IP4 - Running reports HRIS

To assist with tracking and monitoring HRIS recruitment and personnel, reports can be
run from Discoverer Plus.

This guide covers the following process steps:
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Navigate to: Personnel Services > Using HRIS > System Availability & Login

Logging in

1. Click on under Discoverer. The Log in window opens:

2. Enter your Username (this will be ORACLE Dicavrr i
the same as your Oxford Username pye——

e. g . d dl nn 1 2 34) . Connect to OracleBl Discoverer
To connect to OracleBl Discoverer, click an a connection name or enter your connection details directly
Choose Connection

Create Connection

Details Connection Description Update Delete
3. Enter your Password.

Connect Directly A Retum to Top
Enter your connection details below to connect directly to OracleBl Discoserer

» Indicates required field

Connect To | OracleBl Discoverer M

4. Enter hrisprd into the Database e |
* Password |
» Database |
nd User Layer |
y Locale [Tacale retnaved from browser =]
5. Click .88, 0

Selecting and running reports

1. To help reduce the length of the list, enter part of the report name into the Name

Clear
contains field e.g. enter REC to find recruitment reports. Select |'—|to return to
the full list of reports.

f ™
|£:| Open Workbook from Database M
Choose atarget worksheet by browsing available workbooks and selecting a worksheet
View: | All Workbooks ~| (@ ~ | name contains: | |[cfar|
Workbooks:
MName = |Owngr |M0diﬁed |
[]---@ PERDEF0Z_FTC End Dates REPORT 06-Feb-2014 15:29 =
[]---@ PERDEP03_Appointment History REPORT 16-0ct-2013 09:28
[]---@ PERDEFO4_Mew starters’ emails REPORT 18-Mar-2013 16:00
[]---@ PERDEFO5_Employee Roles REPORT 16-Jan-2013 10:44 :
E]---@ PERDEPOG_Agency Workers REPORT 30-Jan-2013 14:31
[]---@ PERDEP07_Retirement planning REPORT 28-0ct-2014 08:46
[]---@ PERDEFOS_Academic Appraizals REPORT 07-Feb-2013 11:49
[]---@ PERDEP09_Academic Staff Listing (w... REPORT 27-Aug-2013 09:07
[]---@ PERDEP10_Cost Allocation (Funding)... REPORT 10-Mov-2013 10:38
[]---@ PERDEP11_R&R Scheme Eligibility REPORT 25-Feb-2014 09:22
[]---@ PERDEFZ20_Monthly Personnel Chan... REPORT 21-Jan-2014 08:56 =
Description
Mo description available
el Note: The reports in your list may —|
e . .
=Ep differ from this screenshot. What you |

see is dependent upon your access. —
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2. Where a report has multiple tabs, double Workbooke-
click on the report name or click on the + to [Name ~ T

display the list of individual tabs. PERDEP01_Staffin Post REPORT
-[7] Full data set
-] Full data set with cost allocation
-3 Full data set with allowances
-] Limited data set (Ad print)
- Limited data set with grade info (A...
- Limited data set with cost allocatio...
: -0 Home address and contact details
[T Summary totals by Division

3. Highlight the required report/tab and click .

7 Note: If you do not specify a tab when you select a report and it has multiple
@ tabs, the report will open on the tab which was run last. If you have not
previously run that report and you do not select a tab, it will default to run
the first tab.

4. The Edit Parameter Values window opens:

|2 Edit Parameter Values . | Note: The parameters will vary . - M
depending upon the report and,

where applicable, tab selected.

Select values for the following parameters:

Select a period start date (changes from this point in time)*: |

Select a period end date (changes up to this pointin time) *: ||

Select a primary department code(s) or leave blank to return all recards: | =All=

Select a primary department(s) or leave blank to return all records: |

Admin By department or division: (enter DEP or DIV, or leave blank to return all records) : | |

Select an employee status(es) or remove default to return all records: |’FIXED TERM', "OPEMN ENDED E}(|

Enter a personnel number or leave blank to return all records: | |

Enter a surname or part of name or leave blank to return all records: | |

Description

(Example: 06-MOWV-201 43
Wil he used in all warksheets for changes an effective dates, except person changes which uses audit date.

