[image: image47.png]



WEB PCMS DISCOVERER 

SCREEN OVERVIEW
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Revised by REE APC

December 2004

The material contained in this guide is used to supplement the information previously distributed by USDA for navigating the new Discoverer Web screens.

Questions may be addressed to REE APC either by telephone (301) 504-1733 or email (lwilson@ars.usda.gov)

Users must be knowledgeable of Microsoft Excel in order to print the completed reports.

Step 1.  Access to the National Finance Center’s Corporate System
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1. Enter NFC’s Corporate System using the following URL:

http://www.nfc.usda.gov/corporate/pcms.htm
2. To access Discoverer Application, scroll down until you locate “PCMS Production/Discoverer.  Click on “Discoverer”.  This will bring you to the [Create a Connection Screen].

Step 2.   Create a Connection and Description  
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1.  Connection Name and Description

a. Connection Name:  Enter a connection name, such as Discoverer Application

b. Connection Description:  Not required.   You may add a description to further define your connection.

c. Locale:  Select Locale set in user’s browser.

2.  Database Account Details

a. User name:  Enter LAPC or AAPC name

b. Password:  Enter the unique assigned password of the user

c. Database:  Enter  “pcmsprod” which stands for PCMS Production Database.

3.  Click [Apply].
Step 3.  Connect to Discoverer.
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In the “Connection Box”, click on Discoverer Application.  Go to Step 4.

Step 4.   Connecting to Discoverer.
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Notice:  Your username was stored when you created the connection.

Enter your password and click on [Connect].

Step 5.  Create/Open Workbook.  
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At this screen, you can either create a new workbook or open an existing workbook.  From this point, the functionality of this screen is the same as the Client Server Version of PCMS.  

REMEMBER to always open and create a workbook in the database.

Step 6.   Sample of Workbooks in Database

[image: image6.png]A OracleSiAS Discoverer - Microsoft Intemet Explorer
Fle Edt Sheet Tools Graph Help

DGO S IMOPNM 91l @Z

Choose a workhookto open

|ARD434.CARDHOLDER MONTHLY RECONCILIATION REP¢
|ARD434.CARDHOLDER MONTHLY TRANSACTION COMPAF
|ARD43ALAPC MONTHLY USER MESSAGES REPORT
|ARD43AMONTHLY PURCHASE CARD MASTER FILE
|ARB432AAINTRAMALL USDA-ARS DB INFORMATION 01-28
|ARB432AANAA ETHICS OFFICE QUARTERLY REPORT
/AR STAFFINAL 1IST OF UNAPPROVED TRANS AY DATF

B
Description
No description available

i [T (open ) (cancal )

st | & 4 O G || B #0..| £90w[ET0-| || peskien | [My Computer »|EINF B S TADDD & 11:304M





Using your mouse, select and click open the desired workbook from the dialog box.

Step 7.   Running the Query
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On the Menu and Tool Bars, click on each item for available options.  

Open an existing workbook.  If you are opening an existing workbook, you can select “Yes” and continue.  The system will prompt you for additional information if you have set date parameters for your query.  NOTE:  The web application does not save the date parameter information.  Select “Finish”.   Proceed to Step 6.

Create a new workbook.  

1. Display information - Choose the display format

2. Select items - Select the items you wish to include in the workbook.  Use the arrows to add and remove items from the selected list.

3. Table layout – click and drag column headings to arrange the layout of the columns.

4. Format -  Format the data or heading and/or edit the data or heading.

5. Conditions – Define conditions to limit your query results.

6. Sort – Select columns to sort your workbook.

Select “Finish” and proceed to Step 6.

7. Step 8.   Enter Date Parameters, if applicable.
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Click [OK].  Your query will begin processing.

Step 9.   Example of Query Running.
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Step 10.   Sample of Finished Query
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Steps 10 through 10c shows options available from the menu bar. Refer to an explanation of the Main Menu and Tool Bar buttons on pages 24 and 25 of this guide.

Step 10a.
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Step 10b.
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Step 10c.
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Step 11.   Exporting File to Microsoft EXCEL.
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In order to print your query, the query must be exported to Microsoft Excel.  Follow steps 1 through 4 on the following screens.

Step 12.   Export Wizard.

[image: image15.png]F

ile Edi Sheet Tools Graph Help

VDGO S IMMAM 9l IS % &7 &K

B Export Wizard Step 1 of 4 Select Objects ——

This wizard exports Discoverer data

Wihich worksheets do you want to export?

nt
ctions

® Cunentworksheet
© allworksheets

What do you want o export?

© Both Graph and Table / Crosstab
® Table ] Crosstab only
© Graph only

(e [ net

) (o o)

20 Rows per Page

&

p @ @\ e |@n |an, |au | [Deskiap | My Computer | EAN B 54 TADDD & 1203PM





Export the current worksheet to Excel.

Select the format.  Most of the tables we have created for you are in the Table/Crosstab format.

Click [Next].

Step 13   Define File Details  

[image: image16.png]File Edi Sheet Tools Graph Help

VDGO S IMMAM 9l IE % & T &K

“The graph will be exported in gifformat.

Where da you wantto save the file?

2 Export Wizard Step 2 of 4: Define File Details (x]
= What export format do you want for the Table { Crasstah? =
Wicrosof Excel Workoook (s e
I

CININDOWSAged Transaction Report xis

oo

(k[ met ) ( Enen  (_canal )

20 Rows per Page

&

p @ @\ e |@n |an, |au | [Deskiap | My Computer | EAN B 54 TADDD & 1203PM





Select the Microsoft Excel Workbook (*.xls) format.  Remember where you save the file.

Step 14.  Edit Parameter Values.
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Use the same date parameters you initially selected to run your query.  

Select [Next]  

Step 15.  Query Supervision
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Select if you want to run the query supervised or unsupervised.  The instructions are self-explanatory.

Click on “Finish”.

Step 16.   File Exported 

[image: image19.png]File Edit Sheet Tools Graph Help

A Y eSS IDDOEHm 9 d ME%EHT &R

%0 [Rea [Unit [ sub | account [Acton | GarchoiderNams [Program
Unt | Number | Gode Cote

3 Exporing Shoet: Sheet x

ot [10 |00 |ooooo]oor !

Retrieved 821 Rows

———————
00000 |00t I
Elapsed Time: 00:00:05

Transaction | Count
Amount  Transactions
UM

$175.00 1

$76350 1

00000 |00t

527185 1

Subtotal for | Subtotal for
Unitoo: | Unitoo: 3
$860.45

Totalfor | Subtotal for
Reg1l: | Reg10:3
$860.45

Totalfor Ag | Grand Total
01:§86045| forAg 01:3

20 Rows per Page

& [ Eporing gata.

&

& A0 4 || o] 0. E100][E70 || Deskton ]| My Computer ”HBN&! 24 DATOD S 1205ru





Step 17.   Export Log

[image: image20.png]File Edi Sheet Tools Graph Help

WYY S IDOBE 9 4 DELHT &)

8 Export Loy ]

U Ewortcomplete

Ag | Reg Count

Transactions

Files exported to: CWINDOWS
o [10 foo

shest 1 Aged Transaction Report... Shest exported successiully

| subtatal for
Unit00: 3

| subtatal for
Reg10:3

¥ Ogen the first exparted shest

Grand Total
TorAg01:3

20 Rows per Page

A
BN

I
; T ————

g @ @\ e |@n |an, |au | [Deskiap | My Computer | EAN# B 54 DADDD & 1205





Notification of successful exportation of file.  Note file name.

Access Microsoft Excel and locate file.  Open file to print and make any desired modifications to print your file in “Page setup”. 

Explanation of Main Menu and Tool Bar
A.   Main Menu

The main menu displays across the top of the application window.  This menu provides options editing your workbook
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	[image: image22.png]New.
open

close

sae

Save s

Sehedule

print

Eort

Exporto HTHL
Bxporto Bxcel
Wanage Workbooks
Ext

ctilsN
cti+0

ctivs

CHrivp




	Options to take action on the current workbook.

	Edit
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	Options to undo edit. 

	Sheet
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	Options to take action on the current worksheet.

	Tools
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	Options to modify the workbook.  These correspond to certain steps you initially performed using the wizard.

	Graph
	[image: image26.png]EditGraph
Delete Grapn
Digplay Graph

¥ Fitto Window

¥ Show Legend
¥ Show Toolbar




	Options to create a graph manage an existing graph. 

	Help
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	Options to view reference material.


B. Tool Bar

The tool contains a row of buttons for performing workbook functions in Discoverer. 
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	New Workbook
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	Close the current workbook and launches the Workbook Wizard.

	Open
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	Open an existing workbook.

	Save
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	Save the current workbook.

	Print
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	Print the current workbook.

	New Worksheet
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	Add a new worksheet to the current workbook.

	Duplicate As Table
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	Create a duplicate of the table display and display in a cross tab format.

	Duplicate As Crosstab
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	Create a duplicate of the crosstab display and display in a table format.

	Edit Worksheet
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	Edit criteria originally entered in the Workbook Wizard.

	Table Layout
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	Apply a layout to the existing table.

	Refresh
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	Refresh the current display.

	Graph Wizard
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	Open the Graph Wizard to create a new graph.

	Sort
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	Apply or modify sorting to the current workbook.

	Totals
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	Apply or modify totals to the current workbook.

	Percentages
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	Apply or modify percentages to the current workbook.

	Calculations
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	Apply or modify calculations to the current workbook.

	Conditions
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	Apply or modify conditions to the current workbook.

	Export to HTML
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	Export the data in HTML format.

	Export to Excel
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	Export the data in Excel format.


