Steps to run Cohort Reports via Oracle Discoverer Viewer

1. Click Start ( JMU Applications ( Corporate Applications ( Oracle Reports ( Oracle Discoverer Viewer


2. At the login screen, enter your OSS username/password and OSS for the database name 


3. Select an Oracle Responsibility from the dropdown list box if you are prompted to do so, e.g. JMU Superuser.  


4. Click <Continue>


5. You are shown a list of Discoverer Viewer reports (workbooks). 
To refine the list to cohort reports only, in the Search text box, type the word Cohort, then click <Go> (see below)
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To return to the original list of workbooks, remove your search text and click <Go> again.

6. To run a worksheet, click the blue triangle to the left of the workbook name – this will display the worksheet(s) in the workbook
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7. Click the name of the worksheet to run it. For example, ‘Age’.
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8. You are prompted to enter parameter values. Type a parameter value directly into the text box or click the blue torch[image: image4.png]


to see a list of values. Note: Some lists of values take longer to load than others.
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----------------------------------------------------------------------------------------------

Example lists of values when clicking the blue torch

Some parameters only allow you to select one value using the option buttons (see below)
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Click the [image: image7.png](Sele



button to select your parameter value(s)








Other parameters allow you to select more than one value (see below)
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Highlight a value from the ‘Available’ list of values on the left. 
Click the [image: image9.png]


 button to move the value into the ‘Selected’ box
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button to select your parameter value(s)

----------------------------------------------------------------------------------------------

9. Click <Go> to run the worksheet

10. The next screen to appear should contain your data


11. Some reports have more than one worksheet – click each worksheet name to run the worksheet



12. To produce a preview of the worksheet in PDF format

Click the Printable page link in the Actions menu on the left of the screen. The following screen appears
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This screen lets you change the initial layout of the worksheet
Click the [image: image12.png]Page Setup



 link for further options (see below)
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Once you are happy with your settings, click one of the following buttons:
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 - To get a sample of how the data will look in PDF
 [image: image15.png]


 - click the link to view the sample
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 - To print the entire report in PDF format
  [image: image17.png]lickto view o save




 - click to view/save the entire report in PDF


Click ‘Return to Worksheet’ to return to the worksheet in Viewer.


13. To export the worksheet (to Excel, etc.)

Click the Export link in the Actions menu on the left of the screen.
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Select an export type from the dropdown list below, e.g. Microsoft Excel Workbook:
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Click <Export> then click the button shown below
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Click <Open> or <Save>

If you click <Open> the following message will appear
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Click <Enable Macros>

Your Discoverer Viewer worksheet will be loaded into Microsoft Excel in a new Web browser window. You are then able to save the file as a normal Excel spreadsheet (File ( Save As)

Click ‘Return to Worksheet’ to return to the worksheet in Viewer.


14. To re-run the same worksheet with different parameter values, change the parameter value at the top of the screen that contains the worksheet data, then click <Go>
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15. To run another workbook, click the Workbooks link at the top left of the screen. This will return you to the list of Discoverer workbooks
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16. When you have finished running the workbooks, please exit the application  by using the Exit link at the top right of the screen
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