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Complex Queries

When working in Hyperion and using data from the Datamart it is often
necessary to create complex queries to gather the necessary results you need.
These complex queries can help join data together in ways that will make
your data easier to gather. Discussed below are a few types of complex
queries, which can use data from various locations to create dynamic queries.

Local Results are a snapshot of a ‘Results’ section shown in topic format. They
are used to add the results of one query to another in a BQY file.

Local Joins are results of one query added to results of another query in a
BQY file. Rows from the data sources are joined in the ‘Results’ section.

Creating Local Results and Local Joins

1.

10.

Open ‘A Blank Document’ in the Interactive Reporting Studio
application, select Insert, then New Query to create the first query in
the BQY file.

Select the desired database connection (Ex: SFMA.oce) and login.

Select the table from the Elements pane to add to the Content pane.

Build the Request Line, and add filters, data functions, and computations
to the query, as needed.

Select Process.

Tip: Queries that use ‘local results’ and ‘local joins’ should be put in the proper
‘processing order’ to obtain the correct results.

Select Insert, then New Query to create the second query.

Select the necessary database connection. (Note: This query will access
a different set of data than the first query.)

In the Elements pane of the second query, add the necessary tables to
the Content pane to help build the Request Line, add filters, data
functions, and computations, as needed.

Select Process.

Select Insert, then New Query to create the third query, a database
connection is not necessary.
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11. Right-click in the Elements pane of the third query to view Local

Results. Expand the Local Results to display the Results table.

Elements Elements
- +-£g Tables
= g Local Resutts
Local Results A Results - SFMs
Detivable Queries o Resuts - 03P3

12. Double-click the Results from both sets of data or drag them to the

Content pane. The Results set from the first and second queries are
displayed as topics in the Content pane.

13. In the Content pane, manually create ‘Local Joins’ between the

common fields of each Result set.

14. Finish building the Request line and select Process.

If necessary, update the ‘Processing Order’. Once complete you can
use the ‘Process All’ feature to process the queries.

Lesson 1a Exercise

Create a query that pulls data from two separate data sets.

1.

Open a file titled, ‘Local_Results_Exercise.bqy’. Instructor will
provide file location.

Review the ‘SFMS’ and ‘OSPS’ queries and results sections. Discuss
with instructor.

Insert a third query section. Note: An oce connection is not necessary.

Input both the SFMS and OSPS Local Result tables into the Contents
pane.

Create Local Joins between the two Result tables. Create joins from
‘Agency’ to ‘Sfms Agy’, ‘PCA’ to ‘PCA’ and ‘Agy Obj’ to ‘Agy Obj’.

Add all fields from both Local Result tables to the Request line.
Process the query.
Verify you have 58 rows of data and a ‘Trans Amt’ total of $60,983.97.

Review and discuss results with the instructor.
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Lesson 1b Exercise

Create a dynamic query that automatically inputs the current Fiscal Year, Appr Year
and Fiscal Month.

1.

2.

10.

11.

12.

13.

Open a file titled, ‘Lesson-1b.bqy’. Instructor will provide file location.
Insert a new query with an SFMA oce connection.
Insert the ‘GL Detail’ table into the Contents pane of the new query.

From the ‘GL Detail’ table, add the following fields to the request line.
‘Rpt Appn Yr’, ‘Rpt Fiscal Mm’, ‘Rpt Fiscal Mm Name’ and ‘Rpt
Fiscal Yr'. (Hint: Sorting the table will help find fields easier)

Alter the query to only Return Unique Rows and Process the query.

Return to the original query and insert the Local Results table (called
‘Results2’) into the Contents pane.

Within the original query section, create simple joins from the Local
Results table (‘Results2’) to the ‘All Acct Event’ table. Create the
following simple joins: ‘Rpt Appn Yr’ to ‘Appn Yr’; ‘Rpt Fiscal Mm’
to ‘Fiscal Month’; and ‘Rpt Fiscal Yr’ to ‘Fiscal Year’.

Remove the filters for ‘Fiscal Year’, ‘Fiscal Month’, and ‘Appn Year’.

Add the following fields to the request line:
Results2 Table:

a. RptFiscal Yr

b. Rpt Appn Yr

c. Rpt Fiscal Mm

d. Rpt Fiscal Mm Name

Process the original query.

Update the ‘Report’ section. Within the ‘Header’ of the report,
eliminate the previous ‘Text Label’, which shows the ‘Month’ and
the ‘expression’ that shows ‘Fiscal Year’, then input the

‘Rpt Fiscal Mm Name’ and format, accordingly.

Alter the ‘Processing Order’ of the queries, so Query2 processes before
Queryl. Note: This allows the proper data to be obtained in the file.

Alert instructor after successfully completing the exercise.
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Limitations of Local Results and Local Joins

The following limitations apply to local results and local joins:

1.

You cannot set query filters on local results table fields. Filters must be
set in the query/result sections of the query that produces the local
results. Attempting to set a query filter on a ‘local results’ table field
invokes the following error message: “Unable to retrieve value list for a
computed or aggregate request item”.

You cannot access or change properties for local results tables.
Properties include remarks, number formatting, aggregate/date/string
functions, data types, and name.

You cannot have query request line computed columns from local
results topic items. The ‘Add Computed Item’ menu option is not
available for local results topic items.

You cannot use ‘Append Query’ features with local results table items.
The Append Query menu option is not available when a local result
field is part of a query.

You cannot change the view (structure, detail, or icon) of a local
results table.

You cannot use the ‘Query Options’ functions with local results as part
of the query. The following are functions accessed from the Query
Options dialog box:

e Returning Unique Rows

e Return First

e Time limit

e Auto-Process

e Custom Group by

You cannot join more than one ‘Profile’ table to the ‘Local Results’
table.
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Derivable Queries

Derivable queries execute on the Database server where Local Results will
execute on the Desktop when using the Desktop client. Derivable queries
essentially create a temporary table in the current SQL transaction that is then
accessed in a proceeding query. This structure has several advantages in the
Oracle environment.

Advantages of Derivable Queries
e Data always current
e Runs faster than complex ‘standard’ built queries
e Create improved query functionality by allowing additional joins

Examples of situations to use Derivable Queries

o Use when standard query uses multiple joins
e Use when querying large amounts of data over multiple years

Creating Derivable Queries

To build a query that uses a derived table:
1. Build the query that will use the ‘derived table’ and process the query.
2. Insert a new query by choosing New Query on the Insert menu.

3. Build the ‘Derived Table’ query by right clicking in the Elements
Catalog pane and selecting Derivable Queries on the shortcut menu.

Note: The ‘Derivable Queries’ option only displays, if the query
sections qualify to be used as a derivable query.

Elements

+ ll_-a Tahles
+- I Local Results

Full Mames

Local Resulks

Derivable Queries

To display as a ‘Derivable Query’, the query section must contain the
following:
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e have the same connection information as the current Query section
e have at least one item on the Request line

e do not use local joins

e does not contain derived table topics

The topic name, when a derived table is added to the work area, is the
same as the source query section name, and the column names are the
same as the names of the items on the Request line in the original
query section being added with the exception of any (data) function
component.

Include another table and create a join. This is accomplished by
dragging a field from at least one table to another.

Once the derived table becomes joined, items from it can be added to
the Request, Filter, or Sort lines of the containing query. It can be
referenced in ‘computed fields’ as well.

Add the necessary fields to the request line for the desired results.
Process the query, which contains the derived table.

You can also use the ‘Process All’ command to process all queries
within the BQY. The query containing the derived table will process,
unless it is explicitly removed using the Query ‘Processing Order’
dialog. Using the ‘Process All’ function will allow you to compare
your newly created derived query with the base source query.

Additions to the Request line of the source Query are reflected in the
derived table item list the next time it is displayed.

Once a Derived Query table has been added to another Query,
changes to the source query section will check for dependencies and
warn you of any discrepancies that might occur. For example, you
might receive a warning if an item was removed from the source
query’s Request line, which is used somewhere else (Request, Filter,
Sort, etc.) in a Query that is deriving a table from the source query.

Page 7 of 95



Derived Tables Rules and Behavior
The rules and behavior of a derived table include:

e You cannot change the view (structure, detail, or icon) of a ‘Derived’
table.

e A derived table has only two menu options: ‘Add Selected Items’ and
‘Remove’.

e Derived tables are available for connections to Teradata, DB2, Oracle,
and Microsoft SQL Server. The standard connection to the DAS
Datamart is DB2.

e Ifyou remove all items from the request line of the original query, the
fields are displayed as empty within the derived table.

e Ifyou rename items in the original query section, it will update the
derived table automatically. You must ensure that the new name is a
valid name for the database to use.

o Fields from the ‘Local Results’ table cannot be added to the derived
query.

e Both the original referencing query and the derived table query must
use the same data source even if one or the other is not connected. For
example, assume Queryl is accessing the State of Oregon’s Financial
system (SFMA); therefore, Query2 (derived query) would also have to
be able to access the same system, even if it was not necessary. That is,
you must be sure that both Queryl and Query2 can connect to the
same data source name. In other words, the open catalog extension,
used in this case, would both need to access the SFMA system.
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Lesson 1c Exercise

Create a derivable query.

1.

10.

1.

12.

Open a Bqy file titled, ‘Lesson-1c’ and review the ‘Dashboard’ section.
This will help you become familiarized with the file.

Insert a new query with an SFMA oce connection.

Within the newly created query, insert the Derivable Queries table
called ‘Query’ onto the Contents Pane.

Add all the fields from the derivable ‘Query’ table to the request line.
Insert the SFMA table called ‘Agency’ into the Contents pane.
Create a ‘simple’ join from the derivable query table to the ‘Agency’
table. You only need to join from ‘Agency’ to ‘Agency’. (Note: The

original query shows the proper joins needed for the new query)

Review the original query and remove the ‘Agency’ table from the
content pane.

Return to the Derivable ‘Query’ and add the following item to the
request line.

Agency Table

a. Agency Title

Process the Derivable ‘Query’. (Answer: 6,152 of 6,152 rows)
Note: Variable filters will pop up when processing this derived query.

Note: In the above exercise, to view the proper results of the derived
query, within a report, the original report needs altered or a new report

needs created to contain the new data.

Note: Filters from the original results section do not automatically
flow to the derived query results section.

Filter the ‘Results’ section of the ‘Derivable query’. Set ‘Agy Obj’
greater than 3999.

How many rows are returned? (Answer: 4,247 of 6,152)

Alert instructor after successfully completing the exercise.
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Derived Query - Conversion

How to change a standard query into a derivable query.

Purpose:

The following instructions are designed to help Datamart users, within
the State of Oregon, update their standard Hyperion queries and create
derivable queries. Derivable queries allow for better functionality,
quicker processing, and many other benefits. These instructions allow
a user to keep their original tables, pivots, reports, dashboards and
charts, intact, while updating the query to run as a derivable query.

Standard query set up:

A file with one standard query containing multiple joined tables
(Standard practice is to alter queries that have multiple joins, so the
derived process will have the desired improvement).

Any filters can be set within the original query section.
Any fields can be selected for the request line of the original query.

The file may contain multiple tables, pivots, charts, dashboards or
reports.

Lesson 1d Exercise

Create a derivable query using an established Hyperion file.

1.

Open a file titled, ‘Lesson-1d.bqy’. Review the various sections within
the file to become familiar.

Insert a second query within your file by duplicating the original query.
(Hint: Right-click on the original query)

Add, to the original query, a derived table, which is obtained from the
duplicated query.

Note: To accomplish this, click on the original query section, right-
click on Tables (within the Elements section) and click ‘Derivable
Queries’. Expand the Derivable queries folder then drag and drop
query?2 into the contents pane.

Within Queryl, create the same joins as the original query contains;
however, link them from the profile tables to the new derived table.

Note: If a join field is not within the derived query, you must add it to
the duplicated query request line, which automatically adds it to the
original query request line. This allows the queries to contain the
proper fields to join.
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10.

11.

Remove the ‘All Acct Event’ financial table from the original query.

Note: This removes all the original financial table fields from the
request line.

Remove all the ‘profile’ tables from the duplicate query in the ‘Query?2’
section.

Note: This removes all the original profile table fields from the request
line of the duplicate query.

Within the original query section (queryl), add ‘all’ fields from the
derived query table to the request line and re-order the request line to
put the title fields next to their perspective fields.

Alter the processing order of the two queries (Tools, Process Query,
Processing Order) to allow query2 (duplicate query) to run before
query1 (original).

Select the ‘Process All’ button to run both queries.
Verify the ‘Result’ section filters are the same for both results.
Verify both ‘Result’ sections data are equal.

Note: It is a valuable option; to set the duplicate query filters to
variable because it allows a user to alter the filters when only
processing the new derived query.

Note: After the derived query is fully created, you can either ‘Process
Current’ on the derived query or select ‘Process All’. The ‘Processing
All’ feature will allow you to compare the two queries and verify if any
of your joins have dropped data.

Note: If your original ‘Results’ section contains ‘Grouping’ or
‘computed field’ columns, you must verify the columns formula’s in
the updated derived ‘Results’ section, once the derived query creation
is complete.
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Pivot Reports

The Pivot section is used to create cross-tabular style reports. This section
enables you to extract meaningful data from your results.

Column

The following example uses the file titled, ‘ORBITS Intermediate Lesson 2 & 3’.

Sort Line

% Hyperion Interactive Reporting Studio - [ORBITS.
9| Ele Edit Yiew Insert Formab Piwvot Iooks Yindow

s B I U

DSH I @@ -9

Help

ntermediate Less( n 2 and 3. bqy]

Sort Item

A

Process ~

Sort Type

Sort

Function

Labels

Row __|
Labels

Request
ltems

Elements
Pane = |

Row Labels Pane in Data Layout

Column Labels Pane in Data Layout

| Pivotz - ! Sot DataLavout
Sections x Sort | Program Cote | by |Label | using
[2#] Dashboard
N i
Rpt_LAB/Actuzls by Compt Source Group Fiscal Year 2008
|%| Rpt_LABiActuals by Cross Reference Number Compt Pro
L gran Average- Leg
%) Rpt_LaBrActuals by Appd Fund Sgr';’js Compt Stee Grp T Coge  |-BUAPRroved Budget| - F¥ UM |0 oed Bugget Data
@ Rpt_LAB/Actuzls by GL Account LabelS
i 0025 BEGINNING BALANCE 745612 ! 248837
[% Rpt_Actuals by Agency Object Total 746,612 [ 248,637
&%) Lesson 3 Report 00s0 GENERAL FUND APPROPRIATION 8,652,205 8 9,632,295
g Total 8,652,205 0 8,652,205 Fact
A ORBITS Query 140 ac S
£ 0410 CHARGES FOR SERVICES : o
al ] ]
 ORBITS Resutis Total 49,740 0 148,740
@ Pivot 1772,758 0 550,810
|@ Lesson 2 Pivot Example 2100 0 5708 ]
2200 [ 13,074 0
| LAB by Cross Ref Num Chart 200 1 1850 3
ﬂ Actuals by Agency Ohject Ghart 500 ] e ]
Chartfor Lesson 3-8hows Prog Code's
0708 OTHER SALES INCOME 2600 0 11 !
2700 [ 504 0
2800 [] 108 [
2900 [ 182 0
3100 0 48,049 0
Elements 3200 [] 3,240 [
{3 ORBITS Results (ORBITS Query) ~ Total 1.772,758 72839 3407
o 1,270,761 [ 423,587
Agency 1010 TRANSFER IN FROM OTHER FUNDS — -
118 6l Aot Total 1,270,751 0 423,587
118 Appd Fund 1,270,761 0 635,381
2010 TRANSFER OUT TO OTHER FUNDS e -
LEEBF:‘“' Total 7,270,761 ] 535,381 Content
gp::" ° 5,108,079 0 2035026 Pane
i comet o8y 1100 [ 785,167 0
P 3o CLASSIUNCLASS SALARY & PER DIEM =00 5 PXER 5
ay Okl i
1 Program Code: Total 6,106,079 588,368 763,135
| Compt Saurce Group 175,000 ] 58333
[ Fiscal vear 1100 i 7407 ]
118 Appn Year 3160 TEMPORARY APPOINTMENTS
14 Leo Approved Budget 2100 0 320 a
|1 Adustment Amount Total 175,000 3|37 35,000
| Fy Cum 3,072 0 3072
1 61 Acct Tele 3170 OVERTIME PAYMENTS 1100 0 905 0
[ L] Load Data Ba Total 3,072 905 1536
|1 Cross Ref Sys Gen Mo T = e o
| Cross Reference Descr
Cross Reference Level aw Labeis: Compt Source Group * Compt Srce G +Program Code afumn Labels Fiscal Year
Row Labels: Compl § G Compt Sree Gm TH +P Cod Calvinn Labels: Fiscal Y
[ Cross Reference Number
Index Mo Facts: Ley Approved Butget + Fy Curm + Average - Leg Approved Budget
18 Cross Ref o Format -~
195 rowrs used 3130 i

Facts Labels Pane in Data Layout

Hint: A user can move the Data Layout section around by double clicking to
pop it out from its location and then drag and drop.
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Creating a Pivot Report

1. Select—Insert—New Pivot.
Note: Make sure to click on the desired ‘Results’ or ‘Table’ section,
prior to inserting the Pivot. The Pivot uses the data from the specified

section.

If necessary, on the Section Title bar, click Data Layout to display the
Data Layout area below the Pivot Content pane.

2. Drag items from the Elements Pane to the Row, Column, and Fact
label panes to generate the report automatically.

o You can add multiple items to any Data Layout pane.

o Items are ordered in the way they are displayed in the Data Layout
panes.

o Row and Column labels are usually in the form of text.

o Fact labels are summed by default. (e.g. SFMS Trans Amt).

Reorganizing a Pivot Report

Once the Pivot Report is created you can reorganize, add, and remove items.

o You can move items for either the Column and/or Row labels by
clicking and dragging the items to a new label location in the Data
Layout Section. The report will automatically recalculate. You are
only able to move the Row and Column labels items from one label to
another. You can even move the Facts label items to another label
area.

o You can reorganize all label items (Row, Column, and Facts) within
their panes.

o To add a new Facts label, you must add it from the Elements Pane.

o To remove an item from a pane, right-click on the item in the Data
Layout pane, and then select—>Remove.
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Formatting Pivot Reports

You can apply many formatting techniques to your Pivot.

Format

How To

Resize a column

o To resize a column manually,
drag the report column margin to
the left or right.

o Double-click the report column
boundaries to auto-size the
column.

o To resize the column to the
standard size, select the column
label in the report and then select
Format— Auto-Size Width.

Resize a row

o To resize a row manually, drag
the report row margin up or
down.

o Double-click the report row
boundaries to auto-size the row.

o To resize the column to the
standard size, select the row label
in the report and then select
Format— Auto-Size Height.

Modify font

o Select a report element you wish
to alter.

o Select Format—Font, select a
font type, size, style, and effect,
and then click OK.

o Use the Formatting toolbar for
quick formatting.

o Right-click on the column, row,
fact or title in the report and then
select Font.

