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Access a Report

There are multiple ways to access (open) a report once it has been scheduled or ran. Scheduling reports is the
recommended best practice to avoid time out issues and efficiently query data in the enterprise data
warehouse. For information about scheduling reports, please refer to the job aid WWA Schedule a Report.

The Home tab on the Bl launch pad will display the 10 most recent documents you scheduled or ran.

1. Select: Title to open report.

=>Hovering over the Title without
selecting it reveals the report:

o Title
Description
Type
Owner
Start Time
Duration
Status

{ WaTech

60479100

Home | Documents

» My Recently Viewed Documents
~ My Recently Run Documents

$ F1-001 - Distrib
¥ PAY-003 - HR Management Overtime Costs

i
of Payroll and Related Costs 'a

Title: FI-001 - Distribution of Payroll and Related Co:
Description: Employer payroll and benefit costs by

¥ QU-001 - HR Management Quota Activity

’ SA-001 - Position Detail This report contains the following views:
1. Agency Detail (default)

HPA-003 - Di Profik
¥ arsity Fofile 2. Roll Up by Sub object

¥ HPA-001 - Job Class Distribution

¥ HPA-011 - Projected Service Years VERSION: QA.6
Type: Web Intelligence
¥ HPA-007 - HR Management Age Distribution Owner:

Start time: Dec 15, 2017 1:11 PM
Duration: 45 seconds
Status: Success

$7 1HPA-006 - HR Management Manager to Staff

$7 HPA-004 - Diversity - New Hires

A history of documents scheduled can be accessed from the Bl launch pad Documents tab. Each instance is
time stamped so you can retain snapshots of data.

1.

2.
3.

Select: Title to highlight the
report without opening it.

Select: More Actions.
Select: History.

=>The History screen will open in a
new window.

= You can also right mouse click
the report title and select History.

4.

Select: Instance Time or Title
to open report.

WWA Access a Report

In this example, we selected the standard HPA-003 Diversity Profile report
from the Headcount and Personnel Actions public folder.
C WaTech

(36038570100

| Home Docamants |

View - MNew - Organize - Send - More Actions - | Details
My Documents [ Scheduls Title »

Folders

: ; ' | HPA-001 - Job Class Distribution
- Public Folders 49 History ¥ | HPA-002 - Classification Turnover
o Helpdack Web igencs & c : HPA-003 - Diversity Profile

& HPA-004 - Diversity - New Hiras

105 Cffice of Finandal Managems Document Link

Daily Reports HPA-005 - HR. Management Actions

HPA-006 - HR. Management Manager to Staff

| Daily Reports in ER - Wb Intslligence

HPA-007 - HR. Management Age Distribution

Diversity Compliance
HPA-008 - Layoff Activity

Financial Reports HPA-00 - Salary Range Distribution

Financial Reports - Web Intelligence HPA-010 — Service Ranges

2R 2 A ol A

IT Cost Reports - Project Types X and Y - Web Intelligence HPA-011 - Projected Service Years
TEMS Reports
Washington Workforce Analytics Reports - Web Intelligence

- Financials

| Grievance

" Headcount and Personnel Actions
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= Hovering over the Title without  In this example, we are hovering over the Title for the instance time stamped

selecting it reveals: Dec 1, 2017 9:33 AM to reveal the report details.

Titl ‘ History — HPA-003 - Diversity Profile i

o ite

° Status View Organize Send More Actions

¢ Start Time Instance Ti Title Statu

° Duration ¥ Dec 1, 2017 9:33 AM HPA-003 - Diversity Profile Success

° ¥ Nov 22, 2017 10:30 AM HPA-003 - Diversity Profile Success
Type v Nov 21, 2017 3:02 PM HPA-003 _2017] :::us""s‘::; i Lz s Success

O Parameters ¥ Nov 20, 2017 3:25 PM HPA-003_2017{ Start Time: Dec 1, 2017 9:32 AM Success

Duration: 58 seconds
Type: Web Intelligence
Parameters: 201706;3100

= To activate the History toolbar In this example, we selected the instance time stamped Dec 1, 2017 9:33 AM
and maintain instances without to deleteit.
opening the report, select the SRR ST

report icon 'F View ¥ | Organize = Send ~ | More Actions ~

Instance Time ~

Dec 1, 2017 9:33 AM

LM HPA-003 - Diversity Profile
# Nov 22, 2017 10:30 AM HPA-003 - Diversity Profile
v

Success
Nov 21, 2017 3:02 PM

HPA-003 _201706_2250

Succesg]
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