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Insight: Using Reports and Dashboards Overview

Insight: Using Reports and Dashboards provides an overview of Insight, the
National Finance Center’s business intelligence solution that provides integrated
data and flexible analytics to drive strategic business decisions.

Insight: Using Reports and Dashboards Objectives
By the end of this course, participants will be able to:

Describe the purpose of Insight as a reporting and analytics solution
Describe how data, reports, and dashboards are structured in Insight
Identify key features of Insight’s basic navigation

Demonstrate how to access, run, and export reports and dashboards
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Be respectful of other .
- rticiants (5) Give helpful feedback

Keep us on schedule _ Turn off your cell phones
with timely returns from \ and refrain from checking
breaks email
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Please introduce yourself, providing the following information:
e Name

Organization or Agency

Description of position

Fun fact about yourself
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Insight Overview
This chapter will review the purpose of Insight and how Insight provides users
with advanced reporting and business intelligence capabillities.

Insight Overview Objectives

By the end of this chapter, you will be able to:

e Describe Insight and the value it provides for strategic reporting and decision making
¢ I|dentify the data sources available within Insight

e Describe Insight security and access
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View an introduction of Insight at:

https://www.nfc.usda.qgov/Insight/images/Insight-
At A Glance.swf



https://www.nfc.usda.gov/Insight/images/Insight-At_A_Glance.swf
https://www.nfc.usda.gov/Insight/images/Insight-At_A_Glance.swf
https://www.nfc.usda.gov/Insight/images/Insight-At_A_Glance.swf
https://www.nfc.usda.gov/Insight/images/Insight-At_A_Glance.swf
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Instructions: In groups of three, discuss the following questions and be
prepared to share with the group.

« What is your role in running or creating . . .

reports?

 What reports do you run or create most
often?

» Are there instances in which you would
like to have several reports that you run
in one place?

 What are some trends or reports that
your managers would want to see over
time?

10
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What is Insight?

Insight is an enterprise-wide data warehouse and reporting solution with advanced
reporting and business intelligence capabilities.

How does Insight work?

Insight enables customers to make data-driven strategic decisions by providing a
full range of functions from operational reporting to executive dashboards and
predictive analytics.

Integrated data warehouse allows users to see data in a consolidated view
Common reports serve as templates for users to customize to specific needs
Ad hoc reporting enables users to build reports tailored to unique requirements
User-friendly functionality results in increased efficiency in report creation

What's in it for me?

Insight is a cutting-edge solution that is accurate, reliable, and agile. System
functionality eases reporting whether a user is running an existing report,
responding to ad hoc reporting requests, or using reports for strategic planning.
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How Insight Works

Insight combines multiple data sources in one reporting application so
users can view data in new ways and engage in strategic reporting.

Data Sources Integrated Within Insight User Created Reports
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Insight’s integrated data warehouse enables users to build reports and
dashboards with data from the following sources:

Administrative Billings
and Collections System
(ABCO)

Payroll Accounting
System (PACS)

Personnel

Personnel History
(PERHIS)

Salary

Table Management
(TMGT)

ABCO provides billings for administrative accounts receivable and provides
internal accounting control and reporting.

PACS provides biweekly net salary payroll data for salary payments and
employee leave after the Pay Computation System (PAYE) runs. It also
provides Time & Attendance data for an employee (Note: Equivalent to
PAYTA in FOCUS).

Personnel contains employee profile information and processed personnel
actions such as transfer, promotion, accession, performance appraisals, etc.
(Note: Equivalent to PAYPERS in FOCUS).

PERHIS contains historical payroll and personnel information.

Salary provides the payroll actions processed each pay period (Note:
Equivalent to PAYPERS in FOCUS).

TMGT provides table records (reference data) containing selected data
elements from the payroll/personnel, financial, and administrative systems.

13
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Insight security and access protocols provide tailored access to data
based on Agency Security Officer (ASO) approved authorization. This
Influences:

Whose data you can see
* Organization level: Department, Agency; Available Organization levels 2-8

« Personnel Office Indicator: Department, Agency, POI

What data you can see
e Sensitive Information: e.g., SSN, Disability, ERI, etc.
* Non-sensitive Information: e.g., OCC Series, Hire Effective Date, etc.