*indicates required field.

If a value(s) is mandatory it will be indicated by an (*). If a value is not mandatory you
can leave the field blank to include all values.

Some parameters can be entered manually e.g. a two character department code.
Dates can be entered by clicking on the calendar icon.

The Description area may provide further information when you click into a parameter
(see example above).
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= Note: If you only want to export the data to Excel and not review it first, it is
@ not necessary to enter the parameters at this point. Select Cancel. You will be
prompted to enter the required parameters during the export process.

5. Enter the required parameter/s or (if shown) click on to choose from a list of
values.

If you click on , the Select Values window will open. Items displayed in the
‘Selected values’ box will appear in the report. To edit the selection:

a) Click on ‘Selected values’. [&] select Values ﬁ|

Select all values ar select multiple values from the list. The values are

. . displ di 100,
b) To find a specific value, use the ISPIABE N Groups ©

*Search for’ box. Items displayed in O Allvalues
the ‘Selected values’ box will (® selected values:
appear in the report. Il searchin:

\ Search by: [Contains ']

. L. i [ Sgarchfor:| | Go
C€) To move an individual item select -
R [l Case-sensitive I

the Value and then ClICk on the | Displayed values: Selected values:

single arrow to select or de-select as

@ FIXED TERM |1 @ FIXED TERM
required. | @ LEAVER @ OPEN ENDED EXTERMALL
@ NON EMPLOYEE @ PERMANENT
@ OPEM ENDED EXTERN @ SELF FINAMCING
@ PERMAMENT @ @ WORKER
H @ SELF FINAMCING || €
d) To move all items b’etween the o worEn i«
Displayed values’ and the @ 7 APPRENTICETRAINEE
‘Selected values, boxes, click on @ 7 OPEN/PERM:MIGRATEL+|
the double arrows. ! ' L] ! [ I»
4 [1-15| ¢
(o [ canea |

e) Click or ‘Enter’ to run the

report.
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Navigation and Layout
(%) REPORT PERDEPO1_Staff in Post - OracieBl s

Awailable Rerns:

Tt E%NETC a8

PERDEP01_5Staffin Post

Departmant Code : T | Admenistensd Dy - DEF | Dmployes Status | WOH EMPLOYEE, WORKER

Persannal No | 00 Title | Sumame | Forenams Sex | Data OF Birth Latas! Start Datw | 0D Continuous Sarce Date | 0D Cuford Star Date | P O Post Number | Seq Ha nd Id loyea Status.

List |a CoraPersonnal Busingss Area

E+Z) HR Parson Master

- Ly Absence Fie

B - gy Access Profile

k- [ achual Arnualised Pay

- Ljip Actual Pay

B/ Age

B Ly Age Range

5 - Lgh A Cos1 Centre And Dest
= - Ly Amemative Bank Account 1o
- Lgy Amematio: Bank Address
3 - gy ARz mative Bank Namea

i - Ly A mathek Bank Sorl Code
5 - Lgh Amemiative Bic

- L ABemative Cosl Centre

i - Ly e matie Cost Centre Dese
[} - g Aemiative Iban

= - [y Atematioy By Method

5 - Lgh Aemative Pay Method Dest
% - Lgh Ampmatiee Pay Mod And Dest
B - Ljiy Amermiathve Pay Parcent

[« L& Amemnative Pay Value

=« Ly Msermative Payes Hame

# - gy Bank Actounl No

B -Eamhmmss

Selected ems:
P |

Lt Post Humibes i P [

-.ph Post Seguence

g‘“w“ﬁ“"""“ Please Note: Employees who do not have a cost allocation will not appear on this tab. For a full list of staff in post please refer to the Tull Data Set tab or the Limited data set (A4 print]’ tab.
gy Employes Status Desc
Lt Emplayee Sub Status Desc (L For futher information and guidence on wsing This report Dlease 540 T repirt GEBCTDUON: MWW Imin (B wiiper b
3 Condract Start Date
oty Target End Dale
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Removing the ‘Available Items’ and ‘Selected Items’ panes

To see more of the columns in your report you can remove the Available Items and
Selected Items from your screen view:

\ H I -
e From the toolbar select ‘View’ then un File Edit Format Tools Help

tick the two items.
'@? Q, v Available ltems Pane

v Selected [terms Pane

Toolpars »

v Status Bar

Availahle Ite

Expanding the report

Where a report contains more than 250 rows you may need to expand it to include all
rows. There are two ways to do this:

1. At the bottom of the worksheet you will v [Click here to retrieve the next 250 rows. |

have the option to click on __*_to
retrieve the next 250 rows.

@ Note: If your report is likely to return more than 500 rows, follow step 2.

2. Go to Tools > Retrieve All Rows. This File Edit view Format BeT Help
will return all rows for the parameters .
.@; Q ~ @ ﬁ i Dill ..
you have selected.
g E] Manage Links ...
Available ltems: Sort...
-!-’ = 2% % @; V Conditions...
Calculations...

ltems | Conditions | Ca Fercentages..

List @ CorePersonnel Bu Totals...
Farameters...

242 HR Person Master Parameter Yalues...
D Absence Fie
E;':‘Access Profile
[ Actual Annualis
D Actual Pay
% ane

Refresh Shest
v Auto Refresh

Show SQL...

@ Note: If you are exporting the report and do not want to review it first you do
not need to expand the rows. All rows will be exported.
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Working with parameters and filters

Viewing and refreshing parameters

1. To view the parameters that you have selected once you have run a report you can
either:

a) At the top of the report beneath the report name the parameters you have
entered will be displayed. These details will also be displayed at the top of the
page if you export the report to Excel.

OR

b) Click on 9 . The Edit Parameter Values window will open and the parameters
you entered to run the open report will be visible.

2. To change the parameters on an open report click on 9 . The Edit Parameter
Values window will open.

3. Enter the new parameters and click on or ‘enter’ to run the new report.

Page Items

Some reports include ‘Page Items’ which allow you to filter the data returned in the
report.

1. Click on the button next to ‘Page Items:’ to
view the list of options.

2. Click on the option you require and the report ?D =All>

will refresh to return the filtered data. =
12

Group sort

Some reports are sorted on certain data items to ‘group’ the data under specified
headings. This makes the data easier to view on screen but if you are going to export
the report to Excel you may wish to remove the group sort. This will make it easier for
you to enhance the data by adding pivot tables and/or filters for example.
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1. To remove the group sort from a single ¥ Vaoancy hame [ b vacancy | b Total Humber
Cc)Iumnl rlght ClICk On the relevant Column. Feseareh fesisant - EZ:Dvefroqurksheet
. =
The menu shown will appear:

Mave To ]

Format Data...
Format Heading...

2. Click on ‘Group Sort’ to de-select. The EditHeading.
data will then appear in every row. Format Table...

Conditional Formats .

Calumn Width
Calumn Auta Size

v Group Sort
v SortLow To High
Sort High To Low

Drill
Wanage Links...

_ | |
3. To remove the group sort from all columns Page tems: [/ sttus: <ai» -
in the report, click on the area shown. The ) Status | » Departmert ) vaoancy [0
entire sheet will be highlighted in blue:
2
g
4
4. Click on ‘Group Sort’ to de-select and wait for Page e [ e 0 <
the report to refresh. T r——
Copy
12 Format Data..
3 Format Tahle...
4 Canditional Formats...
5 column Width...

Column Auto Size

Group Sort
g | v SortlLow To High

10 Sort High Ta Low

Note: If you have already de-selected group sort on a single column you will
need to re-select then de-select in order for it to apply to the entire sheet.