Labels can have distinctive styles.
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Modify a number, date, or time
format

For numeric formatting, select a
numeric label or fact on the
report, and then use your
Formatting toolbar to select
numeric formatting options.
For additional options, select the
numeric label or fact in the
report, then select
Format—Number, select your
numeric options, and then click
OK.

Right-click on the numeric label
in the report and then select
Number.

Justify data Select a report element, and then
use the Formatting toolbar by
clicking Justify—Left, Center,
Right, Top, Middle, or Bottom.

Display border lines Select the report element and

select Format—Borders. There
are various border options to
choose.

Change the position of data labels

Select Format—Data
Labels—»None, Column, or
Row.

Display corner labels

Select Format—Corner
Labels—None, Column, Row,
or Both.

Format an entire column or row

Press Alt (for Windows), Option
(Mac), or Ctrl+Alt (UNIX).
Select a label, and then apply a
format.

Rename a label

Double-click a label, type a new
name in the dialog box, and then
click OK.

Add color

Select a report element, and then
on the Formatting toolbar, select
your line, fill, and text colors.
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Lesson 2a Exercise

1. Open ‘ORBITS Intermediate Lesson 2 & 3’.
2. Click on the ‘ORBITS Results’ section and then insert a ‘New Pivot’.

3. Add the following to the Data Layout area:
Row Labels:
a. Compt Source Group
b. Compt Source Group Title
c. Program Code
Column Label:
a. Fiscal Year
Facts:
a. Leg Approved Budget
b. Fy Cum

4. Format — Corner Labels — Both (Hint: Right-click in content pane.)
5. Practice adding and removing labels and resizing your columns.
6. Justify all column titles to ‘Center’ and ‘Bottom’.

7. Change the ‘Leg Approved Budget’ and ‘Fy Cum’ to Number Format
without decimal places.

8. Alter the background color of the ‘Leg Approved Budget’ and ‘Fy
Cum’ titles to orange.

9. Change the name of ‘Fy Cum’ to ‘FY Cum’.

10. Once finished, you need to leave the file open, so you can complete
lesson 2b.
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Creating Totals on Pivot Reports

Select the title label you want to total then Pivot—>Add Totals.

S0 Tools Window Help

E [ Process < | (& = = TR Arial wllg gt A
_| Remove Selected Ttems Del | J‘ _J — @
Sork 3 —
¥ | by |Label | using =t =.l
Add Taotals
Add Computed Ikem. . Fund [ om4 [ ooz | 034
) ant Sfms Trans Amt [Sfms Trans Amt [Sfms Trans Amt
Data Function [ @ Category
Use Surface Yalues
i Payrall (F300.00)
Crilup E (F253.60)
Payrall $241.11) ($52.54) ($1,915.08)
Services & Supplies 0149 §018 (F142.19)
chow Al Tt Staff Dev & Training §0.00 f0.00
oL Al ems Utilities, Rent, & Other Exp §3.25 ($292 689)

In addition, you can right-click on the title label, then select—>Add Totals.

You can calculate totals for both columns and rows in a Pivot. When inner

dimensions are totaled, subtotals are created for each of the label values in the
outer dimensions.

To delete a total, select the total you wish to delete and press the delete key on
your keyboard.

The following two examples show adding ‘Totals’, which display at the
bottom of the column you selected within the pivot.

Sort Grant Mo | by |Label w | using =7 _=:l
Fund o014 ooz24
Grant |Grant Mo Title Category Sfms Trans Amt |Percentage |Sfms Trans Amt [Percentage
add Computed Ttem... [N [Payroll ($37,576.98)  -20.51% $3,759.21 2.05%
_— ;o |Semices & Supplies $1,957.46 3.12% $9,410.67]  15.00%
Stvle vy |Staff Dev & Training $4.79 0.34% $219.29 15.52%
Justify 4 Utilities, Rent, & Other Exp $20,421.12 12.56% $8,759.16 5.39%
Daka Labels 3
Corner Labels 4
Use Surface Yalues
Sort |Fund w | by |Label | using 1=l
Fund 0014 anz4
Grant |Grant |Grant No Title Category Sfms Trans Amt |Percentage [Sfms Trans Amt [Percentage
No Phase
412694 (24 REHABILITATION  |Payroll ($37,576.98) -20.51% $3,759.21 2.05%
gi;‘g%‘fﬁ'b oy |FEnices 8 Supplies $1,957.46 2.12% $9,410.67 15.00%
Staff Dev & Training $4.79 0.34% $219.29 15.52%
Liilities, Rent, & Other Exp $20,421.12 12.56% $8,759.16 539%
Total ($15,193.61) -3.71% $22,148.33 540%
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The next two examples, show inner dimension (or break) totals.

Sort Category » | by |Label W | using
Fund oo14 ooz4 o34
Grant No |Grant No Title Grant Sfms Trans Amt [Sfms Trans Amt [Sfms Trans Amt
Phase |stildil ’
Crillup
416994 INDEPENDENT 06 Fayroll Add Tatals ($300.00)
LIVING SERVICES S5
PART B 07 Add Computed Ikem. .. $253.60
Faryrall Show All Trems 113 ($52.54) (§1,915.09)
Services & 5u Fort 14 F0.18 (14218
Staff Dev & Tr: Ss:le'” X $0.00 $0.00
Ltilities, Rent, sty y |25 ($292 69)
Data Labels 3
Corner Labels 4
Use Surface Yalues
Sort Category | by | Label W | using
Fund 0014 ooz4 0034
Grant No |Grant No Title Grant Sfms Trans Amt |STms Trans Amt [STms Trans Amt
Phase [Category
416994 (INDEPENDENT 06 Payrall ($300.00)
LIVING SERVICES otal ($300.00)
it 07 ($253.60)
Payrall F24111) ($52.54) {51,915.09)
Services & Supplies §0.19 §0.18 (514219
Staff Dev & Training F0.00 §0.00
Utilities, Rent, & Other Exp $3.25 ($292.69)
Dl (F237 BT ($52.36) ($2,603.53)
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Adding a Data Function to a Pivot Report

You can add additional columns to a Pivot report showing facts utilizing

different data functions.

1. Notice the example below. ‘Leave Hours’ is displayed once in the Facts

Data Layout section.

| Pivat »
Sections x Sort | Employes Name | by |Label ~ | using EiE]
s Dashhoard
[ ALLREPORT Agency Mum 39900
& RoC REPORT Fay Froc Date 06/30110 retel
S8 auery Lv Type LA PB SL VA Total
A Results Rent
E‘DSH‘E Employee Name LvHours | LvHours | LvHours [ LvHours | LvHours | Lv Hours
000 [BERMDT, MATTHEW J 56.00 2400 1.08 1.09 8218 8218
BUCKLEY, MARY CLAIRE 72.00 2400 | 147238 350,00 191836 191836
KING, EVANGELIA 56.00 2400 36.81 32.00 148.81 148.81
005  [BANFE, SHEILA R 64.00 24.00 624.81 212.69 92560 925.60
123 |BIGLER, JANE MARIE 56.00 2400 16.00 7196 167.98 167.98
HASHIMOTO, NANCY S 72.00 2400 270275 35000 314875| 314875
Total 376.00 14400 | 485382 101776 639168| 639168

Row Laberls: Rept Dist Code + Emplovee Name

Column Labeis: Agency Mum + Pay Proc Date + Ly Type

Facts: Ly Hours

2. Watch what happens when you add it to the Facts Data Layout section
for a second time and apply a data function to the column.

Sections X Sort | Pay Proc Date | by |Label | using EiE
2] Dashboard
%) ALLREFORT Agency Num 39900
|% RDC REPORT Pay Proc Date 06130110
A query Lv Type LA PB SL VA
A Resulls Rent
T _Pivl glﬁd‘ Ermployes Name Lv Hours | LvHaursz | Lv Hours | LvHours2 | Lv Hours | LHaursz | Lv Hours
ode
000  [BERMNDT, MATTHEW J 56.00 24.00 1.09 1.09
BUCKLEY, MARY CLAIRE 72.00 P — 147236 350.00
KING, EVANGELIA 55.00 [ o ome %81 32.00
005 |[BANFE, SHEILAR RN [ oats rorctin 491 212.69
123 |BIGLER, JANE MARIE 56.00 - Fide Tterms 2"”‘:95 6.00 71.98
aun ]
HASHIMOTO, NANCY S 7200 i it 275 350.00
Total 7600 Il .. " msann 307 101776
Justify
Data Labels
Comer Labels b % of Grand
Use Surface Yalues Other »

<

Row Labeis: Rept Dist Code + Employee MName Lapels: Agency Murm * Pay Proc Date * Ly Type

Faets: Ly Hours + Ly Hours2

3. To add a data function, highlight & right-click on the column you
want to convert to a data function, select Data Function—% of
Column (can be any desired data function).
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4. Double-click on the label name in the Pivot report and change the

name to what you desire. Click—OK.

| Pivat =
Sections b Sot |Lv Type v | by |Label | using
[&#] Dashboard
%] ALL REFORT Agency Mum 39900
|%| RDCREPORT Pay Proc Date 06/30/10
Lv Type LA PB SL VA
Rept
gwasée Ermployee Mame Lv Hours | LvHours2 jLv Hours Lv Hours Lv HoursI
000 |BERNDT, MATTHEWY J 56.00 15% 24,00 17% 1.09 0% 1.09
BUCKLEY, MARY CLAIRE 72.00 19% 2400 17%| 1,472 36 30%| 350.00
KING, EVANGELIA 56.00 15% 2400 7% 36.81 1%  32.00
005 |BAMFE, SHEILAR 84.00 7% 24.00 17%| 62481 13%| 212.69
123 [BIGLER, JANE MARIE 56.00 15% 2400 7% 16.00 0% 71.98
HASHIMOTO, NANCY S 72.00 19% 2400 17%|2,702.75 s6%| 350.00
Total 376.00 100%( 14400 100%(4,853.92 100%(1,017.76

Set Label Item

Type in new kabel ftem:
Percent of Leave

Elements

5. The Facts Data Layout section and the Pivot report now reflect the

new name.
| Pivot -
Sections. ZE Sort | Lv Type | by |Label | using
2] Dashboard
%] ALL REPORT Agency Mum 139900
|%| RDC REPORT Pay Proc Date 06/30/10
o query Lv Type LA PB SL VA
& Results Rert
DIt [Ermployee Name Lv Hours PE[;Z:E”’ Lv Hours PEL:Z:‘EN Lv Hours PE[:C'EM Lv Hours PEL’;ZC;M
000 |BERNDT, MATTHEMY J 56.00 15%|  24.00 17% 1.09 0% 1.09 0%
BUCKLEY, MARY CLAIRE 72 19% 2400 17%| 1,472 .36 30%|  350.00 3%
KING, EVANGELIA SWO 15%| 2400 17% 3681 1% 32.00 3%
005 [BANFE, SHEILAR IA 00 1% 24.00 17%| 62491 13%| 212.69 1%
123 [BIGLER, JANE MARIE 56.00 15%|  24.00 7% 16.00 0% 71.98 %
HASHIMOTO, NANCY S 72.00 19% 2400 17%|2,702.75 s6%| 350.00 3%
[Total / | 37800 1o0w| 144.00 100%| 4,853 92 T00%| 1,017 .76 To0%
Elements
¥ Resuts (Guery)
18 Agency Mum
[0 Employ=e Mame
[HLy Type
[ Ly Howrs:
|14 Rept Dist Code
[l Pay Proc Date
Row Lebels. Rept Dist Code +Employee Name Calkumn Labeggency Hum + Pay Proc Dale » Ly Type
Facts: Ly Hours +Percent of Leave
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Lesson 2b Exercise

1.

Continue using the Pivot you created for Lesson 2a within the
‘ORBITS Intermediate Lesson 2 & 3’ bqy file.

Select the ‘Compt Source Group’ column — right-click — Add Totals.
Double-click the ‘Total’ Label — rename ‘Total for Fiscal Year 2008’.

Alter the Font Size of the entire ‘Total’ row to 12. In addition, change
the entire ‘Total’ row to Bold. (Hint: Hold down ‘Alt’ to select the
entire row.)

Create a break total within the ‘Program Code’ column. Select the
column - right-click — Add Totals. Change the format of the ‘“Total’
labels to Bold, as well as, alter the ‘Fill Color’ to a color of your
choice.

Add a second ‘Fy Cum’ to the ‘Facts’ section. (Note: Whenever you
add a second fact that is the same as a previous fact, it will
automatically alter the name.)

Highlight and right-click on the new ‘Fy Cum’ column then change the
‘Data Function’ to ‘% of Column’. Also, change the new ‘Fy Cum’
title label to ‘FY Cum Percentage’. Resize the title label width, if
necessary. Alter the column number format to a ‘Percentage’ with two
decimal places.

Once finished, you need to leave the file open, so you can complete
lesson 2c.
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Creating Cumulative Totals

You can create cumulative totals in a Pivot report. You will need to select the
dimension and define the scope. They start at zero for each new dimensional
group, which is referred to as the scope. You may find the need to rearrange
your Pivot report to accommodate a cumulative total.

1. Right-click on the column you want as a cumulative total.

Select—Add Cume.
Sort Compt Source Group % | by | Lakel v | using [
Compt
Source Compt Srce Grp TH Leggt%m;md
Group a

0025  |BEGIMMIMNG BALANCE

Add Computed Item. ..

0050 [GENERAL FUND APPROPRIATION |

0410 |CHARGES FOR SERVICES [ ]

0705 |OTHER SALES INCOME i C:teronction ’
1010 |[TRANSFER IN FROM OTHER FUNDS B e

2010 |TRANSFER OUT TO OTHER FUNDS N .

3110 [CLASSIUNCLASS SALARY & FER DIEM Bl - v
3160 |TEMPORARY APPOINTMENTS I e

3170 [OVERTIME PAYMENTS [ '
3180 |ALL OTHER DIFFEREMTIAL | T N
3210  |ERB ASSESSMENT - Corner Labels 2
3220 |PUBLIC EMPLOYES'RETIREMENT SvSTEM I Use Surface Values

2. Name your new column and define your desired scope.

Pivot Cume

Marme: | Cume of Leg Approved Budiget

o]34
Scope: | Default w

3. The result, in the end, is a new column, which contains a cumulative

total.
Sort Compt Source Group % | by |Label | using

Compt
Source Cormpt Srce Grp TH Lega’i“dprgt‘“gd ACL;EE;E-UEUQ ot
Group g np a
0o25 BEGINMIMNG BALAMCE 745612 T45,612
nasa GEMERAL FUMND APPROPRIATION 8,652,295 9,397 907
0410 CHARGES FOR SERVIGES 145,740 0,547 647
o705 OTHER SALES INCOME 1,772,758 11,320,405
1010 TRAMNSFER IN FROM OTHER FUNDS 1,270,761 12,591,166
2010 TRAMSFER QUT TO OTHER FUNDS 1,270,761 13,861,927
3110 CLASSIUMCLASS SALARY & PER DIEM 6,105,079 19,967 006
3160 TEMFPORARY AFPOINTMEMTS 176,000 20142 006
3170 OVERTIME PAYMENTS 3,072 20145078
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Sorting Pivot Reports

There are two ways to sort the data in a Pivot report:

o Select sort buttons on the Standard Toolbar to sort labels
alphabetically in ascending or descending order

o Configure the Sort line in the Pivot section to sort labels alphabetically
or based on fact in the report.

Below are the steps to sort your Pivot report:
1. On the Section title bar, click—Sort if the sort line is not displayed.

2. On the Sort line, from the first drop-down list, select a label to sort.
The labels, which are available in this list, are those displayed in the
Pivot. (Note...the Pivot will always primarily sort by the first column
in the Pivot.)

3. From the second drop-down list, select ‘Label’ to sort the label
alphabetically; or select a fact item to sort the labels based on the
values of the fact.

4. From the third drop-down list, select a data function if a fact item is
selected in the second drop-down list. (Note...the third drop-down list
is not available for selection if Label is selected in the second drop-
down list.)

5. On the Sort line, click—>Sort Ascending or Sort Descending button to
specify the sort order.

2 3 4 5 Sort Data Layout
Sort  Compt Source Growp % | by |Leg Approved Budget | using | Sum v 21E
T -
Compt Srce Grp TH
Compt
Source Compt Srce Grp TH Legaipdprstved ACL:'ELEUOTEIILSUQ st
Graup ] PP ]
0050 (GEMERAL FUND APPROPRIATION 8,652,295 8,652,295
10 [CLASSIIMCLASS SALARY & PER DIEM 6,105,079 14,757,374
0705 |OTHER SALES INCOME 1,772,758 16,530,132
1010 |TRANSFER IN FROM OTHER FUNDS 1,270,761 17,800,893
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Conditional Formatting of Values in a Pivot

The Conditional Formatting function allows important values to be
emphasized in a Pivot. You can apply conditions to fields, which apply
different font color and styles. The Conditional Formatting feature is available
in the Results, Table, Pivot, and Report sections.

To add Conditional Formatting: (See diagram on following page)

1.

2.

Select the section to format.

Select—>Format—Conditional Formatting from the menu bar. The
Conditional Formatting dialog box is displayed.

Choose a Conditional Format item from the drop down menu within
the Conditional Formatting dialog box.

Choose a comparison Data Function from the Operator drop down
menu.

Enter a comparison value in the Value field.

Choose exception text formatting such as bold, italics, underline,
background color, and/or font color.

Click the ‘apply’ button to update the Conditional format while within
the Conditional Formatting dialog box.

Select ‘Ok’ to close the dialog box. The format is automatically
applied.
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Sections b4
|a#] Dashboard
[&] Report ]
o Query Choose your
o Results Conditional Conditional
. Format Item Format Style
|& Pivotz
[ Table 3 6
B oo toks wrdow teb
;:; R L E dheroces - @l = = @ @ | |8 | e [ Trens Am - ¥
mh » Operstor Vs E]ng A
Boadders o) by [t i [ > Groster Than | [10000.00 San| Tranapers
" EENEEN
ey L3 s Trans Amt
Corvition Formettieg.s NAL SERVICES » §25,000
EET———_ 16 OR SHELTER SERVICES
Ba24  [ISB UIHER ILSERVICE e ] 4
REGLILAR EMPLOYEES 1
(Category |Agy Obj |Agy Obj Title Sfims Trans Amt
4505 |PROFESSIONAL SERVICES = $25,000
6507 |IL-B HOUSING OR SHELTER SERVICES
6524 |IL-B OTHER IL SERVICE
Payroll (3111 |REGULAR EMPLOYEES 168,690.98 7
3121 |TEMPORARY EMPLOYEES
3210 |PUBLIC EMPLOYEES' RETIREMENT CONTR. 14,716.34
3212 |PENSION BOND ASSESSMENT 1,020.90
3221 |SOCIAL SECURITY TAXES 1,257.75
3231 |UNEMPLOYMENT COMPENSATION & ASSMT 2,070.05
3241 |WORKERS' COMPENSATION ASSESSMENTS 6.98
3263 |MEDICAL, DENTAL &LIFE INS. 29‘2?3,40[

To remove Conditional formatting:

1. Select—>Format—Conditional formatting from the menu bar. The
Conditional formatting dialog box is displayed.

2. In the Conditional Formatting item drop down menu, select the item
with the Conditional formatting. The Conditional formatting dialog
box will display current applied formats.

3. In the Conditional formatting ‘Operator’ drop down menu, select a
blank format. This clears the previous applied condition.
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Grouping in a Pivot

You can combine labels in a Pivot by using the Group feature. When you
combine the data, the facts are aggregated, displaying a new summary of

information.

To group data in a Pivot:

1. Select the label/labels you wish to group together.

Expenses Revenues
840001 |05 |STATE & REGIONAL PROGRAMS NEA Revenue 1 $0.00 $0.00
Services & Supplies 3 $453.64 $0.00
2)la40001 |04 [STATE & REGIONAL PROGRAMS NEA Revenue 1 $0.00 $0.00
05 [STATE & REGIONAL PROGRAMS NEA Revenue 1 $0.00| $12,204.06
Qtr 3840001 |05 |STATE & REGIONAL PROGRAMS NEA Personnel 2 $5,151.16 $0.00
Revenue 1 $0.00 $0.00
Services & Supplies 3 $4,830.51 $0.00
Qtr 41840001 |04 |STATE & REGIONAL PROGRAMS NEA Revenue 1 $0.00 $0.00
05 [STATE & REGIONAL PROGRAMS NEA Personnel 2 $99,3381.55 $0.00
Revenue 1 $0.00 ($0.00)
Services & Supplies 3 $51,814.74 $0.00
Special Pmt 4| $127,012.00 $0.00

2. From the Standard toolbar, use the Group Items icon

+

“I. Your selected

labels will now be consolidated into one group and their data will be
combined. You will need to change the label name to reflect the new
group. You will also notice an asterisk on the new label.

. Expenses Revenues
faET 840001 [04 [STATE & RECIONAL PROGRAMS NEA Revenue 1 $0.00 $0.00
' 15 NEA Revenue 1 $0.00| $12,204.06
) Tpe 1 e el Services & Supplies 3 $453.64 $0.00
|atr s 840001 o 5 NEA Personnel 2 $5,151.16 $0.00
Revenue 1 $0.00 $0.00
) Services & Supplies 3 $4,830.51 $0.00
|atr 4 840001 |04 [STATE & REGIONAL PROGRAMS NEA Revenue 1 $0.00 $0.00
05 [STATE & REGIONAL PROGRAMS NEA Personnel 2| 49933155 $0.00
Revenue 1 $0.00 ($0.00)
Services & Supplies 3| $51,814.74 $0.00
Special Pmt 4| $127,012.00 $0.00

3. Double click the label to change the name. The label dialog box will
appear as shown above. Enter your new name and click—OK.

. Expenses Revenues
ratri & 840001 |04 |STATE & REGIONAL PROGRAMS NEA Revenue 1 $0.00 $0.00
Qtr 2 05 |STATE & REGIONAL PROGRAMS NEA Revenue 1 $0.00| $12,204.06
- Services & Supplies 3 $453.64 $0.00
i Qe 3 840001 |05 [STATE & REGIONAL PROGRAMS NEA Personnel 2 §5,151.16 $0.00
Revenue 1 $0.00 $0.00
. Services & Supplies 3 $4,830.51 $0.00
@t 4 840001 |04 |STATE & REGIONAL PROGRAMS NEA Revenue 1 $0.00 $0.00
05 |STATE & REGIONAL PROGRAMS NEA Personnel 2 $99,331.55 $0.00
Revenue 1 $0.00 ($0.00)
Services & Supplies 3 $51,814.74 $0.00
Special Pmt 4| $127,012.00 $0.00
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To ungroup data in a Pivot:

1. Select the grouped label.

2. From the Standard toolbar, use the Group Items icon 1 Your
selected label will now be ungrouped.

Lesson 2¢ Exercise

1. Continue using the Pivot you created for Lesson 2a within the
‘ORBITS Intermediate Lesson 2 & 3’ bqy file.

2. Create a ‘Cumulative Total’ column for ‘FY Cum’ and format the title
and data of the new column the same as the original ‘FY Cum’
column.

3. You will notice ‘Compt Source Group’ is the primary ‘Sort’ default,
since it is the first Row Label. Use the ‘Sort line’ function to also sort
by ‘Program Code’, in ascending order and ‘by label’. This will allow
‘Program Code’ to be sorted within ‘Compt Source Group’. (Hint:
Highlight the ‘Program Code’ column to start this task). Next, change
the ‘by’ sort order from ‘label’ to ‘Fy Cum’ and compare the
difference.

4. Create a ‘Conditional Format’ on any values in your Pivot. Go to
Format — Conditional formatting, set your condition (be creative),
view your results.

Note: When using a conditional format of a percentage, you need to
input it as a decimal.

5. Practice removing your Conditional Format by opening Format —
Conditional formatting — then select the condition to alter and change
the Operator drop down to a blank field.

6. Practice ‘Pivot Grouping’ with ‘Compt Source Group’. Group all the
3000’s series of ‘Compt Source Group’ together and change the label
to ‘Payroll’.

Note: As soon as you complete the label change to ‘Payroll’, the
program automatically sorts the new group.

7. Alert instructor after successfully completing the exercise.
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Lesson 3

O OO0 OO O0OO0OO0OO0OO0OOoOOoOOoOOoO Oo

Free-Form Reports

Report Section Elements

Creating a Free-Form Report

Formatting Free-Form Reports

Free-Form Report Properties

Table Gridline Properties

Adding Totals to Report Group Headers

Sorting Free-Form Reports

Data Functions, Expressions, and Appending Text
Graphic Tools

Resizing and Aligning Labels

Report Headers and Footers

Inserting Report Page Breaks and Repeating Headers
Multiple Data Sources in a Report

Smart Reports

Printing Report Prep
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Elements
Pane

—

Query /

Sections

Graphic/

Options

Field
Options

Free-Form Reports

You can create free-form report styles in the Report section. With a free-form
structure, you can set up reports to match your needs. In the Report section,
you have the ability to work with flexible page sizing and can preview your
work for an accurate image of what your finished product will look like.
Many graphic and field items are available to aid in your report design. Save
your report design often to preserve your changes. This is the one section where

you can combine different sections of your Hyperion document.

Section

/ Pane

Expression Button

\ |

/

= Lessuny

Sections x

] HRL_ACIUAIS OY AGRT .
ort

A ORBITS Query
o ORBITS Resulis
| Pivot ~

Elements
= Fig ORBITS Guery
+ g ORBITS Results

[ Pivt
ﬂLAE by Cross Ret

Actusls by Agenc
| Lesson 2 Pivct Ex
Ly chart for Lessan:

| Pivotz

/\ 1) Graphics
A Line

_# Hz Line

L2 vtLine

[ Rectangle

O Round Rectangle
Crowal

At Teot Label

(=] Picture

= g Fields
/ [ Fietdt
| Query Fiter

| Resutt Fiter
| Query SOL
| Page Mumber
| Mumber of Pages
i Page ¥ of ¥
| Last Saved
| Last Printec
| Date
| Time:
| Date & Time
| Date: Now
[ Time: Nerw
| Date 2 Time Now
| File Mame:
| File Peth
| Report Name
= g Resources
(=] oRBITS Jogo jog

<

Data Function

Z% Bxpression  [£] Groups [ Table =

[ SRR - AR R

ORBlTS Budget Actuals by GL Account

-

Report
Header

Agency 142

3100 REVENUE CONTROL - CASH

Report

Group 1

Program Code
2100 21000
2200 22060
2200 22060
2200 22060
2200 22062
2400 24008
2500 25008
2600 26000
2600 25000
2700 27006

50,000.00
40,000.00
30,000.00

20,000.00
10,000.00

Chart for Lesson 3-Shows Prog Code's

50,000.00

40,000.00

30,000.00

20,000.00

o.0o
2100

QRS PUBLICATIONS

2006 ED. CRIMIMNAL CODE
2006 ED. CRIMIMNAL CODE
2006 ED. CRIMIMNAL CODE

2006 ED. CRIMINAL CODE &
CD-ROM

2008 ED. FAMILY LAW

2006 ED. LANDLORD AND
TEMANT LAW

SPECIALTY PUBLICATIONS
SPECIALTY PUBLICATIONS

2006 ED. LABOR, EMPLOY &
WORK COMP LAWS /

2200

2400

0200
0200
0201
0255
0200

0200
0200

0200
0202
0200

2500

Agy Obj Title

2600 2700

Program Code

SALES OF PUBLICATIONS
SALES OF PUBLICATIONS
RESTOCKING FEE
REVEMUE REFUNDS
SALES OF PUBLICATIONS

SALES OF PUBLICATIONS
SALES OF PUBLICATIONS

SALES OF PUBLICATIONS
MISC REVENUE
SALES OF PUBLICATIONS

2800

10,000.00
0.0o

Total Fy Cum
3200

24900 3100

Leg Approved Budget
§11,320,406.00

$0.00

$0.00

$0.00

$0.00

$0.00

FY Cum

$0.00
$0.00

§0.00
$0.00
$0.00

Report Groap 1ORBITS Resalls): Agency

Report GroupZ(ORBITS Results): Gl Acct » Gl Acct Title

Repart Gmu»y

Report Groups
Data Layout

Table

Dimensions
and Facts

Tebie Dimensions: Program Code *Pca +Pea Title + Agy Ohj

oy Ohj Title

Table Facts: Leg Approved Budget # Fy Cum

Table Dimensions
Data Layout

Table Facts Data Layout

Content
Pane
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Report Section Elements

Expression Line — Accessed by the Expression button on the Section title bar,
the Expression line allows you to build computed expressions using
JavaScript.

Elements Pane — Contains all of the drag-and-drop selections you can use to
create custom reporting.

O

Query Section — Contains all the sections related to a selected query,
including Result, Pivot, and Chart sections. You can drag individual
Result columns from the Result and Table sections to a report page, as
well as entire Pivot and Chart sections to embed Reports.

Graphics Section — Contains graphic text labels and pictures. Includes
line, horizontal line, vertical line, rectangle, round rectangle, and oval
options. To insert a graphic, select Report—Insert Graphic or to insert
a picture, select Report—Picture.

Fields Section — Consists of predefined fields, which can be dragged to

different areas of your report. You can find filter, page number, date,

and time fields to name a few.

e Field — Inserts a computed field.

e Query Filter — Inserts a select query filter.

o Results Filter — Inserts a selected results filter.

e Query SOL — Inserts the last SQL sent to the database when you
process the query.

o Page Number — Inserts a page number.

o Number of Pages — Inserts the total number of pages.

e Page X of Y — Inserts the current page of the total number of pages.

e Last Saved — Inserts date on which the report was last saved in
default date format.

e Last Printed — Inserts the date on which the report was last printed
in the default date format.

e Date — Inserts and stamps the current date in default date format.

e Time — Inserts and stamps current time in default time format.

e Date & Time — Inserts the current date and time in default date and
time format.

e Date Now — Inserts the current date in default date format.

e Time Now - Inserts the current time in default time format.

e Date & Time Now — Inserts the current date and time in default
date and time format.

o File Name — Inserts the Hyperion document name (.bqy).

e Path Name — Inserts the full path name of the document.

o Report Name — Inserts the report name.
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Data Layout Pane — Contains the Report Group, Table Dimensions, and
Table Facts Panes.

o Report Group — Defines the overall or highest levels used to group
data in a report.

o Table Dimensions — Includes the descriptive data as a column in a table.
This area is in the Body of the report and is usually displayed next to
Facts.

o Table Facts — Includes the measurable or quantifiable data as a column

in the report. This data usually resides in the Body of the report next to
the Table Dimensions data.
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Creating a Free-Form Report

Warning. .. The Undo option rarely is available in Hyperion. Since reports are creation
intense and involve many formatting steps, you should save often. General rule. ..save
when you feel you do not want to redo what you just did.

1. Select Insert—>New Report.

2. Reports are much easier to work with if you remember to turn on the
‘Section Boundaries’. To do this, select Report—>Section Boundaries.

3. Ifyou do not see the Data Layout section, on the bottom of your

screen, click the

=r Groups Tahle
& and/or =

buttons to view the

sections. These two toggles are located on the Section Title bar.

4. Drag non-quantifiable items to the ‘Report Group’ pane. You will notice

these items are immediately displayed on your report.

5. Drag non-quantifiable items to the ‘Table Dimensions’ pane. These
items are visible in a column format in the body of the report.

6. Drag quantifiable items to the ‘Facts’ pane. These items are

automatically aggregated in the body of the report.

Report
Groups

Table
Dimensions

o 81013

[N 9150 REGULAR TIME WOR!

840001
05
Bl STATE & REGIONAL PI

33000
82013
8201

PUBLIC EMPLOYEES
= NASS TRANSIT TAX
am REGULAR EMPLOYEE
9188 OTHER LEAVE TAKE!
9150 REGULAR TIME WOR!
9151 VACATION LEAVE TA
a3 MEDICAL, DENTAL, LI
azs NED, DENTAL, LIFE Il
o153 PERSONAL BUSINES!

100208

30088
3
13,7387

8101
= S =+
g

e
e
e
.

.

a6 WORKERS' COMPENE
a2 SCCIAL SECURITY T#
12 PENSION BOND ASSE
210 PUBLIC EMPLOYEES
21 NASS TRANSIT TAX

am REGULAR EMFLOYEE
9188 OTHER LEAVE TAKE!

Report Group(Table). GRANT * PHASE + GrPhiils =

|Tabls Dimensions: AQ + AO TITLE

Report Group2(Table): Inciex * PCA + Program Code
Report Group3: Drag columns here to create a categor

[

|Table Facts: Revenues *Expenses. + Encumbrance

Can you see
the Section
Boundaries?

Table Facts
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Formatting Free-Form Reports

Use the table below for some common formatting techniques.

Format

How To

Number format

o Select a report element, and then
on the Formatting toolbar, select
a number format.

o Select a report elements, right-
click, and then select—Number.
In the Properties dialog box
select a number format, and then
click>OK.

Resize a table column

o Select a column in a table, place
the mouse pointer over the
column margin, and then double-
click to auto-size it.

o Select a column in the table, and
then drag the margin to the
desired width.

Resize a table row

o Select the left side of the first
column in a table to highlight the
row, position the mouse pointer
over the bottom row margin and
then drag the margin to the
desired height. All rows in that
table will be resized.

Resize a report group header

o Select a report group header (do
not select any objects inside the
header), position the mouse
pointer over the row margin, and
then drag the margin to the
desired height.

Display or hide column titles in a
table

o Select any column in a table,
right-click, and then
select—>Show Column Titles. A
check mark indicates the column
titles are visible.

Repeat report group headers if report
1s multiple pages

o Select a report group header (do
not select any objects inside the
header), right-click, and
select—>Repeat Header.
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Move an object

Position the mouse pointed over
an object. When the mouse
pointer changes to a 4-header
arrow, select the object and drag
it to another location.

Show or hide the Table Facts total

In a report, select a table fact,
right-click, and select—>Show
Column Total. A check mark
indicates the total is visible.
Select a table fact, and then on
the Standard toolbar,

click—>Grand Total icon. et

Suppress duplicate column values in
a table

In the report, select a column in a
table, right-click, and then
select—>Suppress Duplicates.

Insert table

In the body of the report, right-
click, and select—Insert Table.
Find the desired location to input
the table and left click.

Insert a computed item

In the body of the report, select a
table column, right click, and
then select—>Add Computed
Item.

Display Header and Footer sections

Within a Report section, select
the Report main menu, and
select Header and Footers,
finally select the desired view of
the header and footer sections.
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Free-Form Report Properties

You can modify the number, font, alignment, border and background of any
report group label. The Properties tab might be different based on what you
select.

1. Double-click the report group label and the Properties dialog box will
open or highlight the report label, right-click and select Properties.

2. Select the Font tab and set your desired font style, which includes font
type, text style, font size, effects, and text color.

Properties - Agency

Mumber | Alignment | Background and Border | Accessibilty |
Style Size
Arial Bold 14
A
Arial Black 14
Arial Marrow 24
Avrial Rounded MT Bold Bold talic 36
Arial Unicode MS 45
Baby Hruffy T2
Baskerville Old Face
Bauhaus 93 .
Fall kAT v Colar: _
Effects Previewy
[ Underiine
[ owerline 142
D Double Overling
o (o )

3. Select the Number tab and set your desired Number format.

Properties - Agency

Fort | Mumber | Aligrmert | Background and Border | Accessibilty |
Select a Formatting Locale:

Lz, W

Categary: Format:

it ##0, -5 20
S #0005 2#0.00
X RO, S R0

& g0 N ese g0 om0
Previesy:
142
.
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4. Select the Alignment tab. This tab allows you to select horizontal and
vertical alignment. Also included are rotation and text wrapping
control.

Properties - Apency

Fant | Murmber | Aligniment | Background and Border | Accesaibilty |

Horizontal Alignment Text Control
O Lett 5

& Certer

O Right
Yertical Alignmert
O Top

@ Middle

) Baottam

Rotation
® Horizortal

2 Vertical
) “ertical Rotated Up

Presigs

142

) “ertical Rotated Dovn

[ Ok ][ Cancel ]

5. Select the ‘Background and Border’ tab. Use this tab to select the
border color, width, and style. Also, choose background colors and
patterns.

Properties - Agency

Fort | Rumber | Alignimenit '|§Elackground and Border | Accessinilty |

Border Background

O Default O Defautt

) Mone ) Maone

@ Custom @ Custom
Calar: Transparent Calar: _
whicth: | 0.25 pt b Pattern: | Solic b
Style: | Solid L

Presviesy

o) [oen ]
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Table Gridline Properties

You can also modify the gridline properties of a report.

To modify the gridlines:

1. Select a table in the report.

2. Select—>Format—Grid Lines.

3. The Gridlines dialog box will open. Use the gridline tab to set color,

width, and style for the vertical and horizontal gridlines.

Gridlines |
Horizortal “ertical
) Default ) Defautt
) Mane ) Mone
@ Custom @ Cuztom
calor: | G color: | G
Widdth: |3 pt w wiidth: |3 pt L
Style: Style:
Presigsy
5 ) (o
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Lesson 3a Exercise

1. Continue using the ‘ORBITS Intermediate Lesson 2 & 3’ bqy file and
insert a new Report. Name it ‘Lesson 3a Class Report’.

2. Alter the view of the report to show your ‘Section Boundaries’, Report
‘Header and Footer’ and Page ‘Header and Footer’.

3. Set the ‘Page Setup’ to Landscape. (Hint: This is done through the
‘File’ menu.)

4. Pull fields from the ‘ORBITS Results’ section to set up your ‘Data
Layout’ section as follows:
a. Report Group 1 — Agency
b. Report Group 2 — GL Account, GL Account Title
c. Table Dimensions — Program Code, PCA, PCA Title, Agency
Object, Agency Object Title
d. Table Facts — Legislatively Approved Budget, FY Cum

5. Within the ‘body’ section, change the number format of the
‘Legislatively Approved Budget’ and ‘FY Cum’ to currency with two
decimal places. In addition, resize all columns within the ‘body’
section to fit the column data, properly.

6. Within the ‘body’ section, change the ‘PCA Title’ column to ‘Text
Wrap’ by selecting the column, right clicking —Text Wrap’. Then

make the column smaller and view the results.

7. Within the ‘body’ section, format your ‘Horizontal’ and ‘Vertical’
gridlines to dark blue. Review your results.

8. Alert instructor after successfully completing the exercise.
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Adding Totals to Report Group Headers

Obviously, you get totals in the tables of a report body. However, did you
know you could also generate totals in the ‘report group header’ sections?

To add a total to a report group header:

1. Drag the item/field from the Elements pane to the desired ‘report
group header’ section.

Elements
-5 ORBITS GQuery Al -
—Hg ORBITS Results —
[ mgency
[ ol 2ot

L.E Appd Fund
| D23 Fund -

[ pn Mo - 142  24,821,876.00

oot : 3100
oo ce : REVENU oL
Lj Compt Source Group h

N Fam ) A
18 Fiscal vear _—""1 code | Fr@ Pra Title C?g]

3100 31000 [ADWANCE SHEETS OF OREGON 0200 |SALES
LAWS

Sorting Free-Form Reports

You can sort report group labels and table columns alpha-numerically or
based on formulas.

To sort the labels of a report group alpha-numerically:
1. On the section title bar, click—Sort to view the Sort line, if needed.
2. Select a report group label.
3. Once highlighted, drag the report group header to the Sort line.

4. On the Sort line, reorder the Sort items to set the sort order and
double-click Sort items to toggle between ascending or descending
sort orders.

Sort Report GroupZ: GI_Acct

D B B

[

Agency 142
3100 -REVENUE CONTROL - CASH

Program y Agy - Leg Approved
Code Pca Pca Title Obj Agy Ohj Title Budget

I R R S R - R BN - S A

2
\\

FY Cum
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To sort report group labels based on a total value:

Sort

1. In areport group header, select a total value associated with a
report group label.

2. Once highlighted, drag the total value to the Sort line.

Report Group: | eg_Approved_Budget
Data Function = Tables("ORBITS Msults").Columns("Leg_Approved_Budget"). SumicurBreal:)
[ e R T O S T I L T S T T T I R SR}
Agency: 142 124,821,876.00
] [l

3101 - REVENUE CONTROL - ACCRUI

To sort the row in a table alpha-numerically:

Sort

CE g

1. Select the column in a table.

2. Once the column is highlighted, drag the column to the Sort line.

3. You are able to add multiple columns to the Sort line to create a
nested sort.

=] Sott [} Groups [ Table F* Expression

Tabde: Program Code *Pca * Agy Obj

FRE N O A

Agency: 142\ Grant Total: 24,821,876.00

GL Account: 3100 - REVE

UE CONTROL - CASH

é ) i Leg Approved

g Pca Pca Title Agy Obj Title _m___sud s Fy Cum

g $11,820,405.00 $0.0
g 71000 | ORS PUBLICATIONS SALES OF PUBLICATIONS $0.00|  $5.7000
% 2O0RN 1200R FIT CRIMINAL CODE SAIFS OF PLURIICATIONS o0l siaman
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Data Functions, Expressions, and Appending Text

Creating a ‘Data Function’ in the Report section is very similar to other
sections. You start by using ‘Table Facts’, which are automatically
summarized in a report, based on the ‘Table Dimensions’ and ‘Report
Groups’. You can alter the data in various ways by changing the data
function. In addition, you can change the displayed name of the additional
column by altering the expression or appending text.

To modify the data function of a table fact:

1. Drag the field from the Elements pane to the Table Facts pane in
the Data Layout Table section.

2. You can add the same field more than once to the facts pane
knowing you will change the data function and expression attached
to the field. You do this because you might want to see the same

data in a different light.

.

Tahie Facts: Leg Approved Budget * Fy Cum * Leg Approved Budget2

3. Select the ‘Table Fact’ in the body section (not the data layout table
section), right-click, and then select the desired data function.

Leg Approved

f

Leg Approved Fy C
Budget —y=um
$11,320405 $0
$0 $5,708
Sort Ascending
$ Sork Descending
Data Funckion
$ Remove Column
Mumber. ..
Alignment., ..
$ Fant...
Background. .,
t

v Show Column Titles

Texk Wrap

Budget2

Colurnn Mame
Sum

Count Diskinck
Average
Minimum

Mazxirmurm

% of Cakegory
Pull Count

Mon Wull Count

LR

Suppress Duplicates

v Show Column Tokal

v True Total Computation
Add Computed Ikem...
Madify Column, ..

Mon Mull Average

AR
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Creating data functions in the Report Section:
The following exercise is shown in the file titled ‘585 Grant’ (See instructor).

In the example below, we have started to build a report. We are creating
additional analysis of the ‘SFMS Trans Amt’ for a second view of the fact
data. This example uses a slightly different way to add a data function, then
described on the previous pages.

1. Within the ‘Report Groupl’ header section, drag ‘SFMS Trans Amt’
within the ‘Elements’ section over to the ‘Table Facts’ as shown below.

8 Results All Grants -

& Total Fund Pivat -

[ Grant 412694 Phase 24 -
5 Pivot 412694124 )

[ Grant 412694 Phase 23 o
[ Pivot 412694123 -

[ Grant 416994 Phase 06
[ Pivot 416994106

Grant No: 412694
Grant Title: REHABILITATION SERVICES - BASIC SUPPORT
Grant Phase: 22

| Pivot 41699406-new
[ Grant417793 Phase 06
| Pivot 417793i06
| Grant418794 Phase 01
| Pivat 41873401

Payrall
Services & Supplies
Payrall [Ep 1
Services & Supplies

Utiliies, Rent, & Other Exp

| Grant 426593 Phase 01 -
5 Pivot 42658301 -
[ Grant416994 Phase 07 .

Jory

| Category Fund | Agy Ob
Payroll

o} Obj Title
0024 3111

| Pivat 416994i07 R REGULAR EMPLOYEES
| Grant417793Phase 07 & || = 3210 PUBLIC EMPLOYEES' RETIREMENT CONTR
Fements - 3212 PENSION BOND ASSESSMENT
Mrogen Lo & - o] SOCIAL SECURITY TAXES
i o o N 3241 WORKERS' COMPENSATION ASSESSMENTS
[LH Project Prase - 3263 MEDICAL, DENTAL & LIFE INS
|11 Record Status e 3281 MASS TRANSIT TAX
[l Ret Do Na 32a1 EMPLOYMENT RELATIONS BOARD ASSESSMENTS
L] Ref Doc Mo Suffixc l Total
Reverse )
I[%Ru B Payroll 0034 1 REGULAR EMPLOYEES
L0 R Trans Type - 3210 PUBLIC EMPLOYEES' RETIREMENT CONTR
L securty Flag a1z PENSION BOND ASSESSMENT
_ 3 SOCIAL SECURITY TAXES
\ 3241 WORKERS' COMPENSATION ASSESSMENTS
T 3263 MEDICAL, DENTAL & LIFE INS

|14 Terminal 1o

L0 Trans Id Suffix R
1 veretor ader 1 -
L0 Vendar Addr 2

|18 vencor ader 3 -
|14 veniar City <
|1 vencor mail Codte

L4 vencior Hame

L] vendor Na

|14 vencor State

321
Total

EMPLOYMENT RELATIONS BOARD ASSESSMENTS

Total Payroll
Services & Supplies

4305 TELECOMMETWORK SERVICES

Report Group(Resuits Alf Granis); GrantNo » Grant Na Tille « Grant Phase  Grant Phase T
Report Group?.

Table Dimeasians: Fund * Category

<eb/e Feets: Sfms Trang Amt + Sfms Trans Amt2 ,

Highlight the new ‘SFMS Trans Amt’ column. If the Data Function
info is not visible, click the ‘Expression’ toggle to view the formula.
Note: The Data Function line allows you to view the field formula.

att Table: Fund + Categary

Data Function - Tables("Results All Grants").Columns("Sfms_Trans_Amt").Sum(currBreak)

R D R - B B - B B T S B - T B - S
Grant Phase Title: REHABILITATION SERVICES - BASIC SUPPOR
O B B o o o

Category

Lttilities, Rent, & Cther Exp
Payrall

Services & Supplies

Sfms Trar

\\\\\\\\\\\\\\\\\\‘h

Paryroll
Services & Supplies
Lttilities, Rent, & Cther Exp

E\\\\\\\\\\\\\\\\\\\\
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Click on the drop-down arrow next to Data Function to view the
different options available. Select—% of Category.

Sort Teble: Fund * Category
Data Function |+ Tables("Results All Grants") Columns("Sfms_Trans_Amt"). SumicurrBreak)

1Columnl‘\larma T
Sum
average nt Phase Title: REHABILITATION SERVICES
Count B I
Courk Distinct Categar f] it Sfrns T

M Utilties, Rent, & Other Exp
Minimurn F'ayroll

Nn Tl Averga Services & Supplies

Tull Count Payrall

Mo Mull Counk Services & Supplies

™

Select the green checkmark to accept your new computed item.

=] Sort 3 Expression

t Tabie: Fund * Category

Data w X J|Tables(“Hesurts Al Grants") Columnz("Sfms_Trans_Amt").PctOfCategory(currBreak)
Grant Phase Title: REHABILITATION SERVICES - BASIC SUPPOR
L T
Fund |[Catego g mt fms T

0014 | Utlities, Rent, & Other Exp
10024 Payrall

Services & Supplies 0.00
20034 Payroll B23.15

Click on the newly added ‘SFMS Trans Amt’ column and rename the
column.

Data Function - "Sfms Trans Amt2"

éGrant Phase Title: REHABILITATION SERVICE:

o o A A s
: Fund Bqgo Sfms Trans Amt | 5fms Trans Amt?2

o014 Utilities, Rent, & Other Exp
20024 Payrall

Type in the new name, entitled ‘Percent of category’ in the expression
field and select the green checkmark to accept the change.

Data Function = 3 < | "% of Category"

AR

R R - N - N N A -
Grant Phase Title: REHABILITATION SERVICES
T 0w
2 B0 Sfns Trans Amt Sfrns Trans Amt2
10014 | Utiliies, Rent, & Other Exp (57.89) -16%
10024 Payrall B.40 2%
Services & Supplies 0.00 0%
10034 Payroll §23.15 174%

AR
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To modify the expression or name of a table column:

1. On the Section title bar, click ‘Expression’ if the Expression line is
not displayed.

2. Select a column name in the report.

3. On the Expression line, replace the text in quotation marks with
new text, and then click the green check mark.

Sort Table: Program Code + Poa * Agy Obj

Data Function v X | "Leq &pproved Budget2" \
: Agency: 142 Grant Total: ~821,876.00
: GL Account: 3100 - REVENUE CONTROL - CASH\

B : A s e i —“—g
g Pca Title 2aL Agy Obj Title _SLBud ot Bud o2
i 2 $11,320,405 i
7 2100 |21000 |QRS PUBLCATIONS  |0200 | SALES OF ] | 5,708 | Tf

To append text to a report group label:
1. Select the report group label.

2. On the Section title bar, click ‘Expression’ if the Expression line is
not displayed.

3. On the Expression line, enter text in quotation marks before and
after the equation, type a plus sign ‘+’ to concatenate the text, and
then click the green check mark to accept the changes.

Dats Function - "L Account: "+ourrBresk Value("Gl_Acct"+" - "+ourtBreak Walue("G_Acct_Title")

---I---ﬁ---l---2---1---3-'-1---4--

Agency: 142 Grant Total: .

GL Account: 3100 - REVENUE CONTR
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Graphic Tools

The graphics section of the Elements pane contains graphic designs, text
labels and pictures. The graphic design includes line, horizontal line, vertical
line, rectangle, round rectangle, and oval options. If you have ever used any
of these tools in Word or PowerPoint, you will not have a problem in

Hyperion.

To add a graphic to a report:

Drag a shape from the Graphics folder in the Elements pane to the

desired area of your report.

Resize the graphic to make it the dimensions you desire.

You can alter the properties of the graphic by double-clicking and

changing the properties.

Elements

=I5 ORBITS Query
+ 14 ORBITS Resuts
| Pivat-Cum affect
LAB by Cross Ref Mum Char
Actuals by Agency Object Cl
| Lesson 1 Pivat Example
Ld Chart for Lesgon 2-Shows P
[ Pivat 15 exercize
| Pivat 1b exercize
| Fivat 1o exercise
-1 i) Graphics
A Line
e
|# Wt Line
O Rectangle
(D) Round Rectangle
O Orwval

Az Text Lakel

- __‘_l] Picture

Agency: 142

o

o—  GL Acce

7

Program
Code

Pea

Pca Title

2100

21000

ORS PUBLICATIONS

2200

22060

2006 ED. CRIMINAL
CODE

2006 ED. CRIMINAL
CODE

2006 ED. CRIMINAL

Fatalete
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To add a text label to a report:

1. Drag the Text Label from the Graphics folder to the desired
location in your report.

2. Select the label and enter your text.

=) Graphics R _
Li - Z
\/ Line. % TextLabel §
_# Hz Line R
|7 vt Line - Bttt i

[ Rectangle

) Round gedV Ag en cy: 1 42
D -

Y- PText Label o~

GL Account: 3100 - F

3. You can move the text label when the boxes are displayed as
shown below. You need to make sure and hold down the left
mouse click while selecting the label to obtain the boxes shown.
Drag and drop the label to the desired area.

Grancz Total
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To add a picture to a report:

1. Drag the Picture from the Graphics folder within the Elements
pane to the desired location in your report. This option is great for
your agency logo. The report can support the following file
formats:

e Bitmap (.bmp)

e Graphics Interchange Format (.gif)

o Joint Photographic Experts Group (.jpeg, -jpg)
e Portable Network Graphic (.png)

2. The Select Image dialog box will open. Browse to find your
picture.

3. Click—>Open.

PIX]

Select Image

Look in: |@' Desktap v| 3 @ m-

MDMY Documents

-_-é My Cornputer
Sy Network Places
[T Help Desk.

‘ T ‘ [C2HP Laserjet 5000dn

6

My Recent
Documents

[7)Shared

\$

My Documents

File hame: |DAS_Iogo.J PG A | I Open l

by Metwork

& e

Files of type:

| All lmages [*.prg;” jpo;" jpeg;”.gif:* bmp) v | [ Cancel ]

Elements Data Function = |

+f.|-§-]OREIITSGuer\; inj o O
=) Graphics
A Line
_ Hz Line
[# vt Line
[ Rectangle

) Round Rectangle

) Ol o
A Tend Label R
E Picture -

7

DEPARTMENT OF

+ fé; Fields
+ g Resources

ADMINISTRATIVE
SERVICES
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Lesson 3b Exercise

1. Using the ‘ORBITS Intermediate Lesson 2 & 3’ bqy file, duplicate the
‘Lesson 3a Class Report’. Rename it as ‘Lesson 3b Class Report’.

2. Within the newly created ‘Lesson 3b Class Report’, sort the following:
a. ‘Report Group2’ header section — GL Account
b. ‘Body’ section — Program Code, PCA, then Agency Object

3. Input the ‘Leg Approved Budget’ total within the ‘Report Groupl’
header section. Include a ‘Text Label’ titled ‘Grand Total:’ next to
total amount (format, if necessary).

4. Modify the name of Fy Cum to FY Cum using the Expression line.
Note: Do not forget to click the green check mark! ©

5. Within the ‘Report Groupl’ header section, append the following text
(““Agency: ”+) to the beginning of the ‘Agency’ expression field. (See
p.43 for reference). In addition, increase the font size, make the font
style bold and italic and alter the font color for the ‘Agency’ field.

6. Within the ‘Report Group2’ header section, append the following text
(“GL Account: ”+) to the beginning of the ‘GL Acct’ expression field.

7. Open the ‘Graphics’ folder within the Elements pane. Drag the ‘Hz
Line’ to the ‘Report Header’ section. Place it near the bottom of the
section to create a divider line. You can change the format of this line
by going into properties and altering the width and color.

8. Add a picture to the ‘Report Header’ section. First, make the section
taller, so you have room to add the picture. (Hint: Change the height
by dragging the lower section boundary line). Next, bring over the
‘Picture’ field from the ‘Graphics’ Folder within the Elements pane.
Insert the ORBITS image, which already exists in the Resource
Manager. (Note: You may need to move and resize the ‘Hz line’ to
align it below your image.) Finally, change the background color of
this section (not the picture) to light blue.

9. Create a report title field within the ‘Report Header’ section. Bring
over the ‘Text Label’ from the ‘Graphics’ Folder in the Elements pane.
Alter the label name of the report to ‘Budget Actual by GL Account’.
Increase the font size to 24, change the Font style to bold and izalic,
and alter the text label background to light green.

10. Alert instructor after successfully completing the exercise.
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Resizing and Aligning I.abels

When you drag and drop a text label from the Graphic folder or bring items
into your report it is normally necessary to resize the labels, so all text is
visible. Remember that just because you can see the complete text for one
PCA or ‘Employee Name’, it does not mean it will display the same for a
longer name.

Often you have many labels added to your report. It is good housekeeping to
align the labels so they have the same margins.

To resize a label:
1. Make sure you have the boxes highlighted around your label.

2. Get the double-headed arrow and drag the label to the desired size.

O] I

L Boxes for Resizing

0

Budget Actuals by GL Account

o L o S A
Budget Actuals by GL Account

<+— Highlight for Editing

o Y

To align labels:

1. Select all the labels you want aligned. (Note: Hold the CTRL key
and then click on each item you want to select.)

2. Select—>Format— Align—Your desired alignment from the menu
bar.

: Agencny: 142 - Total:

o Grant

°124,821,876.00  ©

(m]
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Report Headers and Footers

Report headers and footers are treated as normal report sections allowing full
customization of the contents. Usually, report headers and footers are
summarizing information. Report headers print on the first page of the report.
Report footers print only on the last page of the report.

To add a report header or footer:

1.

Turn on the Section Boundaries first. Select—>Report—Section
Boundaries.

Select—>Report—Headers and Footers—select one of the below
Options.

a. To display the report header, select—>Report Header.

b. To display the report footer, select—>Report Footer.

c. To display both report headers and footers, select—Show Both.

You can add multiple fields to the report header or footer by dragging
objects from the Elements pane. See examples within the following
table.
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Inserting Items into Report Header and Report Footer Sections

Item to Insert How to

Text o Select—>Text Label from the
Graphics folder and drag the text
label to the header or footer
section.

Graphics/Pictures o Select the graphic from the

Graphics folder and drag it to the
report header or footer section.

o Select—>Report—Insert Graphic.

o Select Report—Picture. Use your
mouse to draw the area in which
you want your picture. Select your
image from the Select Image dialog
box.

Smart Charts/Pivot reports

o Drag and drop pre-built Pivot or
Chart reports, from the Elements
pane, into the report header or
footer sections.

Empty field (computed field)

o Select a field from the Fields folder
in the Elements pane and drag it to
the report header or footer section.

o Select Report—Insert Field.

Predefined fields

o Select a predefined field from the
Fields folder in the Elements pane
and drag it to the report header or
footer section.

o Select Report—Insert Predefined
Fields and select the predefined
field from a drop-down list.
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Inserting Report Page Breaks and Repeating Headers

Often your report is greater than one page and you may find the need to keep
certain data together under one label or repeat headers labels to identify your
data. You can place page breaks before or after a report body or report group
label. In addition, you can repeat headers, allowing headers to show on
multiple pages.

To group objects on a page and insert a page break:

1.

Decide what objects in the report need to stay together on the same
page. Select those objects, right-click, and select—Keep Together.
a. Keep Together — Instructs Hyperion not to split a band when a
break is encountered. When a break is encountered, the entire
band is moved to the next page.

Decide if there is a ‘report group’ label that should be displayed on the
same page as the next ‘report group’ label. If so, select the report group
label (the first one), right-click, and select—>Keep With Next.

a. Keep With Next — Instruct Hyperion to keep bands within a
group, together, when paginating a report. If the lower band
cannot fit on the page when the report is paginated, both bands
are moved to the following page.

Insert the page break. Select the report group header section, right-
click, select—>Page Break Before or Page Break After.

To remove a page break:

1.

Select the ‘report group header’ section, with the page break applied.

2. Right-click, and select—>Page Break After or Page Break Before.
To Repeat a Header:
1. Select the ‘report group header’ section, without selecting an object in

the report group header.

Right-click on the blank area within the section, and select—Repeat
Header

A check mark is displayed next to the selected page break option to indicate that it is
active. Choose this option again to clear the check mark and remove the page break.
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Multiple Data Sources in a Report

The formality presentation of a report is the one reason users opt for this
section. However, did you know another reason is because you can add data
from multiple queries, Pivot, and Charts to one report? This is a nice feature if
you are utilizing local result sets.

How to incorporate multiple data sources in one report:

(@)

Report group headers require a common value that belongs to all
results or table sets included in the report. If you bring in a unique
value to one results or table set, nothing is returned for any data below
that group header.

Table dimension items can only come from one data source. This
means you can only use one results set per table dimension area.

Values from multiple data sources can be included in table Facts.

The Results column you place as a table dimension determines the
Facts used. For example, you have two Results sets:

Results 1: Fiscal Year Grant No Results 2: Fiscal Year PCA
2009 10000 2009 46203

2010 20000 2010 58913

2011 69751

If you place ‘Fiscal Year’ from Results 1 into the Table Dimensions and then place Results1:
Grant No and Results 2: PCA into the Table Facts, you will get the following table:

Fiscal Year Grant No PCA
2009 10000 46203
2010 20000 58913

Note...the Fiscal Year 2011 data is not shown.

Smart charts and Pivot tables added to a multiple data source report
are subject to the same restrictions as described above.

Building a multiple data source report:

1.

Build the various queries you want to include in the report. Make sure
each data source has a common value to combine in the report.

Select—>New Report.

Expand the Elements pane area to show all the Results and Table sets
you may want to include in your report.
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4. Select—Groups on the Section title bar to show the Group Data
Layout section, if necessary.

5. Select—>Table on the Section title bar to show the Table Data Layout
section, if necessary.

6. Build the Report Group header by dragging the item(s) from the
various sections of the Elements pane to the Groups Data Layout.

7. Build the column dimensions of the report, drag the item(s) from the
various sections of the Elements pane to the Table Dimensions in the
Data Layout pane.

8. Build the column numeric values of the report by dragging the item(s)
from the various sections of the Elements pane to the Table Facts in
the Data Layout pane.

Smart Reports

One of the most powerful abilities of the Report section is the capacity to
combine Pivot reports and Charts in a single report. Pivots and Charts are
inserted into Report Group headers and bodies intelligently, meaning they
reflect only the data for that report group level in which they are inserted.

To add a Pivot or Chart to a report:

1.

Drag a Pivot or Chart from the Query folder in the Elements pane to a
report group header or body. You may have to make this section larger
to accommodate the newly added Pivot or Chart.

You will have to work on resizing the Pivot or Chart to make them
look appropriate. Do not get discouraged...this might take some time.

Vendor Invoices

Vendor Name: DELICIOUS DONUTS

o

Pea 38002

O vendor Narie 6l Acer  [Sfms Trans Amt 0
DELICIOUS DONUTS 1211 §212.40
3501 $212.40

o

~1 A Invoice Desc invoice Date | Transaction Amount |
= BR Qe = |- 211 010175 SHORT STOP 09/24/06
& (B Results B 1211 010160 SHORT STOP 09/18/06 $69.00
[ Completed Fivot ” 1211 010129 SHORT STOP 08/05/06 $35.40
[T Chart this Pivat - 121 010138 SHORT STOP 09/11/06 $69.00
@9 Completed C) - 3501 010175 SHORT STOP 09/24/06 $59.00
- I: 3501 010160 SHORT STOP 09/18/06 $69.00
51 CB Graphics

Fields

3501 010129 SHORT 5TOP 09/05/06 $35.40
3501 010138 SHORT STOP 039/11/06 $59.00

Vendor Name: IKON OFFICE SOLUTIONS

[Grant No_[212694. [416994 417793
Pea 46026 47026 47201 47301

Vendor Nare 6l Acer [Sfis Trans Amt  [Sfms Trans amt_[Sfis Trans Amt_[Sfws Trans At
KON OFFICE SOLUTIONS  [1211 $34.53 $43.16 $2.48 $17.11
3501 $34.53 $43.16 $2.48 $17.11
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Printing Report Prep

To prepare a report for printing you can adjust the page size, set page
margins, set up page columns, add headers and footers, insert page breaks,

and set page numbering. Once these tasks are completed, you are ready to
print.

To access Report Setup:

1. Select—>Report—>Report Setup...from the menu bar. You can also
double-click the ruler in the Report section.

Tools  Window Help

Design Guides
Grid
v Pulers

v Section Boundaries
Page Margins

Insert Table

Insert Figld
Insert Predefined Field >
Insert Graphic 3

Picture...

2. Select—Page Size tab, specify whether to use the printer dimensions or
custom dimensions. If you use custom dimensions, you will need to
set up the width and height of the page.

Report Page Setup

Page Size | Margins | Columns |

Page Size
@ |se Printer Dimensions

1 Custom Dimensions
yyicith:

Height:

Ok l [ Cancel
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3. Select—>Margins tab, and then specify top, bottom, left, and right
margin sizes.

Report Page Setup

Page Size Columns |

Margin Sizes
Top: s

Biottarm: 0.3
Left: 05

Right: 05

4. Select—Columns tab, and then select the number of columns per page
and enter a column width and spacing size between each column, if
needed.

Report Page Setup

Page Size | Margins |

Columns per Page Witk
O Two Spacing:
3 Three
o.s"
& For o5 |
) Cther:
[ Ok ] l Cancel
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Lesson 3¢ Exercise

1. Using the ‘ORBITS Intermediate Lesson 2 & 3’ bqy file, duplicate the
‘Lesson 3b Class Report’. Rename it as ‘Lesson 3¢ Class Report’.

2. Within the ‘Report Group2’ header section, increase the width of the
‘GL Account Title’ label. Look through your report to make sure all
titles are visible.

3. Move the ‘GL Account Title’ to the right of the ‘GL Account’ number.
Align ‘GL Account’ number and ‘GL Account Title’ by the ‘Top’
function. Note: It will align with the field that is closest to the top of
the section.

4. Turn on the ‘Repeat Header’ option within the ‘Report Group?2’
section. To accomplish this task, right-click in the blank area of the
‘Report Group2’ header’ section, which contains the ‘GL Account’
number and Title. Select ‘Repeat Header’. This allows the ‘Report
Group?2’ header section to follow the ‘body’ section on the following
pages of the report. Scroll down to take a look at how this repeats.

5. Eliminate the ‘Page 1’ fields from the ‘Page Header’ and ‘Page Footer’
sections. Next, input the ‘File Path’ field into the ‘Page Header’
section by dragging it over from the ‘Fields’ folder in the Elements
pane. (Resize if necessary.) Next, add the ‘Page X of Y’ field, from the
‘Fields’ folder in the Elements pane, to the ‘Page Footer’ section.
(Resize if necessary.) Note: You can practice adding other fields if you
desire.

6. Make your ‘Report Group 2’ header section taller, so you can add a
chart...about 2 inches or so.
Find the Chart, within the Elements pane, named ‘Chart for Lesson 3’.
Drag it to the newly expanded header area and resize, as necessary.

7. Alert instructor after successfully completing the exercise.

Page 58 of 95



Lesson 4

0O O O O O O O

Computed Items

Computed Items Dialog Box

Computed Items in the Query Section

Computed Items in the ‘Results’ and ‘Table’ Sections
Modifying a Computed Item

Creating Computed Items in a Pivot Section

Types of Computed Items

Creating Computed Items in the Report Section
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Computed Items

When working in Hyperion and using data from the Datamart it is often
necessary to create computed items to get the data results you need. You can
create computed items in the Query, Results, Table, Chart, and Pivot
sections. Computed items can use existing data in their calculations or
produced entirely on their own. This feature works the same in all sections of
Hyperion.

Please make sure you know the final computed figure you are requesting. Y ou will
definitely need to verify you’re scripting with the figure you are trying to

capture.

Computed Items Dialog Box

You will see virtually the same computed items dialog box in each section of
Hyperion. You will see fewer operator buttons in the Query section than
other sections.

Name — Name of computed item field. Please make sure another user can
understand your name.

Definition — Displays the expression of the computed item. You do not need
to type an equal sign (=) at the beginning of the expression.

Computed Item

Mame | Computed

Definition

]

==
=
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Functions — Shows a list of function categories. Within each category are

several functions available for use.

Function Categaries: Functions:
Condtional Functions Count ~
Date Functions CourtDistinct T
Math Functions CountMonkull
Mumeric Functions CourtHul
Picture Functions Cume
Satistical Functions Mext =
String Functions: Prior ™

Trend Functions

Parameters

Returng the tatal of a column of numbers

Column

| | Reference...
Break Column (Optional)

| | Reference

Bresk Yalue (Optional)

Reference — Displays the items requested in the query section. Use this to

grab the correct field name for your computed item.

Topic: ftzm:

Agency A
Gl_Acct

Appd_Fund D
D23_Fund

Aoprn_Mo

Pea

Compt_Ohj

Agy_Oh

Program_Code
Compt_Source_Group v
Fiscal_Year w

i

Options — The Options button enables you to define the data type for the

computed item.

Computed ltem

Name | Computed |

Detinition

Functions...

Cancel

Picture(Blok)
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Computed Items in the Query Section

In the Query section, a computed item is a set of instructions to the Datamart
server. For this reason, the Query section allows you to use computed items
in a way that is not possible in other sections. Instead of creating a new data
item or field, the new values simply replace the original values in the data
item as they are retrieved from the Datamart.

The following example is shown in the file titled, ‘Left Function Lesson 4’.
To add a computed item to the Query section:

1. Right-click on the Request line, select—>Add Computed Item. The
computed item dialog box will open.

Mame | computed

Drefinitian
[ Farctors |
(Reterence.. |
(v ]

J ]

T —— .

2. Name your computed item. Make sure it is something other people
will understand.

Matme | apency Mumber
Drefinition
(P

o

ololulululo
T o o
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It is now time to fill in the definition area. You can either create your
computed item from scratch, by using JavaScript syntax, or you can
select—>Functions...for specific function categories. Within these
function categories are functions you can use without knowing
JavaScript.

Function Categories: Functions:

Aggregate Functions
Zonditional Functions
Date Functions

N - -

Parameters

Returnz a string consisting of the leftmost argumert2
characters in argument1

String
| | Reference...

Integer

Select the function category and function within the category you want
to complete. In this example, we are using the ‘Left’ function within
the ‘String functions’ category. This will return a set number of
characters from the left of the field.

You will now have to fill in the blank fields appearing below your
selection. In this option, you are able to pick a reference field, using
the reference button. This way you will not make a mistake typing in
the field name. This option also has the choice to enter integer data.

P

Function Categories: Functions:

Aggregate Functions
Condtional Functions
Date Functions
Mumeric Functions

String Functions
Trigonometric Functions

Reference

Parameters Added Fed Tax *~

Added State Tax

Returnzs & string consisting of the leftmost argument2
characters in argument1

Amnt Fed Tax
Amnt State Tax
Benefit Pkg Cd
CheckIssue Dt
Co Sys Retire 1
Co Sys Retire 2
Co 3ys Retire 3 v
Code Pay Trans

——

String
| | Reference...

Integer

Page 63 of 95



Function Categories: Functions:
Aggregate Functions Azcii A
Conditional Functions Char =
Date Functions Chr

Mumeric Functions Concat
String Functions Hex
Trigonametric: Functions Inzert

Parameters

Returnzs a string consisting of the leftmost argument2
characters in argument

String
| Osps_Met_Pay Sgency_Mum | Reference...
Integer

3 |

6. Notice your computed item is now scripted automatically. Click—OK.

Mame | Sgency Mumber |

Definition
LEFTi Osps_Met_Pay.Sgency_Num, 3 Functions...
)]
——

7. The computed item is now on the Request line. To test your results,
filter your Request line to agency 10700 as well as ‘return unique row’
and then process your query. This will make sure the results are what
you expected.

Request | LEFT(Agency Mumber)

Fitter ﬂ| Agency Mum

Met Pay

Agency Number
1 107
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Computed Items in the ‘Results’ and ‘Table’ Sections

When you create a computed item in the Results or Table sections, you are
performing calculations on your desktop and not on the Datamart server. This
differs from creating a computed item in the query section.

In the below example, we are setting rates for grants to show how much
federal money is received for each grant. This is done by assigning a
percentage to the ‘SFMS Transaction Amount’ based on Grant Number.

In addition, the example file below has already been processed and is ready to
create a computed item. Results must be present, to create computed items, in
the table and results sections.

The following example is shown in the file titled, ‘If Else Lesson 4’.
To create a computed item in the Results or Table sections:

1. Click on the ‘Result’ section called ‘If/Else Results Practice’, right-
click in the body of the ‘Results’ section, select—>Add Computed Item.
The computed item dialog box will open.

2. Name your computed item ‘Federal Funds’. Note: Best practice is to
name it something you and others will understand.

3. Select the ‘if” function from the computed item window. This will start
the computed item formula.

Modify
Name |Feu:|eml Funds
Definition
fFip{t - Functions...
Reference..
L)L le ] e] ]
(=) (=) ) (o) () (=)
lmod | [ < | [«=] [ 2] [[2=] [nat |
Help [ ok | | Cancel
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4. You should put your insertion line in the first set of brackets and then
select—>Reference. This displays a list of fields from your Query
section. Select the desired field, as shown below, in the first set of

brackets.
Name Federal Funds
— Definition
ANES - Functions...
Reference
Tapic: ftem:
Agency .
Appn_Year |
Fizcal _Year |
Budget_Ohj
Agy_Obj
Agy_Obj_Title
Fizcal_Month
Fund

|I Help

Sfms_Trans Amt

Group_of_Agy_Obj

OK || Cancel |

5. Finish your computed item by using the operators and reference fields,

as shown below.

Note: The “*” function is used for multiplication, as shown below.

Name  Federal Funds

— Definition
if (Grant_Mo == 150000) {Sfms_Trans_Amt * 5} else = Functions... |
if (Grant_No == 121000) {Sfms_Trans_Amt * 7275}
else if (Grart_Mo == 113000) {Sfms_Trans_Amt * Reference..
6107} else {"NONE"}|
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Modifying a Computed Item

There may be times you have a need to modify a computed item, due to
various reasons.

You can always tell if an item is a computed field, in the ‘Results’ and ‘Table’

sections, because they will appear in a royal blue text color and have italicized font,
as shown in the ‘Data Layout’ example below.

Agency Appntear Fiscal Year Budget Obj Agy Ohj Ady Obj Title
Fedleral Fuhds (100640000 Ofher Fuhds (100240000 Agy Ohbj Title2

To modify a computed item:

1. Highlight or select the computed item column, right-click, then select
'Modify Column...’ or select ‘Modify...’.

Note: The modify option display varies depending on the section.

Filker... Modify. ..

Sort Ascending

Sort Descending add Cormputed Item. ..

Add Computed Ikem. .. Add Cume

Add Grouping Column...

radify Column, . Daka Funckion 3

Remove Column Hide Thers

Break Tokal. ..

@rand Taotal... Fonk...

Hide Colurmn 5t';.-'|E: »
Mumber. ..

Murmber .., .

aligrment. .., Justify »

Fant...

Border and Background. .. Data Labels r

Text tWrap Corner Labels k

Suppress Duplicates se Surface Yalues

2. Make your desired changes. Click—>OK.
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Creating Computed Items in a Pivot Section

You can create computed items or new facts in a Pivot report. You may find
it more useful to create these computed items in the Results section because it
seems to be easier to use the data in a Report section. Computed items created
in the Pivot or Report section are only usable in the specific area in which
they were created.

The following example is shown in the file titled ‘ORBITS Intermediate Lesson 4, and
is located within the pivot section.

To create a computed item in a Pivot report:

1.

Create a Pivot report, which contains ‘Row Labels’, ‘ Column Labels’,
and ‘Facts’. (Use the pivot report titled ‘Lesson 4 Pivot Computed Item
Practice’ for this example.)

In the Content pane, right-click, then select—>Add Computed Item.

Program  |Leg Approved Budget (MO1 Activity |MOZ2 Activity |MO3 Activity
Code
T45612.00 0.00 0.o0 0.00
Total T45612.00 0.00 0.o0 0.00
2,652,295.00 0.00 0.00 .00 Add Computed Item...
Total 8,652,295.00 0.00 0.00 0.00 Data Labels >
148,740.00 0.00 0.00 0.00 Corner Labels '
Use Surface Values
Total 14974000 0.00 0.o0 0.00
1,772,758.00 0.00 0.o0 0.00
2100 0.00 2,500.00 1,144.00 ay6.00
2200 0.00 4,000.00 3,498.00 202600

3. Set up your Computed Item called ‘Quarter]’ to display the combined

total amount for M01, M02, and M03 Activity. Note: You have the
option to use the “+” sign from the buttons shown below.

Mame | Quarterd
Definition
MO _hctivity + MOZ_Activity + MOZ_Sctivity
ENENIEN RS EE
Summary:

This is a basic computed item example. We are simply adding together
activity for Months 1, 2, and 3 to make a new column called ‘Quarter]’.
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Types of Computed Items

There are many types of computed items and a few will be described on the

following pages.

Concat Function

This function will join two strings or fields together to form an additional
field. Use the plus (+) symbol to join multiple items together. The function is
in the String category. The example below uses the PPDB Datamart and joins

Work Phone and Extension.

Ir_Work_Phone + ', Ext. ' + Ir_Work_Phone_Ext

Mame: | yaiaek Prone

Definition

Ir_\ork_Phone +', Ext. "+Ir \aork_Phone_Ext
)]
= =

—— T

Left Trim and Right Trim Functions

Ir'¥ork Phone

50337302649
50337302649
S033737277
033737277
033737277
033737277
033737277
033737277
033737277
5033737277
033737277
033737277
033737277
033737277
S033737277
033737277
A033737277

Wiork Phone

LTRIM is the left trim function, which returns a string with specific
characters removed from the beginning. These functions are in the String
category. The example below uses the PPDB Datamart and removes the ‘OR’

from the employee number.

Ltrim (Ir_Emp_No, 'OR")

I Emplovee.

Agenc IrEmp Ho Mumber MName | Employes MUmber
1 |10700 | ORDD42152 Definition
z 10700 |OR0O042152 Lirim ( Ir_Ermp_No, 'OR" )
z 10700 | OR00D42152
4 10700 | ORO042152
5 |10700 | OR00D42152 _
 |10700 | OR0042152
7 |10700 | OR00D42162
E 10700 |OR0042152
s |10700 | OR00D42152
10 |10700 | OR00D42152 — 7 : 5
0000 ORo4a1 s -
10700 omonazis2 =1 =]
13 |10700  OR0O0D42152
(10700 ORD042152 = =
15 |10700 | OR0042152
16 |10700  OR0O0D42152
= Hel Ok C |
710700 ORD042152 L ) [ conee
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RTRIM is the right trim function, which returns a string with specific
characters removed from the end. The example below uses the PPDB
Datamart and removes the ‘00’ from the end of the (5 digit) Agency Number.

Rtrim ( Ir_Agency,'0")

SUBSTRING Function

=
]
-
=
=

[0 (10700
11 |10700
12 10700
1310700
1210700
1510700
16| 10700
17 10700

Definition

Mame | i gency Mumber

Firim ( Ir_Aoency, '00 )

] [ Cancel ]

Use this function to return a portion of an input string beginning at a specified
starting point and defining the length. This function is in the String category.
The example below uses the PPDB Datamart and displays the ‘Job Group
Description’ without the ‘Job Group Code’.

Substr (J_Jobgrp_Ds, 5, 50)

Ir
Jobarp

B15
B15
B15
B15
B15
B15
B15
B15
B15
B15
B15
B15
B15
B15
B15
B15
B15

JJobarp Dg

B15 ACCOUNTING/FINAMNCEREVENUE
B15 ACCOUNTING/FINAMNCEREVENUE
B15 ACCOUNTING/FINAMNCEREVENUE
B15 ACCOUNTING/FINAMNCEREVENUE
B15 ACCOUNTING/FINAMNCEREVEMUE
B15 ACCOUNTING/FINAMNCEREVEMUE
B15 ACCOUNTING/FINAMNCEREVEMUE
B15 ACCOUNTING/FINAMNCEREVEMUE
B15 ACCOUNTING/FINAMNCEREVEMUE
B15 ACCOUNTING/FINAMNCEREVEMUE
B15 ACCOUNTING/FINAMNCEREVEMUE
B15 ACCOUNTING/FINAMNCEREVEMUE
B15 ACCOUNTING/FINAMNCEREVEMUE
B15 ACCOUNTING/FINAMNCEREVEMUE
B15 ACCOUNTING/FINAMNCEREVEMUE
B15 ACCOUNTING/FINAMNCEREVEMUE
B15 ACCOUNTING/FINAMNCEREVEMUE

Job Group Description

Name | Job Group Description

Definition

Substrt J_lobgrp_Ds, 5, 500
o) (Coma )
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Date Functions

Several date functions are available to use in the Results and Table sections.
The following table describes some examples of date functions. Many more
are available within the Hyperion application.

Date Function

Description and Example

AddMonths

o Add a specified number of months to a given date.
AddMonths (Ir_Appt_Dte, 6)

DayofMonth

o Returns the day number in a month for a given date.
Possible values range from 1 to 31.
DayOfMonth ( Proc_Date )

ToYear

o Returns the year number in the date field. You may
have to format this field to accommodate the fiscal
year date.

ToYear ( Proc_Date)

MonthsBetween

o Returns the number of months between two given
dates.
MonthsBetween ( Effective_Date, Report_Date )

Sysdate

o Returns the current date and time recorded on the
user’s computer.
Sysdate()

Math Functions

Many math functions are available within Hyperion, which help to alter
numbers. The following table describes some examples of math functions.
Many more functions are available within the Hyperion application.

Math Function

Description and Example

Floor

o Rounds a real number down and to zero decimal
places.
Floor (Fy_Cum )

Round

o Rounds a real number to a specified number of
decimal places. If the number of decimal places is not
specified, the number is rounded to zero decimal
places.

Round ( Deb_Pos_Trans_Amt,2)

Ceil

o Rounds a real number up and to zero decimal places.
Ceil (Deb_Pos_Trans_Amt )

Trunc

o Returns a number truncated to a specified number of
decimal places without rounding the number.
Trunc ( Deb_Pos_Trans_Amt, 1)
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Lesson 4a Exercise

The following exercise is shown in the file titled ‘ORBITS Intermediate Lesson 4’. Start
within the ‘ORBITS Results’ section.

1.

Within the ‘ORBITS Results’ section, create a computed item named
‘Concat Compt Source’, which joins the ‘Compt_Source_Group’ and
‘Compt_Srce_Grp_Ttl’ fields together (Hint: Concat function).

Include a dash (‘ — ‘) between the two fields to show separation within
the final column data.

Mame | concat Compt Source
Defintion

Compt_Source_Group + ' - ' + Compt_Sroce_Grp_Til

Create an additional computed field, which uses the ‘Substr’ function
on the ‘Cross Reference Number’ field. It should pull the 1st digit
through the 5" digit of original data. Title the new field ‘Partial Cross
Ref.

Align the newly created computed fields to ‘left’ justify, as well as,
auto size the width of the columns.

Create a new computed field called ‘Update Day’, which will display
the day of the month. Use the ‘DayofMonth’ function and reference
the ‘Update Date Time’ field. In addition, align the new field to
‘center’, as well as, alter the format to no longer show decimals.

Alert instructor after successfully completing the exercise.

Page 72 of 95



Cumulative Function

There may be the occasion when you want a column that shows a cumulative
total. Hyperion contains the ‘Cume’ function within the ‘Numeric Functions’
category.

When you create a cumulative column, you have an option to assign a break
total. The cumulative amount will start at zero at each break. Make sure you
sort your data set by the break column.

In the example below, the cumulative total is based on ‘SFMS Trans Amt’
and sorted by ‘Project No’.

Project Mo  Sfms Trans Amt —[Curnulatwe 2 Vendor Mo Eroject
Project Mumber Phase
" =s10000 1,580.00 1232084784 03
“|s10000 45 84399 1840273800 0o
" =s10000 328147 1840273800 0o
“|s10000 15,494 61 1363328437 0o
“|s10000 2 468.06 1840273800 0o
" =s10000 179.28 1840273800 0o
“|s25700 13,325.53 1840273800 0o
“|s25700 955 26 1840273800 0o
" =s29100 28438 1840273800 0o
_ 529100 497878 1840273800 0o
| 529100 354 .48 1840273800 0o
3_ 529100 3,083.00 1930681623 0o
5_ 529100 3,994 11 1840273800 0o
Modify
Mame |Cumulative by Project Mumber
Definition
Cume [ Sfms_Trans_Amt, Project_MNo ) r
L= Lo o) e e Ly
== != J|and] [ o | [ & ||[ese]
mod | [ < | [ <= [ > | [>=] |net]
[ Hep | [ oK | | Cancel |
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Numeric Functions

Numeric functions are available in the Results and Table sections. The
following table describes some examples of numeric functions; however, there
are many more available within Hyperion.

Numeric Function | Description and Example

Sum o Returns the sum of the values in the column.
Sum ( Sfms_Trans_Amt, Invoice_No )

Count o Counts the number of rows in a column, including
duplicates.
Count (Employee_Num )

CountDistinct o Counts the number of distinct values in a column.

Nulls are counted as 1.
CountDistinct ( Employee_Num )

Avg o Returns the average of the values in the column.
Avg (Hours, Pay_Type_Code)

Text Functions

You can use Text functions to change the text case in the Results or Table
sections. Text functions are available in the String category. The following
example is using the Initcap function. This function returns a string with the
first character of each word in upper case and the remaining character in
lower case. Many more Text functions are available within Hyperion.

Employee Mame Initcap Function

WALLACE, AAROMN B Wallace, Aaron B
WALLACE, AAROMN B Wallace, Aaron B
WALLACE, AAROMN B Wallace, Aaron B

Name Intcap Function
Definition
Initcap { Employee_Mame)
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Lesson 4b Exercise

The following exercise is shown in the file titled ‘Lesson 4 Agency Count’.

1. Within the ‘Results for Count Practice’ section, create a ‘Count’
Numeric Function called ‘Count of Transactions’. Use ‘SFMS Trans
Amt’ as the referenced column and use ‘Fiscal Month’ as the break
column, as shown in the example below.

MName  Court of Transactions
Definition

Court { Sfms_Trans_Amt, Fiscal_Maonth ) a Functions...
Note: The Results section data is sorted by ‘Fiscal Month’.

2. Within the ‘Results for Count Practice’ section, create a ‘Round’ Math
Function called ‘Rounded SFMS Trans Amt’. Use the ‘SFMS Trans
Amt’ column and set to no decimals, as shown in the example below.
Update the column format to show no decimals.

Name |Rounded SFMS Trans Amt
Defintion

Round ( Sfms_Trans_Amt, 0) .

3. Within the ‘Results for Count Practice’ section, create a ‘Cume’
Numeric Function called ‘Cume by Fiscal Month’. Use ‘SFMS Trans
Amt’ as the column value and ‘Fiscal Month’ as the column break, as
shown in the example below.

Name  Cume by Fiscal Morth

Definition

Cume { 5fms_Trans_Amt, Fiscal_Month ) a Functions...

4. Alert instructor after successfully completing the exercise.
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Creating Computed Items in the Report Section

You can create computed items in a Report section in various ways; however,
you may find it more useful to create these computed items in other sections,
such as the results, table or pivot sections. Creating it sooner will allow the
data to be analyzed earlier in the process as well as allow use in multiple
sections. Computed items created in the Report section are only usable in the
specific area in which they were created.

The following example is shown in the file titled ‘ORBITS Intermediate Lesson 4°. A
‘Computed Item’ formula will be created in the body section of the Report, which will
subtract ‘Leg Approved Budget’ from ‘FY Cum’.

To create computed items in a Report section:

1. Inthe Report, click within the table data area (body section). Then
right-click and select ‘Add computed item...’.

2. Select the necessary fields from the Reference column list (‘Leg
Approved Budget’ & ‘FY Cum’). Double-click to input them into the
formula definition area.

3. Include a subtraction symbol (-) between the two fields.

4. Rename the computed item to ‘Variance’. Click ‘ok’ to complete.

Column Name:
Varance
eterence =N
Cancel
Tables: Columns: _
ORBITS Results ~ | Agency ~ Help
Gl_Acct
Appd_Fund
D23 _Fund
Appn_Ma
Pca
[ Fiscal _Year -
& Appn_Year
Formula
Tables("ORBITS Results").Columns *
("Leg_Approved_Budget").SumicurBrealk) - Tables("ORBITS
Results™).Columns("Fy_Cum").SumicurBreak)

5. Format the new computed column as necessary.
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Lesson 5

O OO0 O O O O O O O

Dashboards

Dashboard Elements

Creating an EIS Page or Dashboard Section
Layout Tools

Dashboard Section Toolbar

Dashboard Section alteration

Command Buttons

Adding Radio Buttons to Display Values
Adding a Drop Down Box to Display Values
Add a Hyperlink to a Dashboard

Setting Dashboard Properties
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Dashboards

A Dashboard or an Executive Information System (EIS) page is an analytical
tool a user can create to help users’ readily access data. The Dashboard can be
as simple as directions on how to use the query or as complex as drop down
option buttons and setting query filters.

You can include the following in a Dashboard:
Result, Table, Pivot, and Chart sections

o

@)
@)
@)

Reports
Hyperlinks to content
Graphic and text

One of the main priorities of having a Dashboard is it hides the underlying
sections of a BQY document and the inexperienced user does not have to
understand how to move through all the different sections of the document.

You can include graphics and instructions to improve the usability of the

underlying query. It could also provide a timeline of changes that have
happened to the document.

The following example is shown in the file titled, ‘Building Interactive EIS Screens’.

Dashboard
Pane
Sections x| in RN RN Y RN RN RN RN - RN i
7 REPORT SELECTION
' State Data Center Report Menu :
2] Simple Dashboard - p FISCAL YEAR: | 2005 Select Fiscal Year
ﬂ Simple Dashhoard2 B Currently Selected Month
SeCtion & REPORT SELECTIONZ ‘Texmm{z | SeltPCh
—J Graup by Pran (Choose lgnare far Ally
Pane %] RPT_Doc Number - Currently Selected 23001 [SDC - ADMIN - ADMIMSTRATION
|| RPT_Division Op Statere - Select Program Area Program Area 23002 [SDC - ADMIN - COMMAMD CENTER
%] RPT_Program Op Staterm - ‘TEX‘E'U“ | 23003 |SDC - 2DMN - PLANS & CONTROLS
& query R 23022 [SDC - NETWORK - CORE & DISTRIBUTION
A Resuls - Selsct Agency Objecl gg{gi?””rfﬁr‘ﬁ:;e” Agency 23029 [SDC - NETWORK - TRANSPORT
~
- Gruuplngspff\evﬂmrss ‘Texﬂanxa |
Elements Seleci ADE)
=B Guery - Select Report (Choosge Ignore for All}
* \:]ﬂ;as”"s -~ [Dropbownt E 0701 [ASSESSMENTS
- 1014 [TELEPHONE & COMMUNICATION SERVICES
| PramGraup I
| Division Summary Op - . . 1026 ['COMPASS" REVENUE
Sechons Ly Op - Reset All This resets all limits to "lgnare’ 1038 |MAN FIBER GROSS REVENLES
| vendor - 1605 [INTEREST STATE TREASURY
[ Doc Mo by A0B) Grp - | Show Toolbars & “ H - || 1800 [OTHER REVENLE
Hide Toolbars & Catalog
[ From by 408 Catalog 1816 [VOICE P&SS THRLU REVENLE

[@rr
[E Pea
| ~oBg
# I Reports
=) Graphics
\/ Line

GraphiCs m——t——..

Controls m—

L7 vt Line
[ Rectangle
() Round Rectangle
O oval
As Text Label
=] Picture
=1 g Cortrals
21 Command Button
& Radlio Button
S———1; 50
[ List Biox
28 orop Down
B Text Box
] Embedded Browser
2, HyperLink

~{} Sicter

+ g Gauges

SelectVendor

IACTION NETWORKS 1921028162
IWROCK SCHOOL DISTRICT 0000P23081
IASAP SOFTWARE 1363328437
IASSOCIATION OF 000000793
{Choose Ignore for Ally
Filonth Agy |Agy Obj Grp [Doc Mo Doc|Pca  [Yendor Mame Invoice Desc Amount
Ohj |Title Mo
Grp Suff
M0z - 10 |REVEMUE |AIGDO052 001 {23001 [DEPT OF ADMIN SERVICES PREPAY-SDC SERVICE 7/0%  1,075,042.00
Septermber AINF2061 |001 |23022 |OREGOMN MILITARY DEPT - AGC PAID OMN CRO20252 BTO704) (150.00)
AIMF2122 |007]23022 |0DOT 6200 PD CROZ0206/BTO70904/AT| (282.55)
AINF2123 |001|23022 |QDOT 0180 PO CROZ020/BT0O70904/AT| (420.87)
AINF2189  |001|23022 |PORTLAND POLICE BUREAL PAID OM CRO20373 BTO711 (886 26)
AIMF2179 |007]23022 |ASTORIA AGING REPORT CLEAM UP 010
AINF2263 |001|23022 |OREGOMN MUSEUM OF SCIENCE PAID QM CRO20375 BTO711 (1,320.46)
AINF4001 1001123022 IDHS AS OFFICE OF INFORMATION SER.  INMCC TELECOM SEPOT 36.728.65
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Dashboard Elements

Sections — Results, Chart, Pivot, and Table sections from the active
document. When you embed an existing section in Dashboard, the section is
automatically resized to fit. You can resize the embedded section in the
Dashboard pane if needed. In addition, data in embedded sections are
automatically updated to reflect any changes made in the original section.

Graphics — Lines, rectangles, ovals, and pictures for which you can set colors
and border properties.

Line — Creates a line that you can rotate.

Hz Line — Creates a horizontal line.

Vt Line — Creates a vertical line.

Rectangle — Create a rectangle.

Round Rectangle — Creates a rectangle with rounded corners.
Oval — Creates an oval.

Text Label — Creates a text label you can use as a caption.
Picture — Enables you to insert bitmaps (.bmp extensions).

O O O O O O O O

Controls — Objects to include in the application interface for which you can
set fonts and default values. Controls provide users a way to interact with the
application and can be populated with values at design time or dynamically
populated using JavaScript.

o Command Button — To initiate or activate a process.

o Radio Button — To select one from a group of choices.

o Check Box — To toggle an option on/off or true/false. A check box
either contains a check mark or is empty.

o List Box — To list multiple values from which users can make one or
more selections.

o Drop Down — To list multiple values form which users can make only

one selection.

Text Box — To gather and display user input.

Embedded Browser — To display external content by way of a browser.

Hyperlink — To link external content by way of a hyperlink.

Slider - A control that drives the data on an associated gauge or Live

Chart.

O O O O
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Creating an EIS Page or Dashboard Section

You will often see this section called an EIS Page, as well as, Dashboard. In
Hyperion, these titles are referencing the same thing.

Note: The ‘Undo’ option does not always work in Hyperion. Save your changes often to
prevent having to do your work over again.

1. Create the necessary Query, Results, Pivots, Charts, and Report
sections.

2. Select Insert—>New Dashboard.

3. You will now be in a new Dashboard section. You will be in Design
Mode, which enables you to view the Sections, Graphics, and
Controls in the Elements pane. You can verify Design Mode by
making sure there is a checkmark under Dashboard—Design Mode.
You can only design your Dashboard section in Design Mode.

The following example uses the file titled, ‘Building Interactive EIS Screens’’.

-_.\inle fd; E\e_v; ln‘sert.. Faormat | ulj::\s Window  Help Don,t fo rget. . .You

U= R — - .

@ oo | must be in ‘Design

Sections x || in|[| rnsert araphic v Mode’ to create your

i REPORT SELECTIC & || Insert Cortral '

il Simple Dashioard . Dashboard section
Simple Dashboard: | | nsertLive Chart ' -

4| REPORT SELECTIC B

P Dashboard - Seripts... Fa

) RFT_AOBJGroupb | 1| | ZORErEE There are two modes for

™ oc Kumber - Home Dialag... . .

e 112 - working in the Dashboard

B RP7_Progremope |- section. You can toggle

o gl back and forth from Design

Erements - Mode and Run Mode. The

"?i‘%&;ﬁm : checkmark next to Design
oo : Mode means you are

Divigion Summary - . . .

gsgrrl;SummawOr - WOI’kIng n DeSIgn MOde. /f
o ooy somc (|7 you don’t see a checkmark it
il : means you are in Run Mode

ey : and the Elements section

o ) will not be visible.

- o :

P Resaurces - Run Mode is the default for
end users.
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Layout Tools

Under the Dashboard menu option, resides a group of layout tools to help
you create great looking Dashboard sections.

Design Guides — Horizontal and vertical lines that you place in your section
to help line up objects. Design guides are similar to grids in that objects
automatically snap to align to the design guides. If you have your rulers
visible, you can click the ruler and drag one or more design guides from both
the horizontal and vertical rulers.

Select Dashboard—Design Guides.

A checkmark display next to Design Guides means they are visible. Toggle
this option to turn them off.

Grids — A layout that automatically snaps all objects to the closest grid spot.
Select Dashboard—Grid.

A checkmark display next to Grid means they are visible. Toggle this option
to turn them off.

Rulers — Horizontal and vertical rulers help you line up items based on units
of measure. Available units of measurement include inches, centimeters, and
pixels. You select a unit by clicking the measure indicator at the intersection
of the top and left rulers.

Select Dashboard—Ruler.

A checkmark display next to Ruler means they are visible. Toggle this option
to turn them off.
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Dashboard Section Toolbar

The Dashboard section toolbar provides icons, which enable quick use of the
multiple Dashboard objects.

k= = -

ﬂ Design/Run Mode — Toggles between Design and Run mode.

R OEl - =3 -
| B et |

|i—| Center
Nt
E [h Mijdle
— lml Battom | Aljgn — Aligns several objects at the same time. Object
are aligned to the first object you select. Select the first object, then
hold down [Ctrl] and select the remaining objects. Click the arrow on
the Align icon and choose an alignment option: left, center, right, top,

middle, or bottom.

IE—I -
| [F] width

[0%] Height

] Both Make Same Size — Resizes the selected objects to the same
size. Objects are resized to match the first object selected. Select the
first object, then hold down [Ctrl] and select the remaining object.
Click the arrow on the Make Same Size icon and choose a resizing
option: width, height, or both.

rl:'_'l -
F_J_-, Bring To Fronk
] 14 Send Ta Back
“h Bring Farward . . . . .
4 sendBackward  Layer — Stacks a single object in relative position to

other objects. Layer includes four arrangement options: Bring To
Front, Send To Back, Bring Forward, and Send Backward. Use this
feature to layer multiple object so only the sections of the objects you
want visible are shown.
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Dashboard Section alteration

The first Dashboard section inserted in a document is given a default name of
Dashboard. Additional Dashboards are named Dashboard2, Dashboard3,
Dashboard4, etc. You have three options of altering the Dashboard section
and those are ‘delete’, ‘rename’ and ‘duplicate’.

1. In the Section pane, select the Dashboard section you want to alter.
2. Select the Edit menu and choose from the following options: —Delete
Section, >Rename Section, or >Duplicate Section. You can also

right-click the Dashboard section and click any of the above options.

If renaming the Dashboard Section, a dialog box displays:

Section Label

Lakel:

Type in your desired new name and click—OK.
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Command Buttons

A ‘Command’ button is typically used to initiate or activate a process or
action. Command buttons are actually very easy to set up and use. You can
add command buttons to process queries, display Pivots and Reports, and to
accomplish general maintenance of your document.

Note: You will want to remember that the ‘Undo’ button does not always
work in Hyperion, so it is good practice to save often, as well as, test your
command button to make sure it works properly, prior to moving forward.

Add a Command Button to Process and Display Data:
The following example uses the file titled, ‘ORBITS Intermediate Lesson 5’.

1. Open the file titled, ‘ORBITS Intermediate Lesson 5°, click on the section
called ‘Dashboard Practice’ and make sure you are in ‘Design Mode’.

2. Open the ‘Controls’ folder from the Elements pane.

3. Drag and drop the ‘Command button’ item from the Elements pane to
the dashboard. The dashboard will display a button titled,
‘CommandButtonl’, as shown below.

SEfﬁﬂns b4 in [ T N I T | -'I [ T |

Dashboard Practice [l

Elements —

+

+

+

I 5 ORBITS Query
I Reports
1) Graphics
i Controls
=
{*) Radio Button
[v| Check Box
=4 List Box

O 1

O CommandButton

|

L M|
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4.

5.

6.

Rename the command button. To accomplish this task, highlight and
right-click the command button and select—>Properties.

m ml |
1

d CommandButtan ||:|
O [} Cuk
Copy

Paste

Delete

Scripks...

Properties. ..

Within the ‘Properties’ dialog box, change the Object ‘Title’ field to
‘Process Action’. This is what will display on the button within the

Dashboard. Note: It is unnecessary to alter the ‘Name’ field.
0 1 M|

0 CommandButton1 |g

[ ] M|

-

Properties - CommandButtonl

Object | Fort | Tab-Order | Comments | Name on the Script
Editor Title Bar and

) in the object model.
Object /

MName: |Cn:nmmanu:| Button1 4«

Title: Process Action

Title on the Button

Now you are ready to add ‘script’ to start the action process of the
document. To accomplish this task, highlight and right-click on the
command button and select—Scripts.

O 1 m]
1|

Process Actio Cut

]

O_0O

Copy
Paste

Delete

Scripts...

Properties..,
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7. Use the Object browser area on the left of the Script Editor to navigate
to Application—>Methods and double click ExecuteBScript, then
inside the brackets of the new script, type: “process doc root”.
Following the new script, click—Enter two times to create space for
the next script.

Script Editor

= Q Application A Ohject: Evert Trigger:
= (1 Methods = |CommandElu‘ct-:n1 v| |OnCIick
|iB2] et
E:;-] CreateConnection ﬁ ﬂ g E
gj DoEvents — — :
|54 ExecuteBiSorio | Application. ExecuteBScript{'process doc root”)

8. Continue to use the Object browser area on the left of the ‘Script
Editor’ to navigate to Application—ActiveDocument—Sections.
Then find the report titled, ‘LAB/Actuals by Compt Source Group’.

= Q Application
+-[_] Methods
+-[_] Properties
* %’ Documents
|- iy ActiveDocument
+-_] Methods
+-_7] Properties
] %; Sections
+-_] Methods
+-_] Properties
+- iy ORBITS Query
+- i) ORBITS Results

BN CAiTA 2tk by Compt Source Group

9. Continue using the Script Editor and below the report ‘LAB/Actuals
by Compt Source Group’, open the section folder called ‘Methods’
and double-click—Activate. The scripting code will appear in the
scripting pane, as shown below. Click—>OK.

Object: Event Trigger:
[CnmmandEertnm vl [Dn[:lick -
<] @] &l @

Application. ExecuteBScript' process doc root')

ActiveDocument. Sections[LAB/Actuals by Compt Source Group™] Activate()
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10. Do not forget to change to Run Mode and test your button. You
should be able to click the button and view a finished report.

11. If you have not logged into an oce, it will prompt you at this time.

e ot |
Host User |dasby82 [ oK |

/| Host Password Cancel

.

12. If you have a ‘Variable Filter’ set up on your query, it will prompt you
to select a filter value. If not, it will process your query with the current
selected filters.

Name: Iﬂppn Year i QK i

[T Include Nulls Cancel
El (s J
Show Values 2009 -
2011 Help

Csiom Noluer
Custom SCL 2015

Select Al
Transfer

-

7, | Advanced |

13. Verify the process worked correctly. Note: You should be viewing the
‘LAB/Actuals by Compt Source Group’ report.

14. Alert instructor after successfully completing the exercise.
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Adding Radio Buttons to Display Values

The following example uses the file titled, ‘ORBITS Intermediate Lesson 5°. This
exercise is created to display various Radio buttons with optional chart types.

Radio buttons are typically used to allow a user to select one option from a
group of options. When one button in the group is selected, the others in the
same group are cleared. In the example below, we will give the user an option
to pick different chart types.

1.

Open the file titled, ‘ORBITS Intermediate Lesson 5°, click on the section
called ‘Dashboard Practice’ and make sure you are in ‘Design Mode’.

From the Elements pane section, drag and drop the ‘LAB by Cross
Reference Num’ Chart over to the Dashboard (format, if necessary).

From the Controls folder in the Elements pane section, drag and drop
the Radio Button to the Dashboard area.

Open the ‘Properties’ of the radio button and change the title to reflect
the type of chart you desire (For this example input ‘LAB Line chart’).

Once your button is named, you can open the ‘Scripts’ editor by right
clicking on the Radio button and selecting—Scripts.

Use the Object browser area on the left of the script editor to navigate
to Application—>ActiveDocument—Sections. Find and expand your
Chart section (In this example we will pick ‘LAB by Cross Ref Num
Chart’.) Next, expand the Properties folder, and then double-
click—>Chart Type. The scripting will appear in the scripting pane. Do
not click OK yet!

Next, scroll down to the main option called ‘Constants’ and expand it.
Then, expand the BqChartType group.

In the Scripting pane, at the end of the first script language, type an
equal’s sign (=) (It should show immediately after ‘ChartType’).

Double-click—bqChartTypeLine. Click—OK. Review the screen shot
on the following page to confirm the correct script code.
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Script Editor

-3 BochanType
boChantTypeires
boyChant Typeirealine

boyChant TypeBarLine

boyChart TypeBubble

boyChant TypeClusterBar
boyChart TypeHorizontalBar
boyChant TypeHaorizontal StackBar
soichart Typeline

BEEEEEEEE

boyChant Typerone

Ohbject: Event Trigger:

|RadioButton] v | | onClick v

PR

ActiveDocument.Sections['LAB by Cross Ref Mum Chart'].CharType=bgChartTypeline

10. Toggle to Run Mode and test your Radio button.
11. Add two additional Radio buttons for this group. Add chart types for

‘Pie’ and for ‘Vertical Bar’. Follow the instructions above to complete
this task.

¢ LAB Line chart & LAB vertical chart O LAB pie chart

LAB by Cross Reference Number

2,500,000 .00

F0.00
2100 2 2140 24600 3640

b

-E $12,500,000 .00 -

2 310,000,000 00 m 3100
] 2101
2 §7.500,000 00 u 3150
g W 3500
z $6,000,000.00 W 3560
=

@

)

=

k3

=

GL Accounts

12. Review and test each Radio button to make sure they are functioning
properly.
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Add a Drop Down Box to Display Values

Use a Drop Down Box to display different data or reports to view. In the
example below, we will develop a drop down list so we can click and view
our Reports.

The following example uses the file titled, ‘ORBITS Intermediate Lesson 5.

Note: Be careful while inputting code into Hyperion ‘Script Editor’ because it
is case sensitive.

1.

2.

Click on the dashboard section and make sure you are in design mode.

From the Controls folder in the Elements pane, drag and drop the
‘Drop Down’ function to the Dashboard area.

Open the ‘Properties’ of the Drop Down box and change the Object
name. Change it to Report_List; however, do not get out of properties
section just yet.

Properties - Report_List

CObiject
Name: |HE|:u:urt_List

Click on the ‘Values’ tab and add the exact names of a few reports
within the file. Once finished, click OK. Note: Resizing the width of
your ‘drop down box’ will help allow visibility of each report name.

Object | Walues | Fort | Tab-Order | Commerts

List Value:

LABAActuals by GL Accourt
Actuals by Agency Object

Once your button is named, you can open the ‘Script Editor’ by right
clicking on the Drop Down Box and selecting—Scripts.

11
[«h
o Cut

I
[Report_List
I

Copy
Paste
Delete

Scripts...
Properties...
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6. Type the following script in the scripting pane. When complete,
click—>OK.

Note: Any item in #talics, in the script below, is dependent upon how
you labeled your reports and drop down box.

Note: Copying script from another program can cause issues with the
coding. Best practice would be to use the ‘Script Editor’ functions or
manually input the code.

//Open the report
var x=Report_List.SelectedIndex
stringl=Report_List.Item(x)

var MySection=ActiveDocument.Sections[stringl];
MySection.Visible=true

MySection.Activate()

Object: Evert Trigger:
| Report_List = | |OnSelection
«| @ a] @

lIOpen the report
var x=Report_List.SelectedIndex
string1=Report_List. tem(x)

var MySection=ActiveDocument. Sections]string 1];
MySection Visible=true
MySection. Activate()

7. Do not forget to toggle to Run Mode and test your Drop Down Box. If
any of your report selections do not work, double check the spelling of
the names. If you did not type them exact, the selection will not work.

LAB/Actuals by GL Account -

LaBfActuals by GL Account
Actuals by Agency Object

Page 91 of 95



Add a Hyperlink to a Dashboard

Often, it is helpful to have web site links just a click away, so that you can
access data at a moment’s notice. The following steps provide detailed
instructions on how to include a website (URL) link on a Dashboard.

The following example uses the file titled, ‘ORBITS Intermediate Lesson 5.

1.

Click on the dashboard section and make sure you are in design mode.
Note: ‘Ctrl D’ toggles to design mode.

From the Controls folder, in the Elements pane, drag and drop the
‘Hyperlink’ function to the Dashboard area.

- I.E[ Controls
) Command Button
(% Radio Button
[w| Check Box
[=H Lizt Box
= Drop Down
[abl Text Box
o | Embedded Broveser

+ I8 Gaunes

Open the ‘Properties’ of the Hyperlink to change the Object ‘Title’ and
add the web address URL.

Note: To open the properties, click once on the ‘Hyperlink’ icon, then
right-click and select ‘Properties’.

O _ O O
HyperLink Ut -
Copyw
Delete

Properties, ..

Change the Object ‘Title’ to State of Oregon website and add the
URL: http://www.oregon.gov/Pages/index.aspx.
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http://www.oregon.gov/Pages/index.aspx

Properties - H_

Object | Font | Aligrment | Background and Border | Tab-Order | Accessbiity | Comments |
—Object
Mame: Hyperlink
| Title:  State of Oregon website
—Settings
V] Visible Display in: | Mew Window -
Enable
Locked
@ URL http:/Awanw oregon govsPages/index asme
Repositony
| | |Bmwse|
Options
[ ok || Ccanesl

4. Do not forget to toggle to Run Mode and test your Hyperlink.

=tate of Oregon website
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Setting Dashboard Properties

The following example uses the file titled, ‘ORBITS Intermediate Lesson 5’.

Use the ‘Properties’ dialog box to set properties for an entire dashboard
section or for specific objects within a dashboard section. Many dashboard
objects have unique properties. For example, a radio button has a Radio
Group property and a List Box has a Multiple Selection property. Tab-order
properties are section-wide, but are accessible in the Properties dialog boxes
for both the overall dashboard section as well as for the individual objects.

1. Click on the dashboard section and make sure you are in design mode.

Note: For a specific object selection, click the individual object in the
dashboard pane. To select the entire dashboard right-click on a blank
area in the dashboard, making sure not to select a specific object.

2. Alter the entire dashboard from the menu bar ->Dashboard
—Properties.

3. The Properties dialog box will display. Move through each tab and
alter various settings, as desired. Note: The following page displays

and describes various property options of the dialog box.

|

Barder

) Default
) Mone
® Custom

Calar:
Wickth;

Style:

Preview

Background
) Default
) Mone

® Custom

|

Calar:

Backaround and Border | Picture | Alignment | Tab-Crder |

—

Tranzparent | Red:

EEEEEEN
EEEEEEE O
..DDDDD Blue:
EOECOEDE

HE (O EEN||

|
|
|
o
=
O
O
0

HE  OO&

o
0
[25¢

o

] [ Cancel

]

4. When finished, click—OK and review the changes.
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Available properties include:

O

Alignment — Horizontal and vertical alignment, text wrapping, and
rotation.

Border and Background — Border color, width, style, shadow,
background color, and pattern.

Font — Family, style, size, effects (underline, overline, double
overline), and color.

Object — Name, title, visible, enable (control objects only), locked,
scroll bars always shown, and auto-size. For embedded sections, view-

only, active, or hyperlink.

Picture — File name, size, and effects for Dashboard background and
graphic object pictures.

Tab Order — Object path an end user follows when they press the [Tab]
in Run Mode.

Accessibility — User defined and auto generated descriptive text for
each embedded section or graphic.

Values — User defined values that populate a list box, drop down, or
text box controls.
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	Lesson 1
	Complex Queries_________________________________

	When working in Hyperion and using data from the Datamart it is often necessary to create complex queries to gather the necessary results you need. These complex queries can help join data together in ways that will make your data easier to gather. Di...
	Local Results are a snapshot of a ‘Results’ section shown in topic format. They are used to add the results of one query to another in a BQY file.  Local Joins are results of one query added to results of another query in a BQY file. Rows from the dat...
	Creating Local Results and Local Joins
	Limitations of Local Results and Local Joins
	Creating Derivable Queries
	Derived Tables Rules and Behavior The rules and behavior of a derived table include:

	Pivot Reports
	Lesson 3
	The following exercise is shown in the file titled ‘585 Grant’ (See instructor).
	In the example below, we have started to build a report. We are creating additional analysis of the ‘SFMS Trans Amt’ for a second view of the fact data. This example uses a slightly different way to add a data function, then described on the previous ...
	1. Within the ‘Report Group1’ header section, drag ‘SFMS Trans Amt’ within the ‘Elements’ section over to the ‘Table Facts’ as shown below.
	2. Highlight the new ‘SFMS Trans Amt’ column. If the Data Function info is not visible, click the ‘Expression’ toggle to view the formula. Note: The Data Function line allows you to view the field formula.
	3. Click on the drop-down arrow next to Data Function to view the different options available. Select(% of Category.
	4. Select the green checkmark to accept your new computed item.
	5. Click on the newly added ‘SFMS Trans Amt’ column and rename the column.
	6. Type in the new name, entitled ‘Percent of category’ in the expression field and select the green checkmark to accept the change.
	Lesson 4
	Computed Items
	When working in Hyperion and using data from the Datamart it is often necessary to create computed items to get the data results you need. You can create computed items in the Query, Results, Table, Chart, and Pivot sections. Computed items can use ex...
	Please make sure you know the final computed figure you are requesting. You will definitely need to verify you’re scripting with the figure you are trying to capture.
	Computed Items Dialog Box
	You will see virtually the same computed items dialog box in each section of Hyperion. You will see fewer operator buttons in the Query section than other sections.
	Name – Name of computed item field. Please make sure another user can understand your name.
	Definition – Displays the expression of the computed item. You do not need to type an equal sign (=) at the beginning of the expression.
	Functions – Shows a list of function categories. Within each category are several functions available for use.
	Reference – Displays the items requested in the query section. Use this to grab the correct field name for your computed item.
	Options – The Options button enables you to define the data type for the computed item.
	Computed Items in the Query Section
	In the Query section, a computed item is a set of instructions to the Datamart server. For this reason, the Query section allows you to use computed items in a way that is not possible in other sections. Instead of creating a new data item or field, t...
	To add a computed item to the Query section:
	1. Right-click on the Request line, select(Add Computed Item. The computed item dialog box will open.
	2. Name your computed item. Make sure it is something other people will understand.
	3.  It is now time to fill in the definition area. You can either create your computed item from scratch, by using JavaScript syntax, or you can select(Functions…for specific function categories. Within these function categories are functions you can ...
	4. Select the function category and function within the category you want to complete. In this example, we are using the ‘Left’ function within the ‘String functions’ category. This will return a set number of characters from the left of the field.
	5. You will now have to fill in the blank fields appearing below your selection. In this option, you are able to pick a reference field, using the reference button. This way you will not make a mistake typing in the field name. This option also has th...
	6. Notice your computed item is now scripted automatically. Click(OK.
	7. The computed item is now on the Request line. To test your results, filter your Request line to agency 10700 as well as ‘return unique row’ and then process your query. This will make sure the results are what you expected.
	Computed Items in the ‘Results’ and ‘Table’ Sections
	When you create a computed item in the Results or Table sections, you are performing calculations on your desktop and not on the Datamart server. This differs from creating a computed item in the query section.
	The following example is shown in the file titled, ‘If Else Lesson 4’.
	To create a computed item in the Results or Table sections:
	1. Click on the ‘Result’ section called ‘If/Else Results Practice’, right-click in the body of the ‘Results’ section, select(Add Computed Item. The computed item dialog box will open.
	2. Name your computed item ‘Federal Funds’. Note: Best practice is to name it something you and others will understand.
	3. Select the ‘if’ function from the computed item window. This will start the computed item formula.
	4.  You should put your insertion line in the first set of brackets and then select(Reference. This displays a list of fields from your Query section. Select the desired field, as shown below, in the first set of brackets.
	5. Finish your computed item by using the operators and reference fields, as shown below.
	Modifying a Computed Item
	There may be times you have a need to modify a computed item, due to various reasons.
	You can always tell if an item is a computed field, in the ‘Results’ and ‘Table’ sections, because they will appear in a royal blue text color and have italicized font, as shown in the ‘Data Layout’ example below.
	To modify a computed item:
	1. Highlight or select the computed item column, right-click, then select ’Modify Column…’ or select ‘Modify…’.    Note: The modify option display varies depending on the section.
	2. Make your desired changes. Click(OK.
	Creating Computed Items in a Pivot Section
	You can create computed items or new facts in a Pivot report. You may find it more useful to create these computed items in the Results section because it seems to be easier to use the data in a Report section. Computed items created in the Pivot or R...
	The following example is shown in the file titled ‘ORBITS Intermediate Lesson 4’, and is located within the pivot section.
	To create a computed item in a Pivot report:
	1. Create a Pivot report, which contains ‘Row Labels’, ‘Column Labels’, and ‘Facts’. (Use the pivot report titled ‘Lesson 4 Pivot Computed Item Practice’ for this example.)
	2. In the Content pane, right-click, then select(Add Computed Item.
	There are many types of computed items and a few will be described on the following pages.
	Concat Function
	This function will join two strings or fields together to form an additional field. Use the plus (+) symbol to join multiple items together. The function is in the String category. The example below uses the PPDB Datamart and joins Work Phone and Exte...
	Ir_Work_Phone + ', Ext. ' + Ir_Work_Phone_Ext
	Left Trim and Right Trim Functions
	LTRIM is the left trim function, which returns a string with specific characters removed from the beginning. These functions are in the String category. The example below uses the PPDB Datamart and removes the ‘OR’ from the employee number.
	Ltrim ( Ir_Emp_No, 'OR' )
	RTRIM is the right trim function, which returns a string with specific characters removed from the end. The example below uses the PPDB Datamart and removes the ‘00’ from the end of the (5 digit) Agency Number.
	Rtrim ( Ir_Agency,'0')
	SUBSTRING Function
	Use this function to return a portion of an input string beginning at a specified starting point and defining the length. This function is in the String category. The example below uses the PPDB Datamart and displays the ‘Job Group Description’ withou...
	Substr ( J_Jobgrp_Ds, 5, 50 )
	Date Functions
	Several date functions are available to use in the Results and Table sections. The following table describes some examples of date functions. Many more are available within the Hyperion application.
	Math Functions
	Many math functions are available within Hyperion, which help to alter numbers. The following table describes some examples of math functions. Many more functions are available within the Hyperion application.
	The following exercise is shown in the file titled ‘ORBITS Intermediate Lesson 4’. Start within the ‘ORBITS Results’ section.
	Cumulative Function
	There may be the occasion when you want a column that shows a cumulative total. Hyperion contains the ‘Cume’ function within the ‘Numeric Functions’ category.
	When you create a cumulative column, you have an option to assign a break total. The cumulative amount will start at zero at each break. Make sure you sort your data set by the break column.   In the example below, the cumulative total is based on ‘SF...
	Numeric Functions
	Text Functions
	You can use Text functions to change the text case in the Results or Table sections. Text functions are available in the String category. The following example is using the Initcap function. This function returns a string with the first character of e...
	You can create computed items in a Report section in various ways; however, you may find it more useful to create these computed items in other sections, such as the results, table or pivot sections. Creating it sooner will allow the data to be analyz...
	The following example is shown in the file titled ‘ORBITS Intermediate Lesson 4’. A ‘Computed Item’ formula will be created in the body section of the Report, which will subtract ‘Leg Approved Budget’ from ‘FY Cum’.
	To create computed items in a Report section:
	1. In the Report, click within the table data area (body section). Then right-click and select ‘Add computed item…’.
	2. Select the necessary fields from the Reference column list (‘Leg Approved Budget’ & ‘FY Cum’). Double-click to input them into the formula definition area.
	3. Include a subtraction symbol (–) between the two fields.
	4. Rename the computed item to ‘Variance’. Click ‘ok’ to complete.
	5. Format the new computed column as necessary.
	Lesson 5
	Dashboards
	A Dashboard or an Executive Information System (EIS) page is an analytical tool a user can create to help users’ readily access data. The Dashboard can be as simple as directions on how to use the query or as complex as drop down option buttons and se...
	You can include the following in a Dashboard:
	o Result, Table, Pivot, and Chart sections
	o Reports
	o Hyperlinks to content
	o Graphic and text
	One of the main priorities of having a Dashboard is it hides the underlying sections of a BQY document and the inexperienced user does not have to understand how to move through all the different sections of the document. You can include graphics and ...
	The following example is shown in the file titled, ‘Building Interactive EIS Screens’.
	Dashboard Elements
	Sections – Results, Chart, Pivot, and Table sections from the active document. When you embed an existing section in Dashboard, the section is automatically resized to fit. You can resize the embedded section in the Dashboard pane if needed. In additi...
	Graphics – Lines, rectangles, ovals, and pictures for which you can set colors and border properties.
	o Line – Creates a line that you can rotate.
	o Hz Line – Creates a horizontal line.
	o Vt Line – Creates a vertical line.
	o Rectangle – Create a rectangle.
	o Round Rectangle – Creates a rectangle with rounded corners.
	o Oval – Creates an oval.
	o Text Label – Creates a text label you can use as a caption.
	o Picture – Enables you to insert bitmaps (.bmp extensions).
	Controls – Objects to include in the application interface for which you can set fonts and default values. Controls provide users a way to interact with the application and can be populated with values at design time or dynamically populated using Jav...
	o Command Button – To initiate or activate a process.
	o Radio Button – To select one from a group of choices.
	o Check Box – To toggle an option on/off or true/false. A check box either contains a check mark or is empty.
	o List Box – To list multiple values from which users can make one or more selections.
	o Drop Down – To list multiple values form which users can make only one selection.
	o Text Box – To gather and display user input.
	o Embedded Browser – To display external content by way of a browser.
	o Hyperlink – To link external content by way of a hyperlink.
	o Slider - A control that drives the data on an associated gauge or Live Chart.
	Creating an EIS Page or Dashboard Section
	You will often see this section called an EIS Page, as well as, Dashboard. In Hyperion, these titles are referencing the same thing.
	Note: The ‘Undo’ option does not always work in Hyperion. Save your changes often to prevent having to do your work over again.
	1. Create the necessary Query, Results, Pivots, Charts, and Report sections.
	2. Select Insert(New Dashboard.
	3. You will now be in a new Dashboard section. You will be in Design Mode, which enables you to view the Sections, Graphics, and Controls in the Elements pane. You can verify Design Mode by making sure there is a checkmark under Dashboard(Design Mode....
	Layout Tools
	Under the Dashboard menu option, resides a group of layout tools to help you create great looking Dashboard sections.
	Design Guides – Horizontal and vertical lines that you place in your section to help line up objects. Design guides are similar to grids in that objects automatically snap to align to the design guides. If you have your rulers visible, you can click t...
	Select Dashboard(Design Guides.
	A checkmark display next to Design Guides means they are visible. Toggle this option to turn them off.
	Grids – A layout that automatically snaps all objects to the closest grid spot.
	Select Dashboard(Grid.
	A checkmark display next to Grid means they are visible. Toggle this option to turn them off.
	Rulers – Horizontal and vertical rulers help you line up items based on units of measure. Available units of measurement include inches, centimeters, and pixels. You select a unit by clicking the measure indicator at the intersection of the top and le...
	Select Dashboard(Ruler.
	A checkmark display next to Ruler means they are visible. Toggle this option to turn them off.
	Dashboard Section Toolbar
	The Dashboard section toolbar provides icons, which enable quick use of the multiple Dashboard objects.
	Design/Run Mode – Toggles between Design and Run mode.
	Align – Aligns several objects at the same time. Object are aligned to the first object you select. Select the first object, then hold down [Ctrl] and select the remaining objects. Click the arrow on the Align icon and choose an alignment option:  le...
	Make Same Size – Resizes the selected objects to the same size. Objects are resized to match the first object selected. Select the first object, then hold down [Ctrl] and select the remaining object. Click the arrow on the Make Same Size icon and cho...
	Layer – Stacks a single object in relative position to other objects. Layer includes four arrangement options:  Bring To Front, Send To Back, Bring Forward, and Send Backward. Use this feature to layer multiple object so only the sections of the obje...
	Dashboard Section alteration
	The first Dashboard section inserted in a document is given a default name of Dashboard. Additional Dashboards are named Dashboard2, Dashboard3, Dashboard4, etc. You have three options of altering the Dashboard section and those are ‘delete’, ‘rename’...
	1. In the Section pane, select the Dashboard section you want to alter.
	2. Select the Edit menu and choose from the following options: (Delete Section, (Rename Section, or (Duplicate Section. You can also right-click the Dashboard section and click any of the above options.  If renaming the Dashboard Section, a dialog box...
	Type in your desired new name and click(OK.
	Command Buttons
	A ‘Command’ button is typically used to initiate or activate a process or action. Command buttons are actually very easy to set up and use. You can add command buttons to process queries, display Pivots and Reports, and to accomplish general maintenan...
	Note: You will want to remember that the ‘Undo’ button does not always work in Hyperion, so it is good practice to save often, as well as, test your command button to make sure it works properly, prior to moving forward.
	Add a Command Button to Process and Display Data:
	1. Open the file titled, ‘ORBITS Intermediate Lesson 5’, click on the section called ‘Dashboard Practice’ and make sure you are in ‘Design Mode’.
	2. Open the ‘Controls’ folder from the Elements pane.
	3. Drag and drop the ‘Command button’ item from the Elements pane to the dashboard. The dashboard will display a button titled, ‘CommandButton1’, as shown below.
	4.  Rename the command button. To accomplish this task, highlight and right-click the command button and select(Properties.
	5. Within the ‘Properties’ dialog box, change the Object ‘Title’ field to ‘Process Action’. This is what will display on the button within the Dashboard. Note: It is unnecessary to alter the ‘Name’ field.
	6. Now you are ready to add ‘script’ to start the action process of the document. To accomplish this task, highlight and right-click on the command button and select(Scripts.
	7.  Use the Object browser area on the left of the Script Editor to navigate to Application(Methods and double click ExecuteBScript, then inside the brackets of the new script, type: “process doc root”. Following the new script, click(Enter two times ...
	8. Continue to use the Object browser area on the left of the ‘Script Editor’ to navigate to Application(ActiveDocument(Sections. Then find the report titled, ‘LAB/Actuals by Compt Source Group’.
	9. Continue using the Script Editor and below the report ‘LAB/Actuals by Compt Source Group’, open the section folder called ‘Methods’ and double-click(Activate. The scripting code will appear in the scripting pane, as shown below. Click(OK.
	10. Do not forget to change to Run Mode and test your button. You should be able to click the button and view a finished report.
	11. If you have not logged into an oce, it will prompt you at this time.
	12. If you have a ‘Variable Filter’ set up on your query, it will prompt you to select a filter value. If not, it will process your query with the current selected filters.
	13. Verify the process worked correctly. Note: You should be viewing the ‘LAB/Actuals by Compt Source Group’ report.
	14. Alert instructor after successfully completing the exercise.
	Adding Radio Buttons to Display Values
	Radio buttons are typically used to allow a user to select one option from a group of options. When one button in the group is selected, the others in the same group are cleared. In the example below, we will give the user an option to pick different ...
	1. Open the file titled, ‘ORBITS Intermediate Lesson 5’, click on the section called ‘Dashboard Practice’ and make sure you are in ‘Design Mode’.
	2. From the Elements pane section, drag and drop the ‘LAB by Cross Reference Num’ Chart over to the Dashboard (format, if necessary).
	3. From the Controls folder in the Elements pane section, drag and drop the Radio Button to the Dashboard area.
	4. Open the ‘Properties’ of the radio button and change the title to reflect the type of chart you desire (For this example input ‘LAB Line chart’).
	5. Once your button is named, you can open the ‘Scripts’ editor by right clicking on the Radio button and selecting(Scripts.
	6. Use the Object browser area on the left of the script editor to navigate to Application(ActiveDocument(Sections. Find and expand your Chart section (In this example we will pick ‘LAB by Cross Ref Num Chart’.) Next, expand the Properties folder, and...
	7. Next, scroll down to the main option called ‘Constants’ and expand it. Then, expand the BqChartType group.
	8. In the Scripting pane, at the end of the first script language, type an equal’s sign (=) (It should show immediately after ‘ChartType’).
	9. Double-click(bqChartTypeLine. Click(OK. Review the screen shot on the following page to confirm the correct script code.
	10. Toggle to Run Mode and test your Radio button.
	11. Add two additional Radio buttons for this group. Add chart types for ‘Pie’ and for ‘Vertical Bar’. Follow the instructions above to complete this task.
	12. Review and test each Radio button to make sure they are functioning properly.
	Add a Drop Down Box to Display Values
	Use a Drop Down Box to display different data or reports to view. In the example below, we will develop a drop down list so we can click and view our Reports.
	Note: Be careful while inputting code into Hyperion ‘Script Editor’ because it is case sensitive.
	1. Click on the dashboard section and make sure you are in design mode.
	2. From the Controls folder in the Elements pane, drag and drop the ‘Drop Down’ function to the Dashboard area.
	3. Open the ‘Properties’ of the Drop Down box and change the Object name. Change it to Report_List; however, do not get out of properties section just yet.
	4. Click on the ‘Values’ tab and add the exact names of a few reports within the file. Once finished, click OK. Note: Resizing the width of your ‘drop down box’ will help allow visibility of each report name.
	5. Once your button is named, you can open the ‘Script Editor’ by right clicking on the Drop Down Box and selecting(Scripts.
	6. Type the following script in the scripting pane. When complete, click(OK.
	Note: Any item in italics, in the script below, is dependent upon how you labeled your reports and drop down box.
	Note: Copying script from another program can cause issues with the coding. Best practice would be to use the ‘Script Editor’ functions or manually input the code.
	//Open the report
	var x=Report_List.SelectedIndex
	string1=Report_List.Item(x)
	var MySection=ActiveDocument.Sections[string1];
	MySection.Visible=true
	MySection.Activate()
	7. Do not forget to toggle to Run Mode and test your Drop Down Box. If any of your report selections do not work, double check the spelling of the names. If you did not type them exact, the selection will not work.
	Add a Hyperlink to a Dashboard
	Often, it is helpful to have web site links just a click away, so that you can access data at a moment’s notice. The following steps provide detailed instructions on how to include a website (URL) link on a Dashboard.
	1. Click on the dashboard section and make sure you are in design mode. Note: ‘Ctrl D’ toggles to design mode.
	2. From the Controls folder, in the Elements pane, drag and drop the ‘Hyperlink’ function to the Dashboard area.
	3. Open the ‘Properties’ of the Hyperlink to change the Object ‘Title’ and add the web address URL.   Note: To open the properties, click once on the ‘Hyperlink’ icon, then right-click and select ‘Properties’.
	Change the Object ‘Title’ to State of Oregon website and add the URL:  http://www.oregon.gov/Pages/index.aspx.
	4. Do not forget to toggle to Run Mode and test your Hyperlink.
	Setting Dashboard Properties
	Use the ‘Properties’ dialog box to set properties for an entire dashboard section or for specific objects within a dashboard section. Many dashboard objects have unique properties. For example, a radio button has a Radio Group property and a List Box ...
	1. Click on the dashboard section and make sure you are in design mode.
	Note: For a specific object selection, click the individual object in the dashboard pane. To select the entire dashboard right-click on a blank area in the dashboard, making sure not to select a specific object.
	2. Alter the entire dashboard from the menu bar (Dashboard (Properties.
	3. The Properties dialog box will display. Move through each tab and alter various settings, as desired. Note: The following page displays and describes various property options of the dialog box.
	4. When finished, click(OK and review the changes.
	Available properties include:
	o Alignment – Horizontal and vertical alignment, text wrapping, and rotation.
	o Border and Background – Border color, width, style, shadow, background color, and pattern.
	o Font – Family, style, size, effects (underline, overline, double overline), and color.
	o Object – Name, title, visible, enable (control objects only), locked, scroll bars always shown, and auto-size. For embedded sections, view-only, active, or hyperlink.
	o Picture – File name, size, and effects for Dashboard background and graphic object pictures.
	o Tab Order – Object path an end user follows when they press the [Tab] in Run Mode.
	o Accessibility – User defined and auto generated descriptive text for each embedded section or graphic.
	o Values – User defined values that populate a list box, drop down, or text box controls.