What you can do in Insight

* Insight Consumer: Run existing reports and dashboards, and
edit dashboards

* Insight Author: Run existing reports and dashboards, edit and
create new reports and dashboards using ad hoc functionality,
manage permissions for saved folders
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Insight tailors users’ view of data based on the level of the organization
(e.g., department, agency, etc.) they have access to.

User has access to data at the highest level

based on their department code. The user will be
able to view all organizational codes under their Department
respective department code.

User has access to data at the agency

level. The user will be able to view all

oraanizati ) . —
ganizational codes under their respective

agency code.

Agency Agency
(Org Level1) (Org Level1)

User has access to data at
organizational level 2. The user will
be able to view all organizational Org Level
codes under their respective 2
organizational level 2.
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——— Access at the Department Level

Leave Data and Usage Managerial Report
Leave Data and Usage Managerial Report

* Department Code Agency Name Org Lvl 2 Org Lvl3 Org Lvl 4
Ds = e n Values)

|4

(Al Colurnn Walues) |»| (8l Column Values) =)

Org Lvl 5 -FIULL """"""""" Org Lvl 8 POI
(Al Column Values) |+ (all Column values) [+ (&l Column Values) =/

3
&
=

&

4

Agency for Service Ares 1
Pay Plan
(Al Column Values) |+

Agency for Service Area 10
Agency for Senvice Area 11 fnn Values) | x|
Agency for Senvice Ares 12
Agency for Service Area 13 Fmployment

Agency for Service Area 14 on Values) L]

Type of Appointment
(all Column Values) |/

0K || Reset~

Edit -Refresh - Copy

Access at the Agency Level

Leave Data and Usage Managerial Report Home | Catalog | Favorites ~ | Dashboard

Leave Data and Usage Managerial Report

* Department Code Agency Name org Lvl 2 Org Lvl 3 Org Lvl 4

DS hdl ki : = i mn Values) = (All Column Values) »  (All Column Values) |
|

orgivis (r::-"‘ i‘?!qw Rl | — 7 org LVl B POI

(All Column Values) = mn Values) = (All Column Values) = (All Column Values) v

Agency for Service Area 7

Pay Plan Eearch...

(Al Colur values) v, VT vaises) .

Type of Appointment  Work Schedule Type of Employment

(All Column Values) = (All Column Values) =/ (Al Column Values) =

OK || Reset v
Edit -Refresh - Copy

Report prompts provide users with all org
levels within the department.

Report prompts provide limited org levels for
a specific agency.

16
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Users’ tailored access to sensitive information impacts the view of
common reports and dashboards and what data is visible in ad hoc.

Access to Sensitive Information: ~  No Access to Sensitive Information:
Common Report/Dashboard Common Report/Dashboard
I;E Demographics New Hires by Diversity Demographics I\NEW HirmbySuperiorQual'rﬁcaﬁons\| New Hii Fkforce Demographics © New Hires by Diversity Demographics '.\New Hinshy&]perimQual’lﬁl:aﬁumw New Hir
Disabity Code Distribution Disability Code Distribution

Mo
Handicap/Handicap WV
Mot Identffied

Disability Code SF 256 Category
=]

Disability Code SF 256 Category

Vi |/ Visi 1
Conditio
Count of Employees
Dashboard populates with Dashboard summarizes data
sensitive information. to mask sensitive information.

17
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____ Access to Sensitive Information: ~ No Access to Sensitive Information:

Ad Hoc Environment Ad Hoc Environment

Criteria I\Rfﬂ.lms\i Prumpts\| Advang

Criteria J\Remlts\i Prumpts\‘ Adval

= Subject Areas = 6 = Subject Areas 2 ) ﬁ
B ([ workForce Profile - E [{@) workForce Profile i
|23 Accounting Office Location F [23) Accounting Office Location
[ Appaintment Type | [ Appointment Type i
[ App Nature of Action Code |~ 3 App Nature of Action Code | =
[ calendar Time [ Calendar Time
[21 Contact Point Location i [+ [ Contact Point | gcation c
Contact Point [ Contact Point
[ Disability Code [3 Duty Station Location
Duty Station Location mployment Type
[ Employment Type [ Employes Profile
e e Dot e el P i

Users have access to
sensitive information in
the ad hoc
environment.

