class for fiscal year 2010 by location. You know of an existing Enterprise Report that will work, but it will

need to have filters applied to it.

Creating Report Filters:

* Inyour Inbox, find Employees in a Given Job Class and Location Revised and copy to CLASS ALDER 101
»  Open the report from your CLASS ALDER 101 folder

»  Maximize your real estate
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Refresh Data

. Report Effective Date:

. Change Date Range Begin:
. Change Date Range End:

. Job Class Code:

. Location:

. Org Code:

ALDER 101 —

InterActive User Class Guide

8/2/2010
7/1/2009
6/30/2010
P1134
ALL
ALL

Before passing this report on, you see that all departments are included in this report. The first few rows and

columns of the report should look similar to:

Job Job Class Job Class RD
Employee Name Class Job Class Desc Start Date End Date Region Sect | Code

102627 ERICKSON LINDA A 027593 | P1134
102627 ERICKSON LINDA A 027593  P1134
107268 MIECZYMNSKI KAREN J 04N1000 P1134
120747 STEWART CYNTHIA A 077005  P1134
120747 STEWART,CYNTHIA A 077005 | P1134
137882 SCHEEL DIANNAM 08N0OB0Z2 P1134
137882 SCHEEL DIANNAM 08N0OB02 P1134
148393 GRUBER.JAMES D 043084  P1134
153420 ASKJOHANME SANDRA 063011 P1134
153420 ASKJOHANME SANDRA 063011 | P1134
159850 LOWN,JODY A 03N1000. P1134
182152 DONMELLY BERMNICEM 051703 | P1134
187700 HAMEL LINDAM 06N0910. P1134
190108 BEMMETT JANICE A 046083  P1134

OFFICE ASSISTANT | 09/02/2009  0315/2010 06550
OFFICE ASSISTANT | 08 03M6/2010 | 12/31/2499 0z 08 50 06550
OFFICE ASSISTANT | 0s 04/05/2010  12/31/2499 30 05 02 04305
OFFICE ASSISTANT | 0s 10/29/2009 | 04/30/2010 20 03 Ell 07934
OFFICE ASSISTANT | 0s 05/01/2010 | 06M5/2010 20 03 3 07934
OFFICE ASSISTANT | 0s 07/01/2009 | 04/19/2010 01 40 01 08401
OFFICE ASSISTANT | 0s 04/20/2010 = 04/20/2010 01 40 01 08401
OFFICE ASSISTANT | 0s 07/01/2009 | 12/31/2499 01 05 09 04015
OFFICE ASSISTANT | 0s 07/01/2009  12/30/2009 01 03 01 06301
OFFICE ASSISTANT | 0s 12/31/2009 | 12/31/2009 01 03 01 06301
OFFICE ASSISTANT | oa 12/02/2009 | 02/19/2010 40 65 62 03408
OFFICE ASSISTANT | 0s 07/01/2009 | 12/31/2499 oo 02 03 05021
OFFICE ASSISTANT | 0s 09M17/2009 0111412010 02 04 1 06453
OFFICE ASSISTANT | 0s 07/01/2009 | 07M16/2009 01 06 06 04016

You will want to apply a filter to the entire report to limit the data to show only Public Protection

Departments.

In the Document Structure and Filters menu, Click on the report name EEs in JC and Location.

Verify that the background behind the Selections Box is still gray.

Report Effective Date

7102009

Employees in a Given Job Class a

8/2/2010

- 6/30/2010

ALL
P1134
ALL

You can apply a filter to the report 4 different ways.

1. Click the Filter button on the Workspace Panel toolbar
2. Click the Filter button in the Report Panel

3. Right click on the Report Name EEs in JC and Location in the Report Panel
4

Right click next to the Selections Box

»  This method will highlight Page Body in the Document Structure and Filters menu, but will

apply the filter to the entire report.
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Once you have selected a method for applying a filter, the Quick Filter box will pop-up on your screen.

Quick Filter

ALDER 101 — InterActive User Class Guide

%

Result Objects

(= g Available Objects 2]
71 EE Barg Unit Af
=1 EE Dept Af
71 EE Dept Full Desc
71 EE Div Af
TIEEDD
71 EE Job Class Af
71 EE Job Class Des
71 EE Location Code
71 EE Name
=1 EE Num (Pog)

71 EE PCN Af

71 EE Payroll RD Af
71 EE Pos EffEnd Da
71 EE Pos Eff Start D

71 EE Range Af -
<I I .3

(2) More Information

<]

«

Report Filters

aaa

Mo object selected

You can create and edi fiters here.

| OK | | Cancel | | Apply

Select the Result Object EE Dept Af and place it in the Report Filters panel

Select the operator In List

Click the Values button and Select 9, 12 and 20 or type into the Value 1 box

If you typed the value into the box, you will need to click the Update Filter button

Your Quick Filter box should now look like this:

Quick Filter

Result Objects

(g Available Objects 2]
71 EE Barg Unit Af
3
71 EE Dept Full Desc
71 EE Div Af
TI EEIDD
71 EE Job Class Af
71 EE Job Clazs Des
71 EE Location Code
<1 EE Name
71 EE Num (Pos)

71 EE PCN Af

71 EE Payroll RD Af
71 EE Pos Eff End Da
71 EE Pos Eff Start D

71 EE Range Af -
<| | »

() More Information

<]

“«

Report Filters

1 EE Dept AfIn List 9;12;20

aga

Filtered object:
1 EE Dept Af

Select an operator:
Iln List vl

Type value(z) separated by semi-colons (;) in the text box(es) or click
Values

Value 1:

512,20 | [E  vahes |

You can create and edit fiters here.

Click OK and verify that your first page now displays Military and Veterans’ Affairs and Public Safety.

Look at your Document Structure and Filters menu and verify that the filter was applied directly under the

| oK |[__cancet ][ appy |

report name EEs in JC and Location.

Update the Selections Box to let the end user know that a filter has been placed on this report

Click on the last row in the Selections Box

Right Click and Select Insert, New Row, Below

In blank Blue Cell, type in Report Filtered By
In blank Gray Cell, type in Dept=9;12; 20
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* Your Selections Box should now look like:

32,2010
7HI2009 - 6/30/2010
AL
P1134
AL
Dept=9:12:20

«  Save your report as Employees in a Given Job Class & Location Report Filter in your Class Exercises
folder.

Creating Table Filters:

«  Continue using Employees in a Given Job Class & Location Report Filter

« You will now want to apply a filter to the table data to filter out the locations Anchorage, Fairbanks and
Juneau.

*  Click on the column called Loc, then click on the Filter button

* Inthe Quick Filter pop-up, select AWA (Juneau), EBA(Anchorage) and JBA(Fairbanks) from the down

arrow on the right choose Not in List
Quick Filter %

| |
EBK ﬂ

ECC

71 EE Location Code Af || | Not In List =]

ANVA
EBA
JBA

(3) More Information

JBA

ok || cancel

+ Click OK
«  Scroll through the report and verify that you do not see any of the codes you eliminated

If there is a data table that is not connected to the report total table or section total tables, you will need to find

those tables and apply the same filter to them. This is typical of financial reports.

»  Once you are done, your Document Structure and Filters should look like this:
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EL}j Employees in a Given Job Clazs and Location Report Filter

Select EE Org Code [(Af)
Select EE Job Class (Af)
Select EE Location Code (Af)
EE Dept Af Not Equal to 95

i Anp

=I[£] EE= in JC and Location

“u’ AND| EE Dept A In List 912,20

[H] Page Header
= Page Body
I Horizontal Table: Selections
=[] Section EE Dept Af
[ Cell: ="Department: "+[EE Dept Full Desc Af]
= Wertical Table: Block2

i !‘\HD| EE Location Code Af Mot In List AWAEBAJBA

»  Update your Selections Box to look like this:

ar22010
7112009 - 6/30/2010
AL
P1134
AL
Dept=9,12.20
Loc == AWAEBAJBA

Save your report as Employees in a Given Job Class and Location Table Filter in your Class Exercises

folder.

Creating Report/Chart Filters:

Note: Based on your scenario, you did not want to apply this filter to the entire report. You still need to display a
chart that shows counts of positions in locations other than Juneau, Anchorage or Fairbanks,
» Goto Chart and Table Types in the Report Panel
Drag a Vertical Grouped Bar Chart onto the report next to the Vertical Table: Data
»  X-AXxis = EE Location Code Af
* Y-Axis = Sum(Time in Job Class)
« Click OK
»  Notice that the charts have not been filtered by the Table Filter

* Right click on the chart and select Quick Filter

«  When the Quick Filter box pops-up, select Location Code Af

»  Select the operator Not in List

+ Typein the Values of AWA;EBA;JBA

»  Click Update Filter

+ Click OK

»  Review your chart, notice the chart in the Public Safety Section not longer includes the locations that were
excluded

»  Go to Document Structure and Filters in the Report Panel
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« Review the Document Structure and Filters; it should look like:

B)j Employees in a Given Job Clazs and Location Table Fitter

Select EE Org Code (Af)
Select EE Job Class (Af)
Select EE Location Code (Af)
EE Dept Af Not Equal to 99

i

[=1 /2] EE= in JC and Location

I:tf AHD| EE Dept AF In List 91220

Page Header
[=I[E] Page Body
B Horizontal Table: Selections
(1[5 ] Section EE Dept Af
[ Cel: ="Department; "+[EE Dept Full Desc Af]
=7 Wertical Table: Data

A4 ."'-‘\ND| EE Location Code Af Not In List AWAEBAJBA ‘

=] M |\ertical Grouped: Block1

\ll' AND| EE Locatien Code Af Mot In List AWAEBA,JBA ‘

» Your location chart for Public Safety should look like this. You might have to expand the side a bit.

2,000

1,600

1,200

800

400

ACA ARA DKA DQA DQD DSA DSD EBJ EBK ECC ECF EDE  HTA  JBY Kot
EE Location Code Af

* You have now completed a report with charts for the requested scenario

»  Update your Selections Box to look like this:

or02010
7/1/2009 - B/20/2010
AL
1134
AL
Dept=9:12:20
Loc ==AWAEBA.IBA
Loc ==AWAEBA,JBA

»  Save your document again in you Class Exercises folder as Employees in a Given Job Class and Location

Table & Chart Filters

Nested Filters:
The purpose of a Nested Filter is to limit or define the data being displayed on a report based on multiple sets of

criteria.

«  Continue to use Employees in a Given Job Class and Location Table & Chart Filter

Scenario:
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Another manager found out about the report you created with Job Class and Location for the Public Protection group
and has asked to look at the same data but wants it for only employees with more than 200 days of service unless the

employee is in step A, in that case show the data if they have more than 100 days of service.

* Right -click next to your Selections Box
»  Select Quick Filter. Notice that there is already a report filter for departments 9, 12 and 20.

e The data is set up to be all employees with A Step over 100 hours or all employees over 200 hours. These are
the two parts of our filter. You will probably need to play around with nesting filters to get the results you
want. Don’t get discouraged. It took a while for the ALDER Team to get this to work but this is what we

finally came up with.
»  First we will create a filter for Employees in Step A over 100 days by clicking on the Nested Filter button to

the right of your Report Filters panel EI . You will see another level of filtering that says OR click again
and you will get another level that says AND. Make sure that AND is gray.

Quick Filter 1|

Result Objects Report Filters

71 EE Location Code

71 EE Namg
=1 EE Num (Pos) Al OR AND
71 EE PCN Af
71 EE Payroll RD A
71 EE Pos EffEnd Da
71 EE Pos Eff Start D
71 EE Range Af
71 EE Region Af
71 EE Section Af
71 EE Step Af No object selected
71 Selected Job Clas
71 Selected Location
71 Selected Org Cod

+ [gg) Variables =

K1

2) More Information

1 EE Dept Afin List 812,20

=)l 2]

I;l

| oK || Cancel || Apphy |

»  Select the object EE Step Af, the operator will be Equal to. From the Values list choose A. This should be in
the last AND level

»  Select the variable Time in Class the operator will be Greater than and type 100 in the Value 1 box. Click
on Update Filter. This also should be in the last AND level

»  Click on the “OR” level and Time in Job Class, the operator will be Greater than and type 200 in the Value 1
box. Click on Update Filter

* You can change ANDs and ORs by double clicking on them.
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Chapter 7

Your Quick Filter box should look like:

LQuick Futer

ALDER 101 —

InterActive User Class Guide

Result Objects Report Filters

7 EEPayroll RD AT «f
<1 EE Pos EffEnd Da

71 EE Pos Eff Start D

<1 EE Range Af

71 EE Region Af

=1 EE Section Af

71 EE Step Af

AND AND

1 EE Dept Af in List 512,20

1 EE Step AfEqualto A

1 Time in Job Class Greater than 100

71 Selected Job Clag|
71 Selected Location
71 Selected Org Cod,

1 Time in Job Class Greater than 200

[2]
[+]
(=]

El[gg) Variables
71 Report Change Dz
71 Report Change De
1 Report Effective C
=1 Report Range Dat
il Time in Job Class |

Fittered object:
71 Time in Job Class

Values

Select an operator

I Greater than =

Type value(s) separated by semi-colons (;) in the text box(es) or click

Value 1: [200

Update Fitter,

(B vaues |

() More Information

“You can create and edi fiters here,

Cancel

Apply

You can also see your nested filter in the Report Panel under Document Structure and Filters.

Add a row to your Selections Box to include another Report filter, it should look similar to this:

/3012010
7/1/2009 - 6/30/2010
AL
P1134
AL
Dept=e;12:20
_ Time in Job Class=200:
Report Fitlered by If Step A =100
Table Filtered h}' Loc==AWAEBA.JBA
Loc ==AWAEBA JBA

You may need to wrap text (Ch 8 p. 58) or extend the table.

The beginning of the report should look like this:

\Department: MILITARY VETS AFFAIRS

311195 BIRCH,MELVIMN D 090212
311207 JONESALYSSIAM 090354
311830 MCINTYRE HOPEMARIE A 090357
313750 DELONG BARBARA K 090059
313766 WRIGHT MELANIE M 090154

F1134
P1134
F1134
F1134
F1134

03
0s
03
03

07/01/2009  03/31/2010
09/23/2008  12/31/2499
07/01/2009  0BM15/2010
08/24/2008  02/28/2010
08/19/2009 = 02/28/2010

Job Job Class Job Class RD
EEID Employee Name Class Job Class Desc Start Date End Date Region Sect Code

OFFICE ASSISTANT |
OFFICE ASSISTANT |
OFFICE ASSISTANT |
OFFICE ASSISTANT |
OFFICE ASSISTANT |

09201
G5 oo 01 09500
60 0o 01 09500
10 oo 01 09201
15 0o 02 09201

Save this report as Employees in a Given Job Class and Location Nested Filters in your Class Exercises

folder

SEE APPENDIX for definitions of OPERATORS and additional examples of Nested Filters
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Deleting Filters:

Go to Document Structure and Filters in the Report Panel
Click on the nested report filter (the filter should be blue with a red boarder)
There are 3 ways to remove a filter
* Right Click on the filter and Select Remove Filter
»  Select the Remove button in the Report Panel
»  Press the delete button on your keyboard
Click Yes

Review the effects on data table within the report.

Do not save the report with the report filter removed

Summary:

After completing this chapter, you are now able to:

Place a Filter on a Report

Place a Filter on a Table

Place a Filter on a Chart

Know the affects of Filters on calculations within the report

Know how to find Filters within the Document Structure and Filters menu
Know how to remove Filters

Know how to nest a filter

Review:

1.

2.

3.

Chapter 7

How are Filters defined?

Why would you apply a filter to a table or chart instead of the entire report?

What are the different types of filters?
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Exercise:

You work for the Department of Labor. The management team would like to compare classified employees in
Anchorage and Juneau in A step. You decide to use charts for comparison and to show detail.

1. From your Inbox find Positions by Position Work Type Revised and copy it to your Class ALDER 101 folder.
2. Open the report from your Class ALDER 101 folder.

3. Refresh Data:

»  Report Effective Date: 6/30/2010

*  Report Point in Time Date: ~ 6/30/2010

*  Dept Num: 7

»  Position Work Type: FACL;SACL;PACL

4. Create a report filter for employees in Step A. Add a row to your Selections Box

Report Filtered by Step=A

5. You want the table to include both Juneau (AWA) and Anchorage (EBA) employees so create a table filter on
the Pos Location Column.

6. Place a pie chart to the right of the data table and graph by Range and Position Count. Make it large enough to
see all the ranges (about 4 by 3)

Format Chart %]

| | | Pivot |

Available Objects

71 Pos Range j‘  YoAxiz

71 Pos Region

71 Pos Section & PCN Count I:I

71 Pos Strike Class l:l

71 Pos Vacancy Flag

71 Pos Work Type

71 Position Report

71 Selected Dept

71 Selected Pos Work
(g8 Variables

71 Report Effective Di

71 Report Point in Timy

@ PCH Count
(gi5) Formulas

@ =[PCN Count]

JET R—

& X Axis

“1 Pos Range l:l
[e)

(3) More Information

‘You can modify chart format properties here.

ok |[ cancel |[ Ay |

7. Copy the chart and place it below the first pie chart. To do this make sure you have selected the pie chart so that
the background is gray. Copy (Crtl + C). Move your cursor below the pie chart and paste (Ctrl + V).
8. Inthe top chart, filter to show Anchorage (EBA) data only. Name and show the chart title “Anchorage”.

9. Add arow to the Selections box. Add information to show that the Charts were filtered by location.

Anchorage Chart: Loc = EBA;
Charts Filtered by Juneau Chart: Loc=AWA
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Anchorage

Position Count

10. In the second chart, filter to show Juneau (AWA) data only. Name and show the Chart Title “Juneau”.
I

Juneau

Pos

A
.. ..o D
J-‘I-WMDM%

-
wooo m

%]
[=]

Position Count

IO ECONEEOM
]

)
ka3

11. Your Report Panel under Document Structure and Filters should look like this:

Select Pos Dept
f AND| Select Pos Work Type
Po= Status Not Equal to IN

= @ Positionz by Position Work Type

o P'.ND| EE Step Equal to A

[H] Page Header
=I[E] Page Body
B Horizontal Table: Selections
[=[5] Section Pos Dept
(Slsss|/ crtical Table: Datal

I AND| Pos Location Code In List AWAEBA

Vertical Table: Dept Section Label
=@ Pie: Anchorage

o AND| Po= Location Code Equal to EBA

= @) Pie: Juneau

o AND| Po= Location Code Equal to AVWA

12. Save your report in your Class Exercises folder as Positions by Position Type Filters Exercise
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CHAPTER 8

Formatting

Goals and Objectives
Cells

All table cells

Table

Report

Chapter 8 56 of 112



ALDER 101 — Interactive User Class Guide

Goals and Objectives:
After you complete this chapter, you will be able to:
*  Format Individual Cells or Columns
«  Apply consistent formatting to an entire table
* Format a table

»  Format the report

Introduction:
»  From the Enterprise/Payroll/Employee/Specialized folder, copy the report Employee Directory to your Class
ALDER 101 folder. Then open the report from your Class ALDER folder
+  Maximize your real estate.
»  Before we begin, verify that your Formatting Toolbar is active.
2] Documert + View + koet | ] Seve M Fnd @) Unso (% Redo Zeom 100% |- 1 |» N Bt 75 Retresh Duts
Aris 35 «-BIUEES "»-A-r Tn  + ¢ e Formatting Toobar
X Remove « [ FRer Sot 8] Fl F Bres T Csoustons o ] ret « Ty Dupicate « ) Aerters
« Ifitis not, activate the toolbar by either:
* Right clicking in the gray area of the toolbars
»  Click the View menu button
*  We have already covered formatting a chart in Chapter 5 and Chapter 7.
*  See the Appendix for formatting a section.

»  Enter these parameters before we begin

*  Report Effective Date: Today

* Report Point in Time Date:  Today

« Address Type: 1(See Special Note below)
+  Department: 5

*  Region: 999

» Division: 02;03

»  Section: 999

»  Location: ALL

*SPECIAL NOTE: Because of the way address information is put together an address type must be entered every
time any address information is used in a report. In this case the address type of 1 (Home Address) is used but home

address information is not on this report.

Formatting a Cell:
*  There are 5 ways to format a cell:
1. Click on the cell in the report and use the formatting toolbar.
2. Right click on the cell and select Format Cell.
3. Right click on the cell in the Report Panel and select Format Cell.
4

Click on the cell in the Report Panel and use the formatting toolbar.
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5. Click on the cell in the Report Panel and click on the Format button at the top of the Report Panel.

E Document Structure and Fiters -

)( Remove " Fitter E Format "_'

= 3| Employee Directory

» Inthe report header, locate the cell that displays Last Refreshed. This cell is located in the Page Header.
* Right Click on the cell and select Format Cell.

« A Format Cells box should pop-up.

»  Select the General Tab.

Format Cells E

General | ] I

Mlame: |Las1 Refreshed |

Size: W Specity width inches
¥ Specify height inches

I wtrap text

I~ Read cortent as: VI

(2) Mare Information

Choose text and cell format properties for the selected cells here ‘

| OK | | Cancel ‘ | Apply |

*  On the General Tab, you can:
a. Change the name of the cell (if applicable)
b. Change the width of the cell (if unchecked, ALDER will try to auto fit the cell to the content)
c. Change the height of the cell (if unchecked, ALDER will try to auto fit the cell to the content)
d. Wrap the text within the cell
* Note: We will go over the Layout Properties Tab for Cells, Tables, and Charts in Chapter 10. Layout Properties
relate to how you position a Cell, Table, or Chart within the report.

*  Select the Alignment Tab

Format Cells 1]
] ] Alignment | }
Alignment Hatizortal:
[SE O &
wertical: E IEI I;I
(S S O

[ ?) More Information

Choosze text and cell format properies for the selected cells here.

| QK ‘ | Cancel | ‘ Spply |

»  Onthe Alignment Tab, you can position the text of the cell by changing the:
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a. Horizontal Alignment
b. Vertical Alignment
«  Select the Font Tab

Format Cells

ALDER 101 — Interactive User Class Guide

] ] ] Font ]

Forit matme: Fort style: Fort size: Colar;

Arial | |Regular | Font:

& 1=

Backgrounc

[T Underline

[ Strikethrough

Previewy AbCd123

() Mare Information

Chooge text and cell formst properties for the selected cels here.

Ok | | Cancel | | Apply

* Onthe Font Tab, you can:

Change the Font name: Arial, Times New Roman, Tahoma, etc.

b. Change the Font style: Regular, Italic, Bold, Bold Italic

c. Change the Font size

d. Change the Font Color (click the down arrow next to the color)

e. Change the Background Color of the cell (click the down arrow next to the fill button)
f.  Underline your text

g. Strikethrough your text

h. Preview what the cell will look like
*  Select the Border Tab

Format Cells

l l l Border
Settings applied to all borders:
0= Sppl Fane - & -

Settings per border:

Mone vlév
INone vlé - INone vlé -
Mone vlév

(7} Mare Information

Choosze text and cell format properties for the selected cells here

[ ok | camce || mpoy

*  Onthe Border Tab, you can:
a. Change all of the borders at once (includes color)

b. Change one border at a time (includes color)

Note: If you make a change to a tab, you must click Apply before moving to another tab. Once you are done making all

of your changes, click OK.
Chapter 8
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Formatting a Column:
*  There are 2 ways to format a column:
1. Click on a column in the data table and use the formatting toolbar.
2. Right click on the column and select Format Cell.
»  The formatting options for a column are similar to formatting an individual cell. The differences are:
a. No Layout Property Tab

b. If the column has a number or date, there is a tab for formatting the number or date.

Note: If you make a change to a tab, you must click Apply before moving to another tab. Once you are done making all
of your changes, click OK.

Formatting All Table Cells:
*  There are 4 ways to format all table cells:
1. Hover over the table until dotted border and “+” sign appears in the upper left hand corner of the table, Click on
the “+” and use the formatting toolbar. (some of the formatting options will be grayed out and unavailable

through this method)

Employee Name Class Description m.

2. Right click on the table and select Format All Table Cells.
3. Right click on the table in the Report Panel and select Format All Table Cells.
4. Click on the table in the Report Panel and use the formatting toolbar. (some of the formatting options will be

grayed out and unavailable through this method)

»  The formatting options for All Table Cells are similar to formatting an individual cell. The differences are:
a. No Layout Property Tab
b. Formatting applies to the entire table and will undo or overwrite any formatting applied to individual

columns.

Note: If you make a change to a tab, you must click Apply before moving to another tab. Once you are done making all
of your changes, click OK.
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Formatting a Table:
*  There are 5 ways to format a table:
1. Hover over the table until dotted border and “+” sign appears in the upper left hand corner of the table, Click on

the “+” and use the formatting toolbar.
N

Employee Name Class Description m‘

Right click on the table and select Format Table.
Right click on the table in the Report Panel and select Format Table.

Click on the table in the Report Panel and use the formatting toolbar.

a ~ w0

Click on the table in the Report Panel and click on the Format button at the top of the Report Panel.

* Right Click on the data table (this is the table with all the detailed information by row)
»  Select Format Table
»  Select the General Tab

Format Table |
General | ] ] ]
Name: | Data |
Display: ¥ Table headers I~ Table footers
I~ Awvoid duplicate row aggregation ¥ Show table when empty

¥ Show empty rows

( ‘-? } More Information

ou can modify table format properties here.

ok || cancel || Apply

* Inthe General Tab, you are able to:
a. Change the Table Name (this is strongly encouraged. By changing the table name, it becomes easier to
know what you are clicking on in the Document Structure and Filters)
b. Show Table headers (this is the Blue Header Row at the top of your table)
c. Avoid duplicate row aggregation (if more than 1 data row exists for the displayed detail, each data row will
be displayed if this box is checked, if the box is unchecked, the data will be combined into 1 row.)
d. Show empty rows
e. Show Table footers (this puts a blank row at the bottom of the table within each section)
f.  Show Table when empty
»  Change the Table Name from Data to say Employee Contact Info
*  Click Apply
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»  Select the Appearance Tab

I Appearance |

| Backgroune: Colar: g -
Pattern;
& pone ( mage (URL) € Skine lﬁ
Image LIRL: | |
Dizplay: l—;l
1 Postion: l—;”—;l

Spacing: E inches

Alternste color:  Frequency: Color; & -

1 (7) More Information

“You can modify table format properties here ‘

| Ok | ‘ Cancel | ‘ Apply |

* Inthe Appearance Tab, you should only change the Alternate color:
a. Frequency (currently set at 2 for every other line)
b. Color (currently set at gray)

«  Change the color to RED

*  Change the frequency to 3

*  Click Apply

*  Your table should now look like:

Organization: 05000305 - ARTSTATE COUNCIL ON THE ARTS

Employee Name Class Description m

FOX,CHARLOTTE A EXEC DIR COUNCIL OF ARTS 269-6610  268-6601 411W 4RD AVE 5TI
MCHEILL,LESLIE 5 FINE ARTS ADMINISTRATCOR I 269-6610  269-6601 411W4RD AVE 5TI

RAYL,CHRISTA A OFFICE ASSISTANT I 269-6597  269-6601 411W4RD AVE STI

»  Spacing creates a space or gap between your columns.
«  Change the spacing to .05
»  Click Apply
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* Your table should now look like:

Organization: 05000305 - ARTSTATE COUNCIL ON THE ARTS

Phone
Employee Name Class Description Num Fax Num Addrg

FOX,CHARLOTTE A EXEC DIR COUNCIL OF ARTS 269-6610  269-6601 411 W 4RD AVE

MCMEILL LESLIE 5 FIME ARTS ADMINISTRATOR I 269-6610  269-6601 411 W 4RD AVE

RAYL CHRISTAA OFFICE ASSISTANT II 269-6597  269-6601 411 W 4RD AVE

*  Go back into Format Table and select the Pivot Tab
Note: We will go over the Layout Properties Tab for Cells, Tables, and Charts in Chapter 10. Layout Properties

relate to how you position a Cell, Table, or Chart within the report.

Format Table £

] | | pivot

Available Objects

= Available Objects & ¥ Column(z)

EE Job Class D
EE Name ~1 EE Name ~1 EE Job Cla. .. 1 EE Work Ph... a I:I

EE Org Code El

EE Org Code E: ®
EE Org Desc

EE Work Addre

EE Work Addre

EE Work AI:II:IrE_
EE VWork Addre

EE \Work Addre

EE Work Fax

EE Work Phone
-
Calartad Nant
1 i b 1| | ]

O Ry oy oy o e [y e |

(%) More Information

You can modify table format properties here.

oK || cancel || Apply

* Inthe Pivot Tab, you can:
» Add Available Objects to your table
i. Use the drag and drop method
ii. Use the double arrow (>>) to the left of the Columns panel
» Arrange the Columns in the order that you want
i. Use the drag and drop method
ii. Use the left and right arrows to the right of the Columns panel
* Remove Available Objects from you table
i. Use the drag and drop method

ii. Use the double arrow (<<) to the left of the Columns panel
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« Inthe Column(s) panel, move the object EE Job Class Desc and place it in the 4™ column (to the right side of EE
Work Fax)

* In the Column(s) panel, remove the object EE Work Address Zip

«  From the Available Objects panel, add the object EE Org Code in the 2™ column

»  Click Apply

+ Click OK

«  Remove the extra row created by adding EE Org Code. Note that the Header for that column was typed in so that
header will need to be corrected to say Org Code. Delete the empty column called Zip.

* Your table should look similar to this:

EE Job
Class
Employee Name Org Code Fax Num Desc Address Line 1 Address Line 2

FOX,CHARLOTTE A 05000305 269-6610  269-6601 EXECDIRC 411W4RD AVE STE 1E ANC
MCMEILL LESLIE & 05000305 269-6610  269-6601 FINEARTS/ 411W4RD AVE STE 1E ANC
RAYL,CHRISTA A 050003205 269-6597  269-6601 OFFICE ASE 411W4RD AVE STE 1E ANC

+  Go to Document Structure and Filters

= Employee Directory
[H] Page Header
[=I|E| Page Body
I Horizontal Table: Selections
=[£] Section EE Org Desc

" vertical Table: Employee Contact Info <
™" Vertical Table: Org Section Label

[F] Page Footer

»  Notice that we have a table titled: Vertical Table: Employee Contact Info

*  This is the table that we just formatted
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Formatting a Report:

»  There are 9 ways to format a report:

Click on the report tab name in the Report Panel and click on the Format button at the top of the Report Panel.
Right Click on the report tab name in the Report Panel and select Format Report.

Double Click on the report tab name in the Report Panel in Document Structure and Filters.

Click on the page body in the Report Panel and click on the Format button at the top of the Report Panel.
Right Click on the page body in the Report Panel and select Format Report.

Double Click on the page body in the Report Panel.

Click next to the Selections Box and select Format from the Report Panel.

Right Click next to the Header Box and select Format Report

© 0O N o o bk~ w D PRE

Right Click on the tab name at the bottom of the workspace panel and select Properties

»  All of the above options format the report within the same pop-up screen
»  Click next to the Selections Box and select Format from the Report Panel
»  Click on the General Tab

Format Report =
General | l ]
Name: |Em|:|luyee Directory |
Display: ¥ Show header Height: [0.91  ]inches
Background color: & .
[¥ Show footer Height: inches

Background color: 5 .

2} More Information

| oK | | Cancel | | Apply

* Inthe General Tab, you can:
«  Change the report tab name (How it displays in the Document Structure and Filters).
»  Show the default header and change the position on the page.
»  Show the default footer and change the position on the page.

»  For the report tab name, change it from Employee Directory to EE Contact Info

*  Click Apply

Note: You can also change just the report tab name by double clicking on the tab at the bottom of the workspace panel.

* You should not need to change anything in the Appearance Tab

»  Click on the Layout Properties Tab
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Format Report %]

I I Layout Properties |

Page size: | Legal j
Oriertation: I Landscape ﬂ
htarging Top: inches  Left: inches

Bottom: \nches Right: inches

[ :.?‘ | More Information

“You can modify report format properties here.

‘ QK || Cancel || Apply

» Inthe Layout Properties Tab, you can;
»  Change the Page size (legal vs. letter)
«  Change the page Orientation (landscape vs. portrait)
»  Change the page margins

»  Once you have made the changes you need, Click OK

Note: All of the changes to the report MUST be made prior to printing your report or exporting the report to a PDF file. You
cannot change the page/report layout in the PDF format. You will have to go back to ALDER and make these changes, and
then convert the report to PDF again.

»  Go to Document Structure and Filters to view the change to the report tab name.

= |=] EE Contact Info
[+ [H] Page Header
[=I[E] Page Body

* In the workspace panel, view how the tab name changed.

RA&YI CHRISTA f. NAEONNANG

| /5 EE Contact Info ‘

Save the report as Employee Contact Information Formatting in your Class Exercises folder

Summary:
After completing this chapter, you are now able to:
*  Format Individual Cells or Columns
*  Apply consistent formatting to an entire table
* Format a table

»  Format the report

Chapter 8 Page 66 of 112



ALDER 101 — Interactive User Class Guide

Exercise:

1.

Chapter 8

Find Commercial Driver’s License for Vendor from the Enterprise/Payroll/Employee/Specialized folder.
Copy to your ALDER Class 101 folder and open the report from your folder.

Maximize your real estate

Refresh Data:

*  Report Effective Date: 12/24/2008
*  Report Point in Time Date: 12/24/2008
»  Service Center: General

Format the cell titled Cell:=DocumentName()

«  Change the Alignment to be to the Left and Top of the cell

«  Change the Font to be Helvetica, Bold Italic, 16, Blue with Yellow Background
*  Place a Thick Red border around the entire cell

Format the column Pos Location

»  Change the width to be 1.25

»  Change the Font to be Red Italic

»  Make the Top and Bottom border to be Medium and Green

Format the data table

*  Change the name to CDL Data

»  Change the alternating line color to Blue

*  Remove the columns Pos Org Code, Pos Region and EE Seasonal Indicator
«  Move EE Name to be in the 2™ column

»  Remove the blank columns

Format the report

»  Change the name to CDL for Vendor

»  Change orientation to Portrait

View the report in PDF Mode

Page 67 of 112



9. This first page of the view in PDF should look like this:
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Fommerciaf Driver's License for V

Report Effective Date 12/24/2008
Report Point in Time Date 12/24/2008
GENERAL

Pos Class Desc

KLC FACILITY MAINT SUPERVISO|

MAINT TECH (CORROSION CONT;

TEACHER, MT. EDGECUMBE HS

RECREATION ASSISTANT

MAINT GEN (F/L/JSJ)

ENVIRO SERVICES (F/L/J)

COMMERCE MORIN,KEITH A 08X009 305720 CAA

| commerce | momtonmcraeLs [ ososo | 2sass
COMMERCE WOOD,JASON A 08X015 307308 CAA

| commerce | zomvorrsomna | ossos | aesss
EDUCATION ARNOLD JOSHUA S 056526 290358 ARC

| eoucation | uacknursTCARLE || oseoa | soeazs
EDUCATION BUCK,EMILY R 056033 310945 ARA
|eoucarion | pavismamcy [ oseost | s
EDUCATION MUDRY JOSEPH, JR 056016 310443 ARC

| eoucaron | stramprerts [ oseots | soersr
LABOR ATKINSON-ELDE JULIE A 058654 | 120545 DSA

| weor | sanevenmstopners [ osesso | sy

10. Save in your Class Exercises folder as CDL for Vendor Formatting.

Chapter 8
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CHAPTER9

Formulas and Variables

Goals and Objectives
Formulas

Variables
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Goals and Objectives:

After you complete this chapter, you will be able to:

Identify and use the Formula Toolbar

Identify and use the Formula Editor

Identify the Variable button and create a Variable

Know the difference between a Formula and Variable

Introduction:
ALDER has the ability to:

Calculate simple formulas ([ObjectA] /[ObjectB])

ALDER 101 — Interactive User Class Guide

Concatenate words with numbers or objects (“Your available balance is “ + [ObjectA])

Calculate conditional functions [If([ObjectA] = XX; then display this; otherwise display that)

Go to your Inbox folder, find CDL for Vendor Revised and copy it to your Class ALDER 101 folder

Open the report from your Class ALDER 101
Maximize your real estate

Click the Refresh Data button

Change the Prompts

*  Report Effective Date: 1/1/2010
* Report Point in Time Date:  1/1/2010
»  Service Center: GENERAL

Click Run Query

The Formula Toolbar looks like:

Ei kv X |

On the toolbar, you have the ability to:

Chapter 9

i
b2

Create a Variable Button

Formula Editor Button

Validate Formula Button v

X

Cancel Formula Button

Formula Toolbar

Formula Box “
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Note: For additional assistance in using specific functions, you can go to the Business Objects Help Page. Business
Obijects has examples of how to create formulas and functions, and what the syntax for each function is. Since ALDER

has been customized for the State of Alaska, this is the ONLY topic that you should use the Business Objects Help Page

for.

3 https://alder.state.ak.us - Performing On-Report Analysis with Web . elp - Microsoft N [ |
PGS 5] index Search WebSearch [Fsearch - (GO PR oo SN

[IZI Getting Help
E?] Performing On-Report Analysis with v
@ Using Online Help
Configuring Your Browser Settings
E] Online Guides
9 Mavigating Reports
Analyzing Results Using Drill
Q}II Modifying Reports
E?] Setting Your Personal Preferences
@ Working with Reports
9 Working with Tables
9 Working with Charts
9 Adding Sorts and Breaks
9 Filtering Results
0 Including Calculations
@ Adding Formulas and Yariables
Q Printing Reports " Online Guides
Saving and Deleting Reports ® |nformation Resources on the Web

Note: To view the oniine help correctly, you need to enable vour browser seftings for Java. More.

»  To access the Business Objects Help Page for formulas, you must be in an ALDER Report.

Formulas:

» ALDER does several calculations for you without having to use formulas. Using the Calculation button on the
reporting toolbar you can:

X Sum

Count

Average

Minimum

Maximum

Percentage

7 7
SR X

%

7
°

7
°

7
°

7
L X4

» Formulas are a way for you to calculate data that is not being retrieved with existing objects within the
Universe. There are 2 ways to create a formula in ALDER.
1. Use the Formula Box — If you are not familiar with the formula or function that you want to use, you
should use the Formula Editor.
2. Formula Editor — Allows you to view the different components (operators, objects, functions) of your
formula as you add them. It also provides a brief description and the syntax of the function or object that

you are trying to calculate on.

»  Simple Formula

We are going to create a simple formula that calculates an amount based on 2 objects within the universe
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»  From the Report Panel, select Chart and Table Types
«  Pull a Blank Cell onto the report next to the Selections Box
*  Click on the Blank Cell

»  Notice how the Formula Toolbar has been activated when you clicked on the Blank Cell

»  Click on the Formula Editor Button 7
» Notice, that in the pop-up box, we have 4 area’s available to us:
1. A formula box
2. List of Available Objects
3. List of Available Functions
4. List of Available Operators

Formula Editor ]

Forrmula:

Validate

w

Available Objectz Available Functions Available Operators
1 Pos Dept Abbr Desc = El?gﬁmiﬂfime Al = e = e s s
71 Poz Job C!EE-E- Desc Cetlocale + | - f =10
71 Pos Location Code J HTMLEncode = Y il
71 Po= Org Code m And
71 Pos PCH (Def) IntCap Betwesn
71 Pos Region _ILI lzDate Block
lzError
‘ I I ' Il momimm| ll E?E}:-. j

f{boolean_exprvalue_if_truevalue_if_false)
Evaluatez the condition and returns the firzt value if the condition iz true or the 2econd value if the condition iz falz

4 | 2]

| Ok | | Cancel | | Apphy |

» Inthe formula box, we want to calculate the average number of employees in a location.

«  From the Available Operators list, click on the = sign (or type it into the formula box)

«  From the Available Obijects list, scroll through the list and click on the measure EE Count.
* Inthe Available Operators list, click on the / (divide) sign

*  From the Available Obijects list, double click on the measure Location Count

+  Before you can apply a formula, you will need to make sure that it has been defined correctly.
»  Click on the Validate button

« Ifitis defined correctly, click the OK button twice

« Ifitis not defined correctly, you will need to fix the error

* Your answer should be 4.8

» Inthe Report Panel, go to Available Objects

» Scroll to the bottom of the list and locate the formula
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Variables:

» Converting a Formula to a Variable

Now that you have a simple formula, you decide that you want to be able to easily identify what the formula is for
and that you will want to use it as a part of other formulas or as a filter within this report. To make things easier on
yourself, you want to convert the formula that you just created into a variable. You cannot use formulas in other

formulas but variables can be used in formulas. A variable is a way to name a formula.

»  Click on the cell that we just created the formula in.

»  See the formula on the toolbar

& i « X [=EE Count)Location Count]

e Click on the Create Variable $1 * button on the toolbar

Create Hew Variable Eq

Name: Qualification:

| | I Measzure ;I

Fermula:
=[EE Count}/[Location Count] -
s
Available Objects Available Functions Available Operators
7 Selected Service Cenf .« | FormathNumper = 2 = s s s
EI Variables GetContentLocale " R R ()
. GetlLocale !
71 Report Effective Date HTMLEncode | Al -
71 Report Point in Time D: If And
@ EE Count InitCap Between
@ Location Count - leDate Block
« | B e =] | Body_ =

Location Count

{?) More Information

Type a name for the variable, then type the formula into the Formula text box and select whether you want Web =

Inteligence to treat the variable as a dimension, measure, or detail. Validate the formula syntax, then click OK to =

| 0K | | Cancel | | Apply,

* Notice, that in the pop-up box, we have 6 areas available to us:
1. A Name box
2. A Qualification Drop-Down list
3. A formula box

4. List of Available Objects

5. List of Available Functions

6

List of Available Operators
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»  Since we are converting a formula to a variable, we only need to assign a name to the formula and verify that
the qualification is correct.

* Inthe Name box, type in Ave EE per Location

«  Since we are not changing the formula, we do not need to validate the formula.

+ Click OK

»  Notice the formula has changed in the cell
ﬁ fx W X |=[A'.fe EE per Location]

* Inthe Report Panel, go to Available Objects

«  Scroll to the bottom of the list and notice that the formula is no longer in the list
«  Open the Variables folder

»  See that you now have a measure object called Ave EE per Location

= “Variables
=1 Report Effective Date
=1 Report Point in Time Date
& Awe EE per Location
& EE Count
& Location Count
=l g Formulas
1 =ifi{[Pos Region]=43;"e&";"Na"}
1 =ifi{[Pos Region]=43;"e&";"Na"}
@ =[EE Count]
& =[Location Count]

» Concatenating a Formula using a Variable

RULES:

*  When you use words or characters in your formula, you must have double quotes at the beginning and ending of
the character string.

«  Use additional spaces either at the beginning or ending of the double quotes when adding to an object to allow

for spaces to be displayed in the cell.

»  Click on the cell that the Variable is in
»  Click in the Formula Box on the toolbar between the = and the object [Ave EE per Location]
*  Type in “Average number of employee per location is “+

*  Your formula should look like

|="A'.ferage number of employvees per location iz "+[Ave EE per Location]

v

» Validate the formula by clicking on the green validate button
«  If the formula is defined correctly, it will automatically update your cell
« Ifitis not defined correctly, you will need to fix the formula

*  Your cell should look like:

Average number of employees per location is 4.8

« Creating a new Variable using a conditional function
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There are several functions available in ALDER. The Business Objects help button provides assistance on how to

use or define each of the functions that are available.

Scenario:

You want to point out those employees on the list that work full time seasonally.

* Right click on the first column in the data table

»  Select Insert New Column to the Right

»  Click on the new column (it should be empty)

»  Click on the Create Variable Button in the format toolbar &
«  Name your variable Seasonal Employees

» Leave the Qualification as a Dimension

* Inthe Formula Box, input the following formula

+ =If([EE Seasonal Indicator]="FS";"Seasonal";"")

»  Validate the variable

« Ifitis defined correctly, click ok

« Ifthe variable has an error, fix it and revalidate

»  Scroll through your report and find any row that says FT Seasonal
*  Click on the blank Blue Header Row box at the top of the column
*  Click in the formula box on the toolbar

*  Type in Seasonal Employees

» Your report should look similar to:

Pos Dept Seasonal Pos Org Pos Pos
Hame Employees Code Location Region Pos Class Desc

COMMERCE 080509 ZBITNOFF JOHN A 306684 08010501 KLC FACILITY ENGINEER
COMMERCE 080510  MORTOMNMICHAEL J 293525 08010501 CAA 01 DIR HEALTH, SAFETY & TRAINING
COMMERCE 080523 FORD-ROBERTS JESSIE L 309285 08010501 CAA 01 MECHANICAL TECHNICIAN
COMMERCE 080533 MANUESTRAVISE 312389 08010501 CAA 01 MAINT TECHMNICIAN - FACILITIES
COMMERCE 08X009 MORINKEITHA 305720 08010501 CAA 01 MAINTENANCE TECHNICIAN - HVAC
COMMERCE 08x014 | SCHMIDT,DERIC A 307309 08010501 CAA 01 MAINT TECH (CORROSBION CONTROI
COMMERCE 08X015 'WOOD,JASOM A 307308 08010501 CAA 01 MAINT TECH (CORROSION CONTROI
EDUCATION 056016 MUDRY JOSEPH, JR 310443 | 05000602 ARC oo MAINT GEN (FILIIS])
EDUCATION 056031 DAVIS,MARK J 3049861 05000602 ARC oo MAINT GEN (FILIIIS])
EDUCATION 056526 ARNOLDJOSHUA S 290358 05000601 ARC 0o TEACHER, MT. EDGECUMBE H3
EDUCATION Seasonal 056018 PERKINS SHIRLEY C 293757 05000602 ARC 0o DORMITORY ATTENDANT
EDUCATION Seasonal 056033 BUCKEMILY R 310945 | 05000602 ARA oo RECREATION ASSISTANT
EDUCATION Seasonal 056034 BLACKHURST,CARLE 308426 05000602 ARA oo SOCIAL SERVICES SPECIALIST Il
LABOR 058435 MICHAUD DAMIEL P 215606 07437162 D3A 43 MAINT SPEC BFC (FILL)

» Inthe Report Panel, scroll through your available objects list.
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* You have added 2 variables and 1 formula that you created for this report.

= Wariables
71 Report Effective Date

71 Repaort Point in Time Date

71 Seasonal employees * ‘
& Ave EE per Location

& EE Count

& Location Count E |
= Formulas / ormula
& ="Average numberof employvees per location iz "+[Ave EE per Location]

» You can now drag your variables or formulas onto any tab within this report document.

Variables

»  Save your report as CDL for Vendor Formulas & Variables in your Class Exercises folder.

Summary:
After completing this chapter, you are now able to:
» ldentify and use the Formula Toolbar
* Identify and use the Formula Editor
* ldentify the Variable button and create a Variable

*  Now the difference between a Formula and Variable

Review:

1.  Where can you find help to define and use functions?

2.  What is the difference between a formula and a variable?

3. What are the 4 areas in the Formula Editor and what are they used for?

4. Why would you create a variable?
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1. From your Inbox, open the report Current Vacant Position Detail Revised

2. Maximize your real estate

3. Refresh Data:

1=

> Q@ = o

Report Effective Date: 7/15/2010

Report Point in Time Date: 6/30/2010
Department(s): 5

Region(s): 0

Division(s): 9

Section(s): 999

Job Class Code: ALL
Location Code: ALL

4. You want to calculate average number of days a position is vacant for the entire report

a. Create a variable called PCN Count

iv.

Click on the data in the column Pos PCN
Using the Calculations Button choose Count
At the bottom of the report table put your cursor in the a cell that shows the count of PCNs

Click on the Variable Button and name this variable PCN Count

b. Create a variable called Days Vacant

iv.

Click on the data in the Pos Days Vacant Column
Using the Calculations Button choose Sum
At the bottom of the report table put your cursor in the cell that shows the sum of days vacant

Click on the Variable Button and name this variable Days Vacant

5. Pull a Blank Cell onto the report next to the Selections Box

6. Inthe Blank Cell, create the average days vacant by using the formula [Days Vacant] / [PCN Count]

HINT: you must use the variables you created
7. Your answer should be 1133.79
8. Create a variable called Average Days Vacant from the formula [Days Vacant] / [PCN Count] Add the words

Average Days Vacant to the cell so the is looks like this:

a.

Average Days Vacant 1,133.79

9. Save your report as Current Vacant Positions Revised Formula & Variable in your Class Exercises folder

Chapter 9

Page 77 of 112



CHAPTER 10
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Goals and Objectives
Table Sorts

Breaks

Ascending

Descending

Custom Sorts

Updating Selections Box for Table Sorts
Removing Table Sorts

Setting data breaks
Adding calculations to breaks
Break Properties

Removing breaks

Sections

Chapter 10

Setting data as a section
Adding tables for section headers and footers
Effects in Document Structures and Filters

Effects in Navigation Map

78 of 112



ALDER 101 — Interactive User Class Guide

Goals and Objectives:
After you complete this chapter, you will be able to:
»  Apply and remove table sorts to a table
«  Apply and remove breaks to data in a table
» Insert calculations to breaks (sum, count, etc.)
»  Apply and remove sections to your report
+ Add Section Headers
«  Add Section Footers/Totals

Introduction:

ALDER inherently sorts data from the left to the right in a table. You can change how the data is sorted and
displayed. There are 3 different types of sorts:

1. Table Sorts

2. Breaks

3. Sections

Sorts are applied first by section, then by breaks, and finally by table sorts.

Table sorts apply ascending, descending, or custom sorts to specific columns within a data table. The data is then
sorted based on the 1* column that you applied a sort to. In the example below, the first table is not sorted. The

second table is sorted based on Pos PCN (Def) column.

Pos Pos Pos Pos Pos Pos
Work PCN Pos Job Pos Location Work PCH Pos Job Pos Location
Emp ID Type Class Pos Job Class Desc Range Code Emp ID Type (Def) Class Pos Job Class Desc Range Code
AWA

107586 FACL 031252 P7109 VICTIMMWITNESS PARALEGAL Il DKA 117727 FACL 030011 KO0051  DIVISION OPERATIONS MANAGE

117727 FACL 030011 KO0051  DIVISION OPERATIONS MANAGE 24 AWA 203833 FACL 030013 P7503 |LAW OFFICE ASSISTANT II 13 AWA
119036 FACL 030335 P7106 PARALEGAL Il 16 EBA 285014 FACL 030014 P7503 AW OFFICE ASSISTANT II 13 JBA
150723 FACL 030020 P7505 LAW OFFICE MANAGER | 15 JBA 309273 FACL 030016 KOO03  INTERNET SPECIALIST | 16 EBA
159761 FACL 030036 P7503 LAW OFFICE ASSISTANTII 13 EBA 205516 FACL 030017 P1134  ADMINISTRATIVE CLERK Il 03 AWA

Breaks separate all of the data based on the unique value that you selected. Breaks allow the end user to read the
data in a table easier. It is an easy visual aid for viewing the data. Along with breaking up the data, ALDER inserts
a blank row at the bottom of each break in data so that you can insert a calculation. (e.g., Sum, Count, etc.) Breaks
group data within a table. In the example below, the first table does not have a break; the second table has a break

on Pos Job Class.

Pos Pos Pos Pos Pos Pos
Work PCN Pos Job Pos Location Work PCN Pos Job Pos Location
Emp 1D Type Class Pos Job Class Desc Range Code Type Class Pos Job Class Desc Range Code
EBA

107586 FACL | 031252  P7109 VICTIMAVITNESS PARALEGAL Il DKA 296594 FACL 086028  KODDG PUB ADVOCATE UTIL ANALYSTI

117727 FACL | 030011 = KOO51 DIVISION OPERATIONS MANAGE 24 AWA FACL 086065 PUB ADVOCATE UTIL ANALYSTI 22 EBA
119036 FACL 030335 P7108 PARALEGALI 16 EBA 268642 FACL | 086071 PUB ADVOCATE UTIL AMALYSTI| 22 EBA
150723 FACL | 030020 = P7505 LAW OFFICE MANAGERI 15 JBA 253977 FACL 086073 PUB ADVOCATE UTIL ANALYSTI 22 EBA
159761 FACL 030036 P7503  LAW OFFICE ASSISTANTII 13 EBA K0O06
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Sections allow you to group data for the entire report. A report includes any tables or charts that are sitting next to

each other within a report tab. When the data is set as a section, the unique value is removed from the data table and

placed in a cell at the top of the section. In the example below, the report is sectioned by Position Department

Extended name. The section is applied to both the data table and the chart to the right of it.

Report Effective Date
Report Point in Time Date

Department(s)

Pos Work Type(s)

1

1112/2009
112/2009
7

SACL AACL, CACL HACL PACL L
CCLMCCL NCCLRCCLPXPT

7 - LABOR & WORKFORCE DEVELOPMENT

/ Department:

SECTION "

123262
163423
219774
220598
227482
228621
254386

Applying Table Sorts:

Pos

Work
Type

PACL
SACL
SACL

PACL
SACL
SACL
SACL
SACL

212050
075007
075893
071401
075275
058689
058099
058014

P1633
P4549
P4549
P1333
P4555
P3156
Pa101
P7205

MICROMETWORK SPEC |
EMPLOY SEC SPEC 1B
EMPLOY SEC SPEC 1B
PROCUREMENT SPEC Il
EMPLOYMENT SERVICE MGR |
EDUCATION PROG ASSISTANT
FOOD SERVICE (F/L/S])
DORMITORY ATTENDANT

Pos
PCN Pos Job P
{Def) Class Pos Job Class Desc Ral

0s
nge
18

AWA
AWA
ECE
HCE
DSA
D3A
DSA

ACA AWA
AKA DSA

EBA HCE
ECE JBA

Pos Distinct PCN Count (Statu
3

Pos Location Code

Note: All Enterprise Reports may have Sections and Breaks applied to them, but they do not have any Table Sorts

pre-applied to them. In ALDER, Table Sorts are applied after Sections and Breaks. Table Sorts will not over-ride

Section and Breaks.

There are 3 different types of table sorts:

1. Ascending — sorts data in alpha/numeric order

2. Descending — sorts data in reverse alpha/numeric order

3. Custom — sorts data on a custom sort order defined by the user

Sorts can be applied in 3 ways:

1. Menu button

2. Report Toolbar Button

3. Right Click on the column

Chapter 10
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Break
Filter
Sort

Calculation

3

3

sot 2] £l
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Copy Positions by Position Work Type from Enterprise/Payroll/Position/Statistics to your Class ALDER 101

folder

From your Class ALDER 101 find and open the report Positions by Position Work Type

Refresh Data

*  Report Effective Date: 1/12/2009
» Report Point in Time Date: 1/12/2009
*  Department(s): 7

*  Pos Work Type(s):

Run Query

AACL;CACL;FACL;HACL;PACL;SACL

Remove the columns EE Name (Vacant) , EE Acting Stat, Pos Barg Unit and EE Step if you want the results to

match

Notice that this report is already sectioned by Department and that everything is currently being sorted from left

to right in ascending order, in this case by Emp ID

Pos ‘ Pos ‘ ‘

‘ Work PCN Pos Job
Emp ID Type | (Del) Class Pos Job Class Desc !
000120 FACL 052088 P3332 VOC REHABASSISTHI
000144 PACL 212050 P1633 MICROMNETWORK SPECI
102569 FACL 075635 P1642 DATAPROCESSING MGRII
102626 FACL 052141 P3342 VOC REHAB MANAGER
103561 FACL 075005 P4633 SUPVR, UNEMPL INS TAX
103803 FACL 213108 P2270 GRANTS ADMINISTRATOR Il
107704 FACL 213050 P4678 PROG COORDINATOR
109567 FACL 075545 P2208 ECONOMIST Il
110538 FACL 075068 P2208 ECONOMIST I
110612 FACL 075654 P4661 EMPLOY SEC ANALYST Il
111352 FACL 073058 P4694 WORKER COMP TECHNICIAN
111717 FACL 075841 P4561 EMPLOY SEC ANALYST Il
112730 FACL 075317 P4612 UNEMPLOYMENT INS SPECII
114350 FACL 071717 P2211 STATE DEMOGRAPHER
115707 FACL 075850 P45649 EMPLOY SECSPECIB
116089 FACL 075351 P4667 ASST DIR EMPLOY SECURITY
117139 FACL 075695 P4661 EMPLOY SEC ANALYST Il
117502 FACL 052100 P4678 PROG COORDINATOR
119854 FACY N754A0 P1792 RFSFARCH ANAI YST I

Pos
Range
12
18
23
21
23
17
20
20
20
18
12
18
14
22
14
22
18
20
16

Pos

Location

Code
EBA
EBA
AWA
EBA
AWA
EBA
EBA
EBA
AWA
AWA
EBA
AWA
AWA
AWA
EBA
AWA
AWA
EBA
AWA

To sort by Position Work Type right click on the column Pos Work Type

Select Sort

Notice that the sort option Remove Sorts is grayed out. This means that there currently are no sorts applied to

this table.

Select Descending
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» Notice that now everything is being sorted from left to right based on the data in the Pos Work Type column.

Pos
Pos Location

Pos Job Class Desc | Range | Code
123262 SACL 075007 P4649 EMPLOY SECSPECIB 14 AWA
163423 SACL 075893 P4649 EMPLOY SECSPECIB 14 AWA
220598 SACL 075275 P4655 EMPLOYMENT SERVICE MGRI 16 HCE
227482 SACL 058689 P3158 EDUCATION PROG ASSISTANT 12 DSA
228621 SACL 058099 P9101 FOOD SERVICE (FAUJ/S)) 57 DSA
254386 SACL 058014 P7805 DORMITORY ATTENDANT 1" DSA
267223 SACL 058608 P9101 FOOD SERVICE (FAUJ/S)) 57 DSA
269580 SACL 058670 P9171 ENVIRO SERVICES (F/L) 60 DSA
270593 SACL 075776 P4649 EMPLOY SEC SPECIB 14 EBA
271918 SACL 075720 P4649 EMPLOY SECSPECIB 14 AWA
272740 SACL 058436 P3220 RECREATION ASSISTANT 1 DSA
276676 SACL 075632 P4649 EMPLOY SECSPECIB 14 EBA
277262 SACL 075838 P4649 EMPLOY SEC SPECIB 14 AWA

»  Now you want to apply a custom sort for the Location Code. For each Job Class, you want to see all locations
for EBA (Anchorage) first, then AWA (Juneau) then JBA (Fairbanks) then all other codes
* Right click on the column for Pos Location code
+  Select Sort; Custom Sort
* Inthe pop-up window, click on the location code EBA and move it to the top of the list. You must use the up
arrow at the top right of the pop-up box.
*  Repeat the process for Pos Location Codes AWA and JBA. Your pop-up box should look like this:
wluziom Sorl B

Reorder values in the list:

[l
e [e]
ALCA
ARA

ARA

HTA |

Delete Custom Sort |

() More Information

Edit custom sort here.

0K || Cancel || Apply

+ Click OK
» At this point the Custom Sort is now defined but to apply it you must click on the Pos Location Code column,

right click, choose Sort then Ascending.
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Your data should now show all the positions in location EBA at the beginning of the report.

270593
276676
279796
279985
285939
300349
307474
308619
309845
309846
310773
310775
310776
310781
310782
310783

SACL
SAC
SACL
SACL
SACL
SACL
SACL
SAC
SACL
SACL
SACL
SAC
SACL
SACL
SACL
SACL

-

-

-

075776
075632
075589
075863
075466
075557
072078
075869
075718
075725
075665
075051
075124
075878
075187
075824

P4549
P4649
P4649
P4649
P4649
P4649
P7767
P4649
P4649
P4649
P4649
P4649
P4549
P4649
P4649
P4649

\ Pos Job Class Desc ‘
EMPLOY SEC SPECIB
EMPLOY SEC SPEC IB
EMPLOY SEC SPECIB
EMPLOY SEC SPECIB
EMPLOY SEC SPEC IB
EMPLOY SEC SPEC IB
INVESTIGATOR Il
EMPLOY SEC SPEC IB
EMPLOY SEC SPEC IB
EMPLOY SEC SPEC I8
EMPLOY SEC SPEC IB
EMPLOY SEC SPEC IB
EMPLOY SEC SPECIB
EMPLOY SEC SPECIB
EMPLOY SEC SPECIB
EMPLOY SEC SPEC I8

Pos

14 EBA
14 EBA
14 EBA
14 EBA
14 EBA
14 EBA
16 EBA
14 EBA
14 EBA
14 EBA
14 EBA
14 EBA
14 EBA
14 EBA
14 EBA
14 EBA

Once you have applied your sorts, you will want to update the Selections Box. This will help the end user know

in what order sorts have been applied.
Insert 2 rows to the bottom of the Selections Box
Update the Selections Box to look like:

Report Effective Date 1/12/2009
Report Point in Time Date 11212009
Department(s) i
SACL AACL,CACL HACL PACLF

Pos Work Type(s) ACL
Sorted by Pos Work Type
EBAAWA JBA Alphabetic

Save the report as Positions by Position Work Type with Custom Sort in your Class Exercises folder
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Sort Properties:

Once you’ve finished applying Sorts to your report, you decide that you want to change the order of the Sorts. In the
example above, the sorts are being applied in the order that you set them. You can change the Sort order through Sort
Properties.

* Right click on the column Emp ID
»  Select Sort Properties

»  The pop-up window looks like:

Sort Properties X!
Vertical Sorts |
List of sortz applied to the table:
a..z Name ‘ \:\
f21.Pos Work Type \I\

(#} 2.Pos Location Code

Remove || Custom sart...

[ ok |[ canea || apy |

* You can also re-order Sort by. If you wanted the first sort to be Pos Location Code, you can click on the title
and use the up-arrow to move it. This would make Pos Location Code the primary sort.

* You can redefine your custom sort. Click on the Custom Sort button to allow you to re-order your values.

+  Also you can remove the sorts from the table.

»  Click Cancel.

Removing Table Sorts:

+ Toremove 1 column sort at a time, right click on the column that you want to remove the sort for.
»  Select Sort; None

»  Toremove all sorts applied to the table, right click on any column within the table
»  Select Sort; Remove Sorts

If you remove the table sorts, don’t forget to update your Selections Box
* Remove all of the table sorts

» Update the Selections Box
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Breaks:

Breaks can be applied in 3 ways:

1. Menu button Inser1|v| (L] =ave | ¢

Iy Fay 4

Merse column Bk

=% mn

Break
Fitter
Sort 4

Calculation 3

2. Report Toolbar Button = Break

3. Right Click on the column

Breaks separate all of the data based on the unique value that you selected. It is a visual aid to make reading the data

table easier. The unique value is only displayed once in the data table within a Section.

*  Choose the column Pos Job Class and click on the Break button of the Report Toolbar.

»  Notice how the data is now grouped by Pos Job Class and that a blank row has been place at the bottom of each
Pos Job Class

»  Click on the column Pos PCN (make sure the data cells have turned gray)

»  From the Report Toolbar, click on the down arrow next to the Calculation button

»  Select Count

*  Now there is a count of the number of PCNs in each job class

Chapter 10 Page 85 of 112



The beginning of your data table should now look like this:

ALDER 101 — Interactive User Class Guide

Pos Pos Pos
Work PCN Pos Job Pos Location
Emp ID Type (Der) Class Pos Job Class Desc Range Code
189137 FACL 075821 K0017 ADMINISTRATIVE ASSISTANT | 12 AWA
230732 FACL 071222 ADMINISTRATIVE ASSISTANT | 12 AWA
276671 FACL 213115 ADMINISTRATIVE ASSISTANT | 12 JBA
FACL 075040 ADMINISTRATIVE ASSISTANT | 12 DQA
Count 4 K0017
Pos Pos Pos
Work PCN | PosJob Pos | Location
Emp ID Type (Del) Class Pos Job Class Desc Range Code
220711 FACL 052205 K0018 ADMINISTRATIVE ASSISTANT i 14 EBA
230816 FACL 075128 ADMINISTRATIVE ASSISTANT I 14 EBA
260858 FACL 075044 ADMINISTRATIVE ASSISTANT i 14 AWA
270023 FACL 071703 ADMINISTRATIVE ASSISTANT Il 14 AWA
279635 FACL 075327 ADMINISTRATIVE ASSISTANT HI 14 AWA
290968 FACL 213121 ADMINISTRATIVE ASSISTANT lI 14 EBA
291621 FACL 058395 ADMINISTRATIVE ASSISTANT It 14 DSA
292925 FACL 052004 ADMINISTRATIVE ASSISTANT li 14 AWA
204252 FACL 075624 ADMINISTRATIVE ASSISTANT il 14 AWA
* You can apply Breaks to more than 1 column within the data table.
« Add another break to the column Pos Location Code
*  The beginning of your report should look like this
Pos Pos Pos
Work PCN Pos Job Pos Location
Emp 1D Type (Def) Class | Pos Job Class Desc Range Code
189137 FACL 075821 K0017 ADMINISTRATIVE ASSISTANT | 12 AWA
230732 FACL 071222 ADMINISTRATIVE ASSISTANT | 12
AWA
Pos Pos Pos
Work PCN Pos Job Pos Location
Emp ID Type (Def) Class Pos Job Class Desc Range Code
276671 FACL 213115 ADMINISTRATIVE ASSISTANT | 12 JBA
JBA
Pos Pos Pos
Work PCN Pos Job Pos Location
Emp 1D Type (Def) Class | Pos Job Class Desc Range Code
FACL 075040 ADMINISTRATIVE ASSISTANT | 12 DQA
DQA

»  Save the report as Positions by Position Work Type with Breaks in your Class Exercise folder.

Break Properties:

Once you’ve finished applying Breaks to your report, you decide that you want to change the order of the Break Sort. In
the example above, the Breaks are being applied in the order that you set them. You can change the Break order through

Break Properties.

Right click on the column Pos Location Code

Select Break then Properties
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*  The pop-up window looks like:

Break Properties

Vertical Breaks |

:E Pos Job Class Display Properties

B Pos Location Codg \:I ¥ Break header

¥ Break footer
¥ Remove duplicates
[T Center value across break

¥ Apply Sort

Page Layout
[™ start on a new page

<| | _PI [~ Avoid page breaks in block

™ Repeat header on every page

[~ Repeat break value on new page

( ‘_? More Infermation

ou can define how breaks (or groups of data) on tables are formatted here.

i (it (-]

«  From this window, you can add headers, footers, remove duplicates (headers or footers), apply sort, etc.
*  Thisis a way to format your Breaks
* You can also re-order the sequencing of your Breaks. If you wanted the first Break to be Pos Location Code,

you can click on the title and use the up-arrow to move it. This would make Pos Location Code the primary

Break.
*  Click Cancel

Removing Breaks:

You can remove Breaks 4 ways:
Inser‘t| -| E] Save | |

Mesae rosne 4

e Menu button

Mera column ¢

=E Bresk
" Fitter
Sort 4
Calculation »
e Report Toolbar Button == Break

¢ Right Click on the column, Select Break; Remove

e Right Click on the column, Select Break,

Properties; Remove
Remove the break on Pos Location Code but not from Pos Job Class Code.
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Sections:

Sections allow you to group data for the entire report. When the data is set as a section, the unique value is removed
from the data table and placed in a cell at the top of the section. You can place summary totals anywhere within a
section.

In the report we are working on, notice that there is the word “Department” then the department number and full name.
Department 7 - LABOR & WORKFORCE DEVELOPMENT

Pos Pos Pos Pos

Work PCHN Pos Job Pos Location Barg

Type (Det) Class Pos Job Class Desc Range Code Unit
i WA GG

189137 FACL 075821 K0017  ADMIMISTRATIVE ASSISTANT I

230732 FACL 071222 ADMIMNISTRATIVE ASSISTANT | 12 AWA GG

276671 FACL 213115 ADMIMNISTRATIVE ASSISTANT | 12 JBA GG
FACL 075040 ADMIMNISTRATIVE ASSISTANT | 12 DQA GG

Count: 4 KO017

Pos Pos Pos Pos
i Work PCHN Pos Job Pos Location Barg
g Type (Det) Class Pos Job Class Desc Range Code Unit
i EBA BE

220711 FACL 052205 = KOD18 ADMINISTRATIVE ASSISTANT Il
There are two ways to set a section;

e Drag & Drop

e Use object that exists within the table (preferred method)

*  We are going to set a section for the column Pos Work Type
» In the Report Panel, select Document Structures and Filters
» Notice that we currently have a section for Pos Dept

BEFORE we set anything as a section, we will want to “Purge” our data and then walk through the Document Structure
and Filters outline to name our tables. Later when we set a section often tables will “jump” to the wrong section and this
will be very helpful when we set a section and need to format the report.

To “Purge” the data currently being displayed, we will select an account that does not have data posted to it.

*  Click Refresh Data

»  Change the prompt “Enter Department Num(s) or Enter 999 for All” from 7 to 0 (zero)

*  Click Run Query

»  Since this department does not have data posted to it, ALDER will display an error “NO DATA RETRIEVED”
+ Click OK

In Document Structure and Filters, we need to name our tables to make them easier to find in the report.

Page Body
»  Click on Page Body; notice that there are 2 tables under the page body.

» Under Page Body, click on the Horizontal Table
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» Inthe Report Panel, click the Format button just below the Document Structure and Filters box.
» Inthe General Tab for the pop-up box Format Table, verify that the name is “Selections”
¢ Click OK

Section Department
»  Click on the Section Dept Section Label

* Inthe report, you should see a broken gray area:

Report Effective Date 11212009

Report Point in Time Date 1M12/2009

Pos Work Type(s)

Department:

Pos Pos Pos Pos
Waork PCN Pos Job Pos Location Barg
Type (Def) Class Pos Job Class Desc Range Code Unit

»  Notice that this table has two parts. The first is Department: and the second is the object Pos Dept Ext Name
which stands for Position Department Extended Name

* Inthe Report Panel, click the Format button

* Inthe General Tab for the pop-up box Format Table, verify that the name is Dept Section Label. Change it if it
is not.

+ Click OK

»  Click on the other table under Section Pos Dept that has not been named

»  Verify in the report that the table highlighted is the data table

* Inthe Report Panel, click the Format button

* Inthe General Tab for the pop-up box Format Table, change the name to Employee Data.
» Click OK

Your Document Structure and Filters out-line should now look like this:

=I|B| Page Body
I Horizontal Table: Selections
=[] Section Pos Dept
™= Vertical Table: Employee Data
™= Vertical Table: Dept Section Label
[F] Page Footer
Excel Positions by Position Work Type

«  Save the report as Positions by Position Type Section V.1

We are now ready to set Pos Work Type as a Section. Occasionally our data tables will try to jump to the new section.
Naming our tables helps us know what tables we are looking at.
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«  Refresh the data using the previous settings.(Use department = 7)

* Right click on the column Pos Work Type, on the data rather than the header.

»  Select Set as Section

» In Document Structures and Filters, notice that we now have a section for Pos Work Type

*  Wealso have a Section Cell Pos Work Type
|

| .
= Positions by Position Work Type
[H] Page Header
[=I|B| Page Body
I Horizontal Table: Selections
=[5 ] Section Pos Dept
™= Vertical Table: Dept Section Label
= Section Pos Work Type
[] Section Cell: Pos Work Type

™= Vertical Table: Employee Data
# 7] Pane Frnter

Notice that our data table is now in the Section Pos Work Type. This is the correct location for our Employee Data
table; however, there are times when a table is not in the correct positions. Click on our new section and in the formula
bar type =""Position Work Type: ""+[Pos Work Type]. Notice the space between : and «

»  Extend the field to the end of the Selections Box and delete the blank column

» Your section should begin like this.

‘Position Work Type: FACL

Pos | |  Pos

PCN Pos Job l Pos l Location
Emp ID (Def) Class Pos Job Class Desc Range Code
189137 075821 K0017 ADMINISTRATIVE ASSISTANT | 12 AWA
230732 071222 ADMINISTRATIVE ASSISTANT | 12 AWA
276671 213115 ADMINISTRATIVE ASSISTANT | 12 JBA
075040 ADMINISTRATIVE ASSISTANT | 12 DQA

K0017

Pos Pos
PCN Pos Job Pos Location

Emp ID I (Def) Class | Pos Job Class Desc Range | Code
220711 052205 KO0O18 ADMINISTRATIVE ASSISTANT Il 14 EBA

»  Save the report as Positions by Position Type Section V.2

Now that we have our existing tables placed in the correct sections, we want to add 2 tables to this report. Both Tables

will count the number of positions but one will count in the Department Section and the other in the Pos Work Type

Section

»  From the Report Panel, select Chart and Table Types

» Drag 1 horizontal tables onto the report directly to the left of the Dept Section

»  From the Report Panel, select Document Structure and Filters

»  Select Document Structures and Filters in the Report Panel. Click on the new table in the Section Pos Dept called
Horizontal Table: Blockl then choose format. Under the General table name the Table Dept Position Count and in
Layout Properties set The left side of this table is .1 inches to the Left edge of the section. The top of this table is .1
inches to the Bottom side of Dept Section Label. Click OK
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* Inthe Table Dept Position Count Header type Position Count. In the body of the table type the formula
=Count([Pos PCN (Def)]).

»  Click on the Dept Position Count table and copy (Ctl+C) and move your cursor to the left of the Pos Work Type
cell and paste (Ctrl+V).

*  Name the table Work Type Position Count. In the format for in layout properties set The left of this table is
.2 inches to the Left edge of the Section and The top of this table is .1 inches to Bottom side of Position Work
Type... Click OK

* You will need to set the Employee Data table format so it does not interfere with the Work Type Position Count. Set
the left of this table is .2 inches to Left edge of section and The top of this table is .5 inches to Bottom side of
="Position Work Type: “+

»  The beginning of your report should begin like this:

Department: 7 - LABOR & WORKFORCE DEVELOPMENT

Position Count 802

Position Work Type: FACL

Pos Pos
Pos Job Location

{Def} Class Pos Job Class Desc Range Code

AWA

189137 0755821 KOD17  ADMIMISTRATIVE ASSISTANT I

230732 071222 ADMIMISTRATIVE ASSISTANT I 12 AWA
276671 213115 ADMIMISTRATIVE ASSISTANT I 12 JBA
075040 ADMIMISTRATIVE ASSISTANT | 12 DQA

K007

* Notice that the Position Count in the Department Section is not the same as the Position Count in the Position Work
Type Section. That is because the Position Work Type count is only for those positions with a Work Type of FACL.
If you page through the report you will find other work type sections that have their own work type counts. They
will all add up to 902 for Department 7.

* In Document Structures and Filters, your section should now look like:

[= =] Positions by Position Work Type
[H] Page Header
=I[E] Page Body
I Horizental Table: Selections
=[] Section Pos Dept
™= Vertical Table: Dept Section Label
I Horizontal Table: Dept Position Count
[=l| & | Section Pos Work Type
[] Cel: ="Position Work Type: "+[Pos Work Type]
™ Wertical Table: Data Table
I Herizontal Table: Work Type Position Count

«  Save this report as Positions by Position Work Type Section V.3

Chapter 10 Page 91 of 112



ALDER 101 — Interactive User Class Guide

Hide Sections from the Navigation Map:

* Inthe Report Panel select Navigation Map and expand the first + sign and expand the + sign at 07. Notice that three
work types are listed for this report.

«  Toremove those from the navigation map in the Report Panel, select Document Structures and Filters

»  Select section Pos Dept

»  Select Format

»  Select the General Tab

*  Uncheck box include section in the Navigation Map

Format Section x|

General | ] ]

e Section on

Display: [ Include section in the Navigation Map

7) More Information

“ou can modty section format properties hers

o [ cancel | ey |

* Click OK
* Inthe Report Panel, select Navigation Map
« Expand and you will notice that the hidden section with the three work types are no longer displays in the

Navigation Map
Remove Sections:

The only place to remove a section is through Document Structure and Filters.

*  Click on the Section Pos Dept

»  Select Remove from the Report Panel (or right click on the section header)

*  Be sure that you want to remove the section

» Click Yes

* Notice that it only removed the section; it did not remove the tables that we added.
» In Document Structure and Filters, right click on the table Dept Position Count

+  Select Remove Table

» In Document Structure and Filters, right click on the table Dept Section Label

*  Select Remove Table
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* Your Report Panel for Document Structure and Filters should look like:

[ Document Structure and Fiters -

Remove Fitter Format

= _]IJ Positionz by Position Work Type Delete Section V.4

Select Pos Dept
AND| Select Pos Work Type
Pos Status Mot Equal to IM

= g Pozitionz by Position Work Type
[H] Page Header
[=I|E| Page Body
B Horizontal Table: Selections
=l 5| Section Pos Wark Type
[ cel: ="Position Work Type: "+[Pos Work Type]
"™ Vertical Table: Employee Data
I Horizontal Table: Work Type Position Count
[+ [F] Page Footer
% Excel Positionz by Position Work Type

Formatting Sections:

Formatting Sections is extremely handy if you have excess “White Space” at the top of the report or between sections.
Click on the name of the section in Document Structures and Filters then choose the format button at the top of the panel.
From here choose the Layout Properties tab and choose a small fraction of inches to The Bottom Side of... Selections
and the size of the white space should decrease.

Save the report in your Class Exercises as Positions by Position Work Type Section Delete V.4
Review:
1. What are the 3 different types of sorts?

2. How are they applied?

3. What are 3 ways that you can apply a break?
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4. What are 3 ways that you can apply a table sort?

5. What do you have to do AFTER you define a custom sort?

6. How can you easily identify that a Break has been applied to the data table?

7. What is the benefit of setting a section?
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Exercise:

1. Find CDL for Vendor Revised in your Inbox, copy it to your Class ALDER 101 folder and open it from there.
2. Maximize your real estate

3. Refresh Data:

»  Report Effective Date: 7/1/2010
*  Report Point in Time Date:  7/1/2010
»  Service Center: 0

4. You will get a pop up display that says there is no data. Click OK. You will want to rename tables and sections with
no data

5. Go to Document Structure and Filters

6. Your Document Structure and Filters should look like:

= )j CDL for Vendor Revized

Select Pos Service Center
" AND| Active Employess
Po=s CDL Required Equal to Y

= % Commercial Drivers License
+ Page Header
= Page Body
E Horizental Table: Selections
" Wertical Table: Data
+ E Page Footer

7. Identify and rename the vertical data table to CDL Detail. Be sure that you visually identify each table within the

report.
8. Refresh Data:
*  Report Effective Date: 7/1/2010
* Report Pointin Time Date:  7/1/2010
»  Service Center: PUBLIC PROTECTION

(NOTE: Recommend to use List of Values for the Service Center)

9. Click on the department name (1% column) and set it as a section.

10. Move the org code to the first column and insert a break and center the footer in the cell.
11. Count the PCNs in each break and center the count in the cell.

12. Make a variable from PCN Count in each section and name it Position Count

13. Create a pie chart to show PCN Count by Dept for the entire report.
Hint: Use your new variable PCN Count.

14. Filter the section called Pos Dept Abbr Desc for only Military and Veterans’ Affairs
Hint Click on the section label and apply the filter

15. Under Document Structure and Filters rename the Pie chart PCN Count by Dept

16. Add a row to the Selection Box to show that a table filter for Mil Vet Aff
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17. Your Document Structure and Filter should look like:

=l 3] COL for Vendor Revised

Select Pos Service Center
' AMD| Active Employess
Pos COL Reguired Equal to ¥

= I% Commercial Drivers License
[H] Page Header
[=/|E| Page Body
B Horizontal Table: Selections
@ Pie: PCN Count by Dept
[E)[£] Section Pos Dept Abbr Desc

B Pos Dept Abbr Desc Equal to MIL
AND|
r WET AFF

[ Section Cell: Pos Dept Abbr Desc
™" Vertical Table: CDL Data
[F] Page Footer

18. Verify that the report begins like:

Report Effective Date 121'244'20085
Report Point in Time Date 121'24120035
Service Center(s) PUBLIC PROTECTIONE

Section Filtered by Dept = Mil Vet A]‘T

Pos Dept Abbr
Desc

B CORRECTIONS
O MIL VET AFF

Position Count

MIL VET AFF
Pos Pos Season
Pos Org Code PCH Location Region Pos Class Desc Ind
09500002 090016 STASER,GREGORYJ 286072 EBG 50 MAINT GEM (FILIISS) FR
090019 FERGUSON,DAVID B 202488 EBG 50 MAINT GEM (FILIISJS) FR
090028 PEPLOW.TODD A 273956 EBG 50 MAINT SPEC ETRICIAMN FR
090029 MILLER,CHARLESR,JR 209388 EBG 50 MAINT SPEC BFC (FILJL) FR
090099 MCMILLAN PATRICK L 268256 EBG 50 EQUIF OPERATOR (FILJISD) FR
090119 HARRELLTRAVIS 294904 EBG 50 MAINT GEM (FILIISJ) FR
090191 BURRJOHNE 286819 EBG 50 STOCK & PARTS SVCS (LIIS) FR
09500002 7
Pos Pos Season
Pos Org Code PCH Location Region Pos Class Desc Ind
09500003 090354 DUVALBRYANB 100262 JBY 50 EQUIP OPERATOR (F/ILJIIS]) FR
090365 LEFFINGWELL,BRIAMN J 265436 JBv 50 EQUIP OPERATOR (F/ILJIJIS]) FR
09500003 2

19. Save to you Class Exercise folder as CDL for Vendor Revised Final Exercise
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APPENDIX:

Chapter 4 — Review Question Answers

1.

How do you open a report to view it?
In the Workspace Panel click on the name of the report to open it.

What is the difference between viewing a report in Page Mode vs. Draft Mode?

When you are in Page Mode, you can see headers and footers, and data is displayed by page. When you are in Draft
Mode, you cannot see the headers and footers, and all the data is displayed continuously - there are no pages. Draft

mode is best for using the Find function, as you can find the item throughout the entire document. Page Mode only

allows you to find data on the page you are currently on.

In ALDER, how can you print a report?

You can print a report from ALDER two different ways:
a. Inthe Workspace Panel, Select Document, Save to My Computer As and select PDF, or
b. Inthe Workspace Panel, Select View, and select PDF mode

Identify the 3 different ways that you can Save to My Computer As and why you would use each.
The following are three different ways you can save a report to your computer and why you would use them:

»  PDF — This provides a snapshot of the report in Adobe Acrobat that cannot be altered. This is also the only
way a report can be printed.

»  Excel — This downloads the report into Excel and it looks like a Web Intelligence report, with headers,
footers, and formatting. However, since it is formatted it would be difficult to do additional sorting and
formatting.

« CSV - This is comma separated values. Every available object is downloaded into a column in Excel. This
not only downloads the objects that are on the face of the Web Intelligence report, but it includes all
available objects. This format would be ideal for sorting and new formatting.

What are the 2 different ways to maximize your real estate?

Option 1:
*  The maximize and minimize button on the blue workspace toolbar
*  F11 to minimize the Internet Explorer Toolbars

Option 2:
*  Toggle the Navigation Panel closed
»  Select the up-arrow to Hide the Header Panel in the blue workspace toolbar
e F11 to minimize the Internet Explorer Toolbars

What are the standard report elements?
Standard report elements include: ALDER logo, title of the report on the top and bottom of the report, last refreshed
date, and page numbering.
What are the 2 ways that you can activate/inactivate your toolbars?
There are two ways to inactive or activate toolbars in the workspace:
»  From the workspace toolbar click on View, Toolbars, and select the toolbars needed
»  From the workspace toolbar right-click in the gray space and then select the needed toolbars
When is the only time that you have a “SAVE” button?
The Save button appears on the workspace toolbar when you have opened a report from your My Folders.
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Chapter 5 — Review Questions Available Objects

1. What is an Available Object?
Listing of information that is available to be displayed on the report. Information is categorized in 3 different types
of objects.

2. Are all Available Objects Displayed on the report?
Not all Available Objects are displayed on the report.

3. What are the different types of available objects?

There are three different types of objects:
e Dimensions
e Details
e Measures
4, What is the difference between a variable and a formula?

A formula is a calculation that is created to display data that is not retrieved by existing objects. A variable is an
available object created from a formula that exists only for the report you are in. A variable can be dragged onto the
report and used multiple times and within other formulas.

Chapter 5 — Review Questions Charts and Table Types

1. What type of chart, table, or cells exist on all ALDER Reports?

All Alder reports include a Horizontal Table for the (also called the Selection Box) information and a Vertical Table
to house the data. Additionally, Cells are used for information such as headers and footers.

2. What are the 3 different formats to display data and what are the differences?
Tables —displays summary or detail information
Cells — adds meaning to the report through text, formulas or calculations, page numbers, etc
Charts — graphically displays business information based on the chart criteria
3.  What are the 2 area’s that you can display charts, tables, or cells?
Reports are made up of two main areas: the Page Body (or also called the Report) and Sections within a report.
Charts, tables, and cells can be housed in either area.
4. How do you display a chart title?

To display a chart title you need to format the chart: right-click on the chart, format, and in the General Tab, check
the box “Show chart title.” Then in the Appearance tab you can place a title on the chart.
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Chapter 6 — Review Questions

1. How are Filters defined?

Filters are defined on dimensions, details, measures, and variables.

2. Why would you apply a filter to a table or chart instead of the entire report?

It’s preferred to apply a filter on the entire report; however, if you only wanted a chart on data within a certain table,
then you’d apply a table filter. Be cautious, if you are including totals in the report, it will not take into consideration
the filtering on the single table.

3. What are the different types of filters?

There are three different types of filters:
*  Query Filters, which are applied by a Report Developer. These are your prompts.
*  Report Filters, which are applied to the entire report.
«  Table Filters, which are applied only to a table.

Chapter 9 — Review Questions

1. Where can you find help to define and use functions?

Functions are used within a formula. The Formula Editor lists all functions that are available in ALDER.
Information can be found in three places:
» Inthe Formula Editor, click on the function and read the description that is populated.
»  Excel help resources. ALDER uses formulas the same as with Excel, with the exception of replacing the
comma with a semi-colon. You can use the internet, excel books and software.
*  ALDER Help from the Home page.

2. What is the difference between a formula and a variable?
A formula is a calculation that is created to display data that is not retrieved by existing objects. A variable is an
available object created from a formula that exists only for the report you are in. A variable can be dragged onto the
report and used multiple times and within other formula.

3. What are the 4 areas in the Formula Editor and what are they used for?

There are four areas to the Formula Editor as follows:

*  Formula: This houses the actual formula

» Auvailable Objects: This houses all objects that are available in the report
« Auvailable Functions: This houses all functions that are available in ALDER
» Auvailable Operators: This houses all operators that are available in ALDER

4.  Why would you create a variable?

You would want to create a variable, rather than continue to type a long formula multiple times making it easier for
you. Variables can easily be dragged onto a report for use. Additionally, you may want to use a formula within a
formula and by utilizing a variable the formula would be smaller.
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Chapter 10 — Review Questions

1. What are the 3 different types of sorts?
Sorts are applied in three different ways, by Table, Break, and Sections

2. How are they applied?

Sorts are applied as follows:

»  Sections are applied first to a group of data (objects) for the entire report. Sections remove data (an object) from the
tables and place it at the top of a section.

»  Breaks are applied second to all the data in a report. In addition to sorting the data, a Break also provides a visual aid
to make data easier to read.

»  Table sorts are applied last to columns in a data table. The data is sorted in the order in which you applied the first
sort.

3. What are 3 ways that you can apply a break?

There are three ways to apply a Break:
¢ Right-click on the data column, select Break, Insert
e On the Report toolbar, select Break
e On the Workspace toolbar, select Insert, Break
4. What are 3 ways that you can apply a sort?

There are three ways to apply a Table Sort:

e R-click on the data column, select Sort, then select the order in which you would like it sorted

e  On the Report toolbar, select Sort and the order in which you would like it sorted

e On the Workspace toolbar, select Insert, Sort, then select the order in which you would like it sorted

5. What do you have to do AFTER you define a custom sort?
After you define a custom sort, in order to use it you must apply it.

6. How can you easily identify that a Break has been applied to the data table?
You can easily identify that a Break has been applied, as it also applies a visual aid — the data is not repeated within a
break. It leads with the data, and then subtotals at the end.

7. What is the benefit of setting a section?

A benefit of setting a section allows the use of the Navigation Map in your Report Panel. You can easily navigate
through your report. Additionally, it is also very helpful visually on the face of the report.
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Section Formatting

When Formatting Sections, always start with the bottom most section within the Report Outline in Document
Structures and Filters. Make sure that all of the tables within each section are placed where you want them.

+  Select Format

«  Select Section

+  Select the Layout Properties tab in the pop-up box

« Make the Top of this section 0 (zero) inches to Top edge of section

Format Section %]
l Layout Properties
Mewy page: [ Start on & new page Page layaut: ™ &vaoid page breaks in a block

Position: Within the Section
2 The top of thiz zection iz |0 inches to |Top edge of SectionLI

?) Mare Information

“ou can modify section format properties here.

(804 | | Cancel | | Apply
e Click OK
e Repeat this formatting for each section as you “walk-up” the Document Structures & Filters report
outline.

NOTE: You may need to re-position tables within each section to remove all excess white space.
The steps listed above may need to be repeated after you re-position tables.
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Available Functions

Often users need to build additional calculations or objects into a report beyond the report’s base objects or
calculations.

Web Intelligence has seven categories of Available Functions:

Category Description

All All the functions for all the categories listed below in this table.
Aggregate Aggregates data (for example by summing or averaging a set of values)
Character Manipulates character strings

Date and Time Returns date or time data

Document Returns data about a document

Data Provider Returns data about a document’s data Provider

Logical Returns TRUE or FALSE.

Numeric Returns numeric data

Misc Functions that do not fit into the above Categories

Setup IE Browser Internet Options - Qverview

The browser supported by ALDER is Microsoft Internet Explorer (IE) Version 6.0 SP2 and requires a
number of internet options to be set in order for it to function properly. Internet Options that should be
verified and/or set are:

1) https://alder.state.ak.us should be a trusted site.

2) Enable file download to allow reports to be saved to the desktop for use with MS Excel.

3) Allow pop-ups from * .state.ak.us domain.

4) Adobe must be set to display a PDF within the browser.

Note: Although later version of IE (version 7.0 and/or 8.0) and other browsers may function properly
they are not currently certified with the underlying application that is installed for the ALDER data
warehouse. Similar internet option settings should be required for the later versions, however the
ALDER team is unable to support or troubleshoot any browser functional problems that may arise with
non-certified browser versions.

Start by selecting Tools — Internet Options to confirm that each of these parameters is set correctly.
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File Edit View Favortes | Tools Help
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Mail and News >
Pop-up Blocker 3

( Favorites 6:‘9‘ Je= a3 -

Qe O ¥ |

43

Manage Add-ons... e115/desktoplaunch/InfoView/logon/logon.do

Address Iéj https://alder.state.a

(&2 Snagi

=] B30 |Liks

Synchronize...
Windows Update

Windows Messenger
Sun Java Console

Statelo:

The State of Alaska

Log On to InfoView

Welcome to Business Objects

Enter your user information and click Log On.
(ifyou are unsure of your account information, contact your system administrator)

User name: [saarehan

Password: l

Click here for ALDER help desk

Trusted Site

Select Security tab — Trusted Sites — Sites and determine if https://alder.state.ak.us is a trusted site. If
ALDER is not a trusted site then type https:/alder.state.ak.us and add it to the zone.

Internet Options
GenerPlivacyl Contenll Connectionsl F‘rogramsl Advancedl

Select a Web content zone to specify its security settings.

® « —
Trusted sites

Internet Local intranet Restricted
° This zone contains Web sites that you

sites
trust not to damage your computer or
data.

~ Security level for this zone

Trusted sites

O

Custom
Custom settings.
- To change the settings, click Custom
- To use the recommended settings, cli

‘You can add and remove Web sites from this zone. All Web sites
in this zone will use the zone's security settings.

Add this Web site to the zone:
https://alder. state. ak. us/)

The State of Alaska

@)

Web sites:

Custom Level... I attps: //hel

I [V Require server verification (https:) For all sites in this zone

les information to state employees for use in performing
ardship over the information provided to others.

Remove |

Hto

OK I Cancel |
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Trusted zites

ou can add and remove Web sites from this zone, Al Web sites
in this zone will use the zone's security setkings.

Add this Web site to the zone:
| fadld
=

(W b sites: -\L
bittps: A alder. state. ak.ug Pernove |
httpz: /fhelpdesk state ak us

W Require server verification {https:) for all sikes in this zone

o4 | Cancel

Allow Download to the Deskto

ALDER 101 — Interactive User Class Guide

Select Security tab — Trusted sites - Custom Level and scroll down to the Downloads setting. Verify

and/or set the Enable setting for the three options.

Internet Options 2=
GeneraF‘livac_l,JI Eontentl Eonnectinnsl F'mglamsl .-’-‘«dvancedl

Select a'web content zone to zpecify ite secunity zettings,

> @
Trusted sites

Irterret

Security Settings

Settings:

The State of Alaska

Sites... |

Local intraret Resztricted
Thiz zone containg YWeb sites that you
truzt not to damage your computer or

zites
data,

— Security level for thiz zone

Custom
Custom zettings.
- Ta change the settings, click Custom Level
- To usze the recommended settings, click Defaul Level

@ Downloads
[=5 Autamatic prompting Far File downloads

O Disable
(& Enable
@ File download
) Disable
(£ Enable
@ Font download
O Disable
(£ Enable
) Prompt

/

{ Custom Lewvel... I ' Default Lewvel |

. -

4]

[
& | MIEcellanenus

@ Bircess data sources across domains =
| _>IJ

. T TR Y Y

Q. | Cancel | ey

—Resek cuskom settings

| Resek to: Ian

j Reset |

ALDER provides information to stete employees for use in performing their job d
provide stewvardship over the information provided to others.

[0]4 | Cancel |
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Allow Pop-ups from *.state.ak.us

Select Privacy tab and determine if Pop-up Blocker is active. If it is active, enterprise default

installation, then an exception must be added so that ALDER functions normally. Proceed by selecting
Settings and adding *.state.ak.us as a site that pop-ups are allowed.

Internet Options 2= The State of Alaska
Generall Security Contenll Connections Programsl Advancedl m “
~ Setfings Pop-up Blocker Settings
o Move the slider to select a privacy setting for the Intemet — Exceptions
=8 zZone.

Pop-upz are currently blocked. You can allow pop-ups from specific
YWweb zites by adding the szite to the list below.
_ ’ _ Medium

site: ko allow:
- Blocks third-party cookigs that da not have a compact =
R p—— state.ak.us Add }
- Blocks third-party cookies that use personally identifiable
information without your implicit consent

Restricts first-party cookies tiat Iy identiiabl flowed sles
- Restricts first-party cookies that use personally identifiable
infarmation without implict consent helpdesk. state. k. us

Eemowe |
Remove All |

r Standafi:State it stallmn.se:ﬂ ngi-f Bloek 'f.jp'”ps ']
en i i i

T —

~ Pop-up Blocke:
@ Pressfat most pop-up windows from appearing.

v Block pop-ups

r Motifications and Filter Level

¥ Play a sound when a pap-up is blocked.

¥ Show Infarmation Bar when a pop-up is blacked.

Filter Lewel

@ow: Allow pop-ups from secure sites) j

QK | Cancel | AnEln

; ; . . - . JaNs} | |
e= information to state employees for use in performing their job duties. | agre Pl Blecka £ Clase

FOUR VRN WY R MNP SV Y RS U DT Sy

Pop-up Blocker Settings

— Exceptionz

Pop-upz are currently blocked. 'ou can allow pop-ups from specific
Web sites by adding the site to the list below.

Addresz af Web site to allow:

| el
{ Allowed zites: ‘I
o Catateakus S HEmove
helpdesk. state. ak.us

FRemowve All

I
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Display PDF within Browser

After starting the Adobe application select Edit — Preferences — Internet category to verify that the Web
Browser Option ‘Display PDF in browser’ is enabled.

]| meeiz g e

b

Accessibility

Batch Processing
Catalog

Color Management
Commenting
Carnverk From PDF
Converk To PDF
Farms

Full Screen
General

Identity

EFER
Measuring
Multimedia
Page Display

Available Operators

The tool provides the use of operators for both query and report filters, calculations and formulas during the
creation or modification of a report. The table below lists the operators available and provides an example of each
operator in the context of a business question:

To obtain data... For example... Select... To create the filter...
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equal to a value a
user specifies,

retrieve data for the US
only,

Equal to

[Country] Equal to US.

not equal to a value a
user specifies,

retrieve data for all
countries other than the
us

Not equal to

[Country] Not Equal to US

greater than a value |retrieve data for > | Greater than [Customer Age] Greater than 60
a user specifies, customers aged over 60,

greater than or equal |retrieve data for revenue |>= |Greater than or |[Revenue] Greater than or equal
to a value a user starting from $1.5M equal to to 1000500

specifies, upward,

lower than a value a |retrieve data for exam < |Less than [Exam Grade] Less than 40
user specifies, grades below 40,

lower than or equal to | customers whose age is | <= |Less than or [Age] Less than or equal to 30

values a user
specifies and
includes those two
values,

25 and finishing at 36
(including week 25 and
week 36),

a value a user 30 or less, equal to
specifies,
that falls between two | weeks starting at week Between [Weeks] Between 25 and 36

that falls outside two
given values a user

all the weeks of the year,
except for weeks 25

Not Between

[Weeks] Not Between 25 and 36

specifies, through 36 (week 25 and

week 36 are not

included),
the same as several |user only wants to In List [Country] In list ‘US; Japan; UK’
values a user retrieve data for the
specifies, following countries: the

US, Japan, and the UK,
different from the user does not want to Not in list [Country] Not in list ‘US; Japan;
multiple values a retrieve data for the UK’
user specifies, following countries: the

US, Japan, and the UK,
that includes a customers whose date of Matches [DOB] Matches pattern, ‘72’
specific string, birth is March 1972, Pattern

that doesn’t include a

customers whose names

Different from

[DOB] Different from pattern, ‘s’

one value a user
specifies and does
not correspond to
another value a user
specifies

fixed telephone, but don’t
have a mobile phone,

specific string, do not begin with S, Pattern
that corresponds to | customers who have Both [Account Type] Both “fixed” and
two values a user both a fixed telephone “mobile”
specifies, and a mobile phone,
that corresponds to | customers who have a * AND [Account Type] “fixed” AND
all values a user fixed telephone, mobile “mobile” AND “fax”
specifies phone, and fax phone
that corresponds to a | customers who have a ** OR [Account Type] “fixed” OR
value a user specifies | fixed telephone, mobile “mobile” OR “fax”
phone, or fax phone
that corresponds to | customers who have a Except [Account Type] “fixed” Except

“mobile”
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** AND — Returns data ONLY when ALL of the criteria is TRUE
** OR — Returns data when ANY of the criteria is TRUE

Additional Example of Nested Filters:

Appendix

i" Select Pos Dept

" Select Pos Region

" Select Pos Divizion

" Select Pos Section
AND

" Select Pos Job Class

~1 Po= Status Not Equal to IN

~1 EE Mame Iz Null
OR
" Active Employees

ALDER 101 — Interactive User Class Guide
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The directions below will help you move a table. This information is from the Accounting ALDER 101 User Guide

Moving a Table

o

Appendix

In Document Structure and Filters, click on the Section Project Extended Name

Notice in the report the area behind the table Project Header is highlighted as gray and above the table COA Yr Total is highlighted
gray.

Also, notice that there is a dotted line that goes across the report between the tables Project Total and Chart of Account Year

Total.

Chart of Account Year:

Project:

Top of Section Gray Area —"/A

Date
Trans Code Processed

. Bottom of Section Gray Area with Dotted Line

TOTA

TOTAL CHART OF ACCOUNT YEAR

If the “Bottom Section” does not have a Gray Area, we will need to drag the dotted line down to show the bottom of the section
which is “hidden”.

Chart of Account Year:

Project:

Top of Section Gray Area f

R

Date Input RD
Trans Code Processed Code Transaction Desc L1

TOTAL Bottom of Section with Dotted Line only!

TOTAL CHART OF ACCOUNT YEAR

WARNING: ONLY drag the dotted line down if you do NOT have a gray area. Be very careful to only drag the line down
about quarter of an inch. You just want to make a little bit of space. If you drag the dotted line down to far, formatting

becomes very difficult!!! (you may spill the section onto the second page of the report)
When you click on the dotted line, you need to make sure that the area behind the data table does not turn gray!
Click on the dotted line, hold your mouse button down and drag the line down just a little bit.

Let go of your mouse.

You should now have Z gray areas on your repart
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Chart of Account Year:

Project:
Date
Trans Code Processed
TOTAL

TOTAL CHART OF ACCOUNT YEAR

o InDocument Structure and Filters, click on the table named “Project Total”
o Locate the table in your report

o Hover over the table until it is outlined

o Click and hold on the cross box in the upper left-hand corner of the table
o Drag the table down to the bottom gray area

o Release the table

o Your Document Structure and Filters should now look like:

[=1| £ | Section PJ Hierarchy
[=1| £ | Section Project Extended Mame
" wertical Table; Project Header
" wertical Table; Project Tatal (1)
=I[ £ ] Section Posting Month
[] Section Cell: Posting Month
" Wertical Takle: Data Takle

o Drag the dotted line up to be directly beneath the Project Total table

Available Operators to AVOID

Some operators can create confusion when used in a report and should not be used!

Section
Block
Body
Report
Row
Column

User Response

Standard Calculations:

Standard calculation functions can be used to make quick or standard business calculations on the
data in Web Intelligence reports. These calculations are available from the Calculations list on the
Report toolbar. Customized functions and formulas can be applied to more advanced calculations on
the data as well. Users can utilize the following standard calculations:
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Calculation Type Icon Use to...

Sum 5 Calculate the sum of the selected data.

Count n Count all rows for a measure object or count distinct rows for a dimension or
detail object.

Average X Calculate the average of the selected data.

Minimum £ ) Display the minimum value of the selected data.

Maximum <X Display the maximum value of the selected data.

Percentage i Display the selected data as a percentage of the total. The results of the
percentage are displayed in an additional column or row of the table.

ALDER Key Terminology

Available Objects
Business Objects
Enterprise Reports
InfoView

Measure

Objects

Prompt

Query

Refresh

Report

Report Filter

Schedule
Template Reports

Universe

Appendix

Data elements that are available to use in a report but do not require re-
executing or refreshing the report.

Business Objects is the manufacturer of InfoView and Web Intelligence
software which ALDER uses.

Reports developed for statewide use. They can be copied and customized to
meet your agency’s needs.

The portal for ALDER that collects, consolidates, and presents data and
reports.

Retrieves numeric data that is the result of calculations on data in the
database.

An element in the universe that corresponds to a selection of data in the
database. The name of an object is usually derived from the business terms.

A prompt is a dynamic filter that displays a question every time data is
refreshed in a report. The prompts are answered by either typing or selecting
the value(s) to be viewed. Web Intelligence retrieves only the values
specified.

A query is a request for data from a database or other source. A user builds a
query containing “objects” from a “universe”. If the data is available, the
requested data is returned usually in the form of a table or a chart.

Refreshing reports ensures that you are viewing the most recent data available
in the database.

A report is the data output from a query that has been executed or refreshed.
It includes data returned from the query, as well as formatting applied to the
data to make the data more readable for end users.

Report filters are applied to the data retrieved by a query that limit the values
displayed in the report. Each report can be filtered to display a different
subset of the same data depending on the user requirements.

Scheduling a report allows the report to run automatically at specified times.
When a scheduled report runs successfully, an “instance” is created.

Blank reports which include the standard report elements (logo, page
numbers, last refresh date, etc.).

A universe is a logical group of data tables used for reporting. Universes
provide an easy to use and understand interface for non-technical Web
Intelligence users to run queries against a database to create reports and
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perform data analysis.

A Business Objects tool that allows users to create queries and reports to
analyze data.

Web Intelligence

Definitions of User Roles and Capabilities

Capabilities Prerequisites
Report Recipients None e Receive an Excel or PDF report (file) None
Report Viewers ALDER e Run, refresh and schedule reports in enterprise, department Increment 1: Some knowledge
100 internal, public, favorites, and user’s inbox folders of structures and financial
Online e Receive sections of scheduled reports data.
" hangepro e o epor o TS gt : Some kower
played, gerep Y of payroll data
Interactive Users ALDER Same capabilities as Report Viewers, plus the ability to: ALDER 100
101 e Dragand drop fields onto a report from a list of objects AND
(112-2 | o Change the sort, filter, and add new sections and breakstoa | Good working knowledge of
days) report payroll data
e  Create different views of data (e.g., charts)
Incr 1: ALDER 100
AND
Intro to AKSAS, OR
Good working knowledge of
structures and financial data
Report Developers ALDER Same capabilities as Interactive Users, plus the ability to: ALDER 101
201 e Create new reports
(2days) | e  Perform quality assurance and certify developed reporting
prior to being deployed
e  Develop agency-specific ad-hoc reports
Agency Advocates ALDER Same capabilities as Report Developers, plus the ability to: ALDER 101
201 e Responsible for the two-way communications between the
(2 days) department and the ALDER Project Team
e Serve as the first line of help desk support for department
ALDER users
. Responsible for maintaining department folder structure
within ALDER
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