Re-ordering columns
In some reports you can re-order the columns in Discoverer:
1. To move a column, click on the column heading and while holding the left mouse

button down drag the column across. The thick black line shows where the column
will be moved to:

Page ltems: I Status: =All= ¥

‘ b Status

¥ Departmert ‘ ¥ Wacancy 1D I ¥ “acancy Name ¥ Wacancy Status ¥ Total Mumber of Applicants
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2. Release the mouse button and wait for the report to refresh. The column has now
moved.

b Wacancy Status | b Vacancy Name b Total Humber of Applicarts

Page ltems: I Status: =All= ¥ ’

‘ b Status

b Department ‘ ¥ Vacancy ID

Opening a new tab

Some reports have multiple tabs for different purposes. Personnel reports have a full
data set tab which contains all columns, and is only suitable for reviewing on screen or
exporting to Excel. A limited data set tab contains a reduced set of columns and is
intended for printing.

1. To run one of the other tabs on the report you are viewing select the tab you want to
open. If the tab relies on different parameters you will be prompted to enter or
select the values you wish to include in the report - see ‘Viewing and refreshing
parameters’ on page 5 of this guide.

2. Click or ‘Enter’ to run the report.

Opening a new report

If you want to run a new report you can do so without exiting or closing the existing
report.

1. Go to File > Open or click on @

Edit View Format Tools Help

Tl Cirl-M jjj

DOpen...

2. Choose the new report that you want to run.

Close
— !Opens aworkbook

Save As... '
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Printing and exporting reports

Printing reports

& Note: If you have used Page Filters only the filtered data will print. Change
the status back to <All> if you want to print out all the data in the report.

1. Select File > Print... (2 Edit View Format Tools F
P Cirl-m
Open... Cirl-0

Save As..

Export...
Exporf to HTMWL
Export to Excel

Share...

Page Setup...
Print Prewiew

Brint...

Workhook Properties

Exit

Where there is the option, ensure you are on the Report (limited data set)
tab which is intended for printing.

1. Select ‘Current Worksheet’ or ‘Entire Pri E
Workbook’ (this will print all tabs). _
Print:
() Entire Workbook
2. Click on to ensure the format is © Qirent Vioriahoet
correct (it is generally advisable to [ Tebie
Page ftems:

change page setup to A3, landscape

and adjust size to fit to 1 page wide). s

() Print A)l Combinations
[ ] Automatically Resolve Issues that Occur During Printing

3. When ready to print click to

complete the printing process.

(oo ] (rowen) o] (o)

4. Enter or select the parameters you wish
to include in the report. If a value is
mandatory it will be indicated by an (*).
If a value is not mandatory you can
leave the field blank to include all
values.

5. Click or ‘Enter’ to print the report.
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Exporting reports

1. Select File > Export... The export B Export - Step 1 of 4: Select

wizard will open:
What do you weant to export?

O Entire workbook

@l urrent warksheet

2. Select worksheet/workbook as required
[v] Table

and click .

3. Specify destination, change the file name if required, then click . (The file
name defaults to the report name.)

Note: Data subject to the Data Protection Act must not be stored on your C:\
drive. You should choose an appropriate alternative location to save the

& report.
If you try to export the file again at a later date and save it to the same
location it will ask you if it is OK to overwrite the file.

B Export - Step 2 of 4: Format and Name E

What export format do you want to use?

Tsble:  [Microsoft Excel Workbook (*.xis) v

Where do you want to save the file?

Destination: | | [ Browse... ]

What do you want to name the file?

Neme: |PER DEPARTMENT - Monthly Personnel Changes |

4. Enter or select the values you wish to include in the report. If a value is mandatory
it will be indicated by an (*). If a value is not mandatory you can leave the field

blank to include all values. click .

Note: If you are exporting a file with multiple tabs and the tabs have different
parameters you will need to enter the parameters for each tab. The edit
parameters window will show the title of each tab (see below).
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Export - Step 3 of 4: Edit Parameter ¥alues

Pleaze select values for the following parameters for 'Perzon Changes"

Select values for the following parameters:

Select a Period Start Date (changes from this point in time)*:

Select a Period End Date (changes up to this point in time)) *: '25-SEP-2M2'

Admin By department or division: (enter DEP or DIV, or leave blank to return all records) :

Select a Department codels) or leave blank to return all recaords:

5. Finally, select the export approach Export - Step 4 of 4: Supervise
(the default of “Supervised” is
recommended):

Do you weant to supervise the export process?

@ Supervized
You will be asked to resalve any issues
that occur during the export process.
O Unzupervised

Dizcoverer will automatically run all gueries before
weorksheets are exported and will ignore all alert messages

6. When the export has completed [T x|
an Export Log will open:

Export complete

Files exported to: H:'\Repotts

H H Sheet Name File Name Status
7' CIICk on OK to fInISh FTCs duetoen.. PERDEPOZ_FTC and Fu...| Sheet exported success...

Open the first exported sheet

If the report has not returned any data the status column will show the comment below
against each of the applicable tabs.

|£ | Export Log
Export complete
Files exported to: HA
Sheet Name File Mame Status
Current Employ... PERDEP45_Employee A Mo data can be exported because there are no | =]
FOWS.

8. click L],
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& Note: If you have used Page Filters only the filtered data will export. Change
the status back to <AIll> if you want to export all the data in the report.

9. Open the file in Excel.

Note: Some reports contain macros to create the formatting and include
& colours to denote exceptions. In order to see the fully formatted report you
must enable the macros.

10.You may see the following yellow security warning at the top of the sheet.

y’ Security Warning Macros have been disabled. | Enable Content |

11. Click ‘Enable Content’ to enable the macros.

12. The following message will Security Warming R
appear. Choose yes or no (you
may need to refer to your local IT @ Do you want to make this file a Trusted Document?
Support for adVICe) ' This file is on a network location. Other users who have access to this network location

may be able to tamper with this file.

What's the risk?

"] Do not ask me again for network files Yes l [ No J

7 Note: It is possible that your local settings have been set up to deal with
@ macros. If the formatting is visible then you should be able to continue. If the
formatting is not visible, or you are in any doubt, speak to your local IT

support to check the policy regarding macros.

Logging out

1. To close the current report select File > Close.

2. To exit Discoverer select File > Exit.
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3. For both options the following message | e — - i
will appear:
? “You have insufficient privileges to save the current
H sworkbook to the databasze. Continuing will cause all of
| o wour changes to be lost. Do you want to continue?

a. click L2,
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Appendix - Working with Excel

Intermediate Excel skills will be an advantage when running and exporting reports from
Discoverer. Although you can make some basic changes to some reports in Discoverer
there is much more you can do in Excel to enhance the layout of the report. We have
included some simple tips here but if you are interested in expanding your Excel
knowledge there are courses available from IT Services. Further details can be found on
the IT Services website.

Please note: this is intended to be a basic guide. The HRIS Support Centre does not

support Excel so if you are experiencing difficulties or need further assistance in the use
of Excel please seek assistance from colleagues or contact your local IT support.

@ Note: We have included one method for making the changes described. We
recognise that there are alternatives which you may already be using.

Hiding and unhiding columns

You may want to view a limited version of a spreadsheet but not remove the data
completely. Hiding columns or rows enables you to remove them from view.

1. Highlight t_he column/s you want to hide. Home | mset  Pagelayout  Formulas
Click the right mouse button, choose
‘hide’. & cut Calibri BT
23 copy -~
e F Format Painter I u-E-5- ﬁ
. . . . Clipboard [} Calibri ~11 - A7 AT
2. To unhide, highlight the columns either - @ ;= . A
side of the ‘hidden’ column. Click right B1 M =
mouse button and choose ‘unhide’. A B ¥ | o c
1 Name Employee Nur t
2 |Thames 123 5@ Copy
i . 3 |lIsis 123 4 Paste Options:
Alternatively you can hover over the line
. . 4 |Kennett 123
between the two columns either side of the = | avon 123
hidden column and double click the right E
mouse button. 5 Insert
3 Delete
s} Clear Contents
You can also hide and unhide rows using 10 & Format Cels..
the same method 11 Column Width.
12 -
13 Hide
14 Unhide
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Deleting columns

If you no longer want a column included in a spreadsheet you can delete it completely.

Please note, once saved this cannot be undone.

To delete a column(s) highlight the
column(s) you wish to delete.

1.

Click on the right mouse button and choose
‘delete’.

You can also delete rows using the same
method.

3. Alternatively highlight the columns and from the
home tab go to ‘cells’.

4. Click on the downward arrow under ‘Delete’,
choose delete > delete columns.

You can also delete rows using the same
method.

Sorting data

Home Insert Page Layout Formulas,
B Calibri -
53 copy ~
Pafte # Format Painter £ u- | &1
Clipboard (7] Calibri  ~ 11 ~ A" 47
B1 ~(C[mlr=o-4A-
A B L c
1 |Name Employee Ny & Cut
2 | Thames|1234567 B2 copy
3 | Isis 1234568 [, Paste Options:
4 |Kennett 1233445 @ §
5 |Avon 1234456
? Paste Special...
7 Insert
E Delete
i Clear Contents
S ; T AutoSum -
= ] Fill -
Insver‘t Forrnat 2 Clear ~

Ex

N

Delete Cells...

Delete Sheet Columns

Delete Sheet

The order of data contained in a spreadsheet can be changed by ‘sorting’. E.g. you may
want to show the data in ascending order by surname or employee number.

In the header row click on the name of the
column you want to sort then go to the ‘Data’
Tab and click on

1.

(Do not select the entire column as that will
result in only that column being sorted)

Jut Formulas Data

El
Bl

Refresh
All -

sting
lections
Connections

] Connections
& Properties
&5 Edit Links

Nuance PDF

S F & Clear

& Reapply
Filter

Y ndvanced

Sort & Filter

Review View

8l

%] Sort

e | Employee No.

SortAtoZ

D
Employee No.
1233445
1234456
1234567

Dept
Paediatric

English

E Sort the selection so that the lowest
values are at the top of the column.

@ Press F1 for more help.

Sociology  Permanent

Fixed Term
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2. The data will be sorted alphabetically or numerically as applicable.

To sort by colour

1. Click on any cell that contains data. Fome TmeenPage Lajout | Formues | Data | Rewew | View " Nusnce POF
Go to the Data tab and click on Sort BRD G G BEcum T i
— From From From From Other Existing Refresh il Sort Filter % ) Text
Al Z Access Web  Text Sources  Connections | All- =2 EdifLinks 7 Advanced | coly
Get External Data Connections Sort & Filter
D2 [C £ | Fixed Term
[ 8 T D [ E F G 1
. 1 Name Employee No. Dept Employee Status
2. Using the drop down menus choose 2 [Thames 1233567 Englsh__Fixed Term -
. | — —— g
the following: =1 — |
[ %) add Level H X Delete Level ” 23 Copy Level ” al~ [ options.... ] My data has headers
Sort By - Title of the column that Sortby | Employee Stovs [~ | ell Golr -] ontor[]
contains the colour
Sort On - Cell Colour
Order - choose the colour you want . Lo Lo |

to sort by.

3. click Lo ]

Filtering data

Filtering enables you to edit the view of data in a spreadsheet. For example, if you have
run a report containing multiple departments, you can use the filter option to show only
specified department(s).

1. Highlight the contents of the spreadsheet "

Formulas Data Review View Nuance PDF
from the header row down - i.e. do not y B @ comectons S
include any rows above the header row. W e roperties 28T g reappy
ting Refresh R %] sort Filter 7
sctions | all = =@ Edit Links 47 Advanced
Connections Sort & Filter
. . | N
2. Go to the ‘Data’ tab and click on the Filter ;r"e | 5 — .
Icon. Title
Name Employee No. Dept Employee Status
Thames 1234567 English Fixed Term
Kennett 1233445 Paediatrics Permanent
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3. You will now see downward arrows in each

:L% j z Iﬁu HED 5 @ Co
column of the header row. = L o [ & oro
From From From From Other  Existing Refresh )

Access Web  Text Sources~ Connections Al = = EC

Get External Data Connectio

4. Click on the arrow in the column you want to
filter. All of the unique items in that column
will appear in a list (alphabetically or
numerically as applicable).

A3 - ( fé|Name
¢ [ o

=
@

Thames 1234567 English
5 |lsis 1234568 Zoology

1
2

3 |Name - |Employee Numb - | Dept -
4

5. Un-tick any that you want to remove. 3 Name - Employee Numb ~ Dept |~

4] sortatoz

. . il sertztoa
If there are multiple items and you only want

. . . Sort by Color ]
to view one, untick 'select all” and then tick !
the item/s you want to view.) "
3
| Text Filters » !
6. Click . ] Search pe
-~ (Select All)
| ¥l English
7. The column you have filtered on will now ﬂzﬂﬁ‘_di]a“ics
b ociology
. . x -
show a filtered icon ™. ™ Zoology

e

To filter on a colour

1. Click on the arrow in the column you want - T
to ﬁlter_ Employee Status El

Fixed Term 4l sortatoz
Permanent i sortztoa
Permanent
Fixed Term | . .
. , | Clear Fikter From “Employes Status
2. Choose ‘Filter by Colour". Fier by Color > | Fiter by Call Color

Text Filters » I:l

Search F‘ No Fill

Sort by Color »

3. Click on the colour you want to view.
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SUPPORT CENTRE

4. To restore the spreadsheet to show all data,

T

click on the

5. Click L%,

, click ‘select all’.

|
il

N N

4%

3 Name - |[Employee Numb - Dept

.Search el '

Ed

SortAto Z
SortZto A

Sort by Color 4

Clear Filter From "Dept” I

Text Filters 4

.-[vI English

[vl Paediatrics
(¥l Sociology
¥ zoology

I l Cancel

To toggle the text between upper and lower case

When you export reports from Discoverer the text sometimes contains a mix of upper
and lower case as shown in the example. You can correct this by applying a simple
formula in your excel document.

1. Insert a column to the right of the text you want
to amend (right Click on the column and select

Insert)

2. This will insert a new blank column.

3. Click in the first empty cell below the header row
and type in the following: =PROPER(A1) then

press Enter.

(Al refers to the cell you are copying as shown in
the example so if your text is in column B you
would enter B1.)

4. The text has been converted so that the first
letter of each word is in capitals and the rest is

lower case

A B \ c n
TIM THAMES & Cut
Kim KeNNet K3 copy
anna avon [ Paste Options:

lan ISIS &
Paste Specal.

Insert

Delete

A B
1 [TIM THAMES | =PROPER(A1)
2 | Kim KeNNet
3 |anna avon

4 |lan ISIS

A B
TIM THAMES Tim Thames
Kim KeNNet
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5. Copy the formula down the rest of the new
column. B
Tip: Double click the tiny black box at the bottom Tim Thames

right corner of the cell containing your formula.

’

6. We suggest you now replace the formulas with normal text. Copy the column that
you entered the formula into and paste values back into the same column.
Nothing will appear to have happened but the column now contains the corrected
text without the formulae.

7. You can now delete the column containing the mixed text. NB: Do not do this until
you have replaced the formulae in the entire column.

Tips:

To copy and paste text you can either Right click >

COPY > right click > Paste special and choose Paste Options:

‘values’ j 53 }& K ‘E =

or Right Click > COPY > right click and click on the
values icon as shown below.

Values (V)

The method will depend upon the version of Excel that you are using.

There are other formulae that you can apply to correct the text case as follows:

UPPER() - forces all letters to be UPPER CASE

LOWER() - forces all letters to be lower case
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