Users do not have
access to sensitive

information in the ad hoc

environment.

18
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The Insight Consumer and Insight Author roles tailor the actions a user
can take in the application.

Insight Consumer Insight Author
Access Common Reports v v
Access Common Dashboards v v
Edit Common Reports 4
Edit Common Dashboards v v
Create Ad Hoc Reports v
Create Ad Hoc Dashboards v
Save to My Folders v v
Save to Shared Folders v

19
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Insight Consumer Role:
Running Reports

Leave Data and Usage by Employee_Drill Home | Cata

Leave Data and Usage by Employee

Org Structure: D5
SEPARATION_ACCESSION_TYPE is squal to 0, 3

Employee
Name
Feathers, Karen D

Grade/Step $6 sort Column >

D5010100000000000000 |1192 Keep Only >

Remove »

D5010100000000000000 (1192 GS 09/1 Hoffman, Alan NMN 0301

Show Subtotal >

D5010100000000000000 {1192 GS 15/10 Karin, Dunbar R. 0301

Show Row level Grand Total  »

Exclude column
Hide Column

D5010100000000000000

1192 Maria, Fawaz NELL

D5010100000000000000 (1192 ES 0o/o Patrick, Bridge A

Users can make minor changes
to the appearance of a report.

Insight Author Role:
Running Reports

G Bha® | F- 3% EHh F@EE 8

“B| Compound Layout
ion
boe (|
I Pay Employee 0Occ AL bl AL
Org Structure POI Grade/Step N Used
lame:
DS010100000000000000 (1192 Feathers, Karen | 0399 Earns 4 Hours
3 D Of Annual
3 DS010100000000000000 |1192 GS 09/1 Hoffman, Alan 0301 24.00
7 E DS010100000000000000 |1192 GS 15/10 Karin, Dunbar R |0301 18.00
of Annual
Leave
DS010100000000000000 |1192 GS 15/2 Maria, Fawaz 0301 Earns 6 Hours  |88.00 212.50
NELL Of Annual
Leave
D5010100000000000000 (1192 ES 00/0 Patrick, Bridge A | 0301 Eams 8 Hours | 168.00 256.00
Of Annual
Leave
K I DS010100000000000000 |1192 GS 15/10 Rawlings, 0301 Earns 6 Hours  |96.00 48.00
Kathryn Of Annual

Users have access to the ad hoc
editing page to customize reports.

20
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——— Insight Consumer Role:
Ad Hoc Environment

oards v Bs Open v | Si

Published Reporting

Actionable Intelligence
Action

W]m)
oo

bs by Wor S Tr——

Open | More «

Users do not have access to the
ad hoc environment to create
new reports, filters, etc.

Insight Author Role:
Ad Hoc Environment

Home | Catalog | Favorites ~ | Dashboards «

ires - New Hires by Dive...
More ~ Open | Mores

Jires - New Hires by Sup...
More

el Report New Hire Listing
Edit | More Open | Edit | Morew
fires Dashboard Rpt

Edit | Morew

Mar

endations are currently available. Most Popular items will be displayed

New Hires - New Hires by Wor.
Qg

I B8 kP1 watchlist

[ELE | Bs open v | Signed In As Fadilil

Analysis and Interactive Reporting
(5] Analysi
Dashboard
7 Filter
Dashboard Prompt
S Condition
Published Reporting
Report
Report Job
% Data Model
Style Template
[Z] sub Template
Actionable Intelligence
& Agent
Action
Performance Management
Scorecard
8 «e1

Users have full access to the ad
hoc environment to create ad
hoc reports, dashboards, filters,
prompts, etc.
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1. What is one benefit of Insight?
a. Integrated data warehouse
b. Common reports to serve as a template
c. Ad hoc reporting capabilities
d. Increased efficiency in report creation
2. What is one data source that is currently available in Insight?
a. ABCO, PACS, Personnel, PERHIS, