CPAIS QuickGuide:  Discoverer Reports


This QuickGuide shows how to run a CPAIS report using the Discoverer tool.  Whereas CPAIS “standardized” reports have a fixed-format and are intended for official reporting purposes (e.g., FRPP), Discoverer reports are user-customizable and are intended for more informal data retrieval.  

Run a Discoverer Report

	Logon to the CPAIS application.  When the main menu appears, select either the Real Property Management (RPM) or Real Property Accounting (RPA) topic from the navigation frame on the left.
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	In the content frame to the right, click the Discoverer tab ([image: image2.png] Discoverer



).  CPAIS will display a list of all Discoverer reports for that topic. 

Note:  Click the Show button ([image: image3.png]P Show



)to view a description and/or a PDF snapshot of the report.

Select the desired report by clicking on its name.  The report’s parameters page (sample below) will launch automatically.  
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	Enter parameters, as desired, and click the Apply Parameters button ([image: image6.png]Apply Parameters




).  Discoverer will run your report and display the results onscreen.

Note:  Other CPAIS tools (data entry forms, standardized reports, etc.) allow you to use the percent symbol (%) as a “wild card” to find close matches.  The Discoverer tool, however, gives you two dedicated parameter fields (“Starts With” and “Contains”) to find such close matches.  You may not use the percent symbol on the Discoverer parameters page.

	Sample Discoverer Report
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Customize Your Discoverer Report
Whereas the standardized reports have a fixed format, you may customize a Discoverer report’s output table in order to (1) control what records are used to generate the table and (2) display the output table any way you wish.  

Filters.  A Discoverer report’s filters allow you to control what records are used to generate the report’s output.  Often, these filters are a repeat of the parameters you entered when first running the report, although there may be differences.  You may customize filters in three ways:

	Change a Filter’s Value:   You don’t have to return to the parameters page to change parameters for this report.  You can make changes and re-run the report from the output page simply by selecting a new value from the dropdown box.  Discoverer will automatically re-run the report.  
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	Reorder Filters:  The filters’ left-to-right order may affect which records are used in the report.  Change a filter’s order by grabbing the filter by it’s “grab handle” (red oval).  Move it and drop it in the new desired location.  You must drop the filter on one of the lines (blue circle) that separate the filters – this can be tricky, so be patient.
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	Changing a Filter into a Table Column:  If you don’t want one of the filters determining your report’s output, you may turn that filter into a table column instead.  Simply “grab” the filter and place it in the desired location inside the table, as shown to the right.
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	Drop the filter as shown here to place it to the left of the Property ID table column.
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	Drop the filter as shown here to swap the filter and the table column, turning the filter to a table column and the column into a filter.
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	Drop the filter as shown here to place it to the right of the Property ID table column.


Output Table.  Like the filters above, you may customize a Discoverer report’s output table on the output screen, eliminating the need to launch a separate screen.  There are three ways you may customize the appearance of a Discoverer report’s output table:

	Changing a Table Column into a Filter:  You may decide that you want to use one of the report’s table columns as a filter to control what records are used to generate the report.  To turn a column into a filter, simply “grab” the column (red oval) and then drag it to its new location as a filter.  

You must drop the column on one of the lines (blue circle) that separate the filters – this can be tricky, so be patient.
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	Rearranging Table Columns:  You may change the order of the output table’s columns so as to organize the table to best suit your display needs.  Rearranging columns does not affect the report’s results.  

Simply “grab” the column and place it in a new location within the table, as shown to the right.
	[image: image15.png]



	Drop the column as shown here to place it to the left of the Property ID table column.
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	Drop the column as shown here to swap the two columns.  
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	Drop the column as shown here to place it to the right of the Property ID column.


	Sorting Records in the Output Table:  You may control how individual records are sorted in the output table.  This does not control the order in which the table’s columns appear, but rather the order of the records within the table.
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	From the link bar at the top of the Discoverer report’s output screen, click the Sort link.

	
	Refer to the sample Sort page below.  

[image: image19.png]2
3
4
4

Column

Sort Order

Sort Type

Installation No

Ascending ]

Group ¥|

Installation Name

Ascending ]

Group ¥|

Site No

Ascending ]

Group ¥|

Property 1d

Ascending ]

Normal x|

Ll L e el e

Ascending ]

Normal x|

Hidden

aja|a|n




Use the Column dropdown boxes to select the criteria by which you want to sort the records in the output table  (e.g., first by Installation No, then by Installation Name…).

Use the Sort Order dropdown boxes to sort records in ascending order (A-Z) or descending order (Z-A).

Place a check in the Hidden box to remove the column from the output table.

	
	Refer to the sample Discoverer report output below.
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Of special note is Sort Type.  Select “Normal” when you want to list each record individually, regardless of whether it shares information with other records.  

Select “Group” to group together those records that share information.  Records 2 and 3 at left both share the same Installation ID, Name, and Site – these three items are shown only once for both records.


Output:  Print to a Hard Copy or to an Electronic File
The Discoverer reporting tool allows you to send your report either to the printer (to obtain a hard copy) or to an electronic file in the format of your choosing.  Alternate file formats such as Excel or the various delimited formats allow you to further sort, format, and manipulate your report using another software’s functionality.  

	Print a Hard Copy:  Discoverer allows you to print a paper copy of the report on your local printer.
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	Click the Printable Page button that appears at the bottom-right corner of the output screen.  Discoverer will reformat the report in a more “printer friendly” format.
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	When the reformatted report appears, right-click on it to expose the menu at left (partial menu). 

Select “Print”.  A standard Windows print dialog box will then appear where you may select a specific printer, choose paper size, etc.  Click the Print button to continue.

	
	After printing, use your keyboard’s “Backspace” button to return to the Discoverer report’s original output page.

	Output to Electronic File:  Discoverer also allows you to export your report to another electronic file format (e.g., Microsoft Excel, HTML).  
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	From the link bar, click the Export Data link.

	
	[image: image24.png]What export format do you want?

Microsoft Excel Workbook (s} <

[Text (Tab delimited) (~bd) >;
CSV (Comma delimited) (*csv)
Fomatied Tex (Space delimitec) i)
Oracle Reports XML ()

DCS (Express Forma (“dles)

DIF (Data nterchange Format) (¢l
YLK (Symbolic Link) (*s1k)

[WKS (Lotus 1-2-3) ¢“wks)





	From the Export Data page, select the desired format from the list.  The default value is Excel, but you may select HTML, XML, or a variety of other formats.
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	Click the Export Data button.  Discoverer will launch the appropriate viewing application (Excel, Internet Explorer, etc.) and display your report.  

Use the application’s “Save” feature to save the report in its new format.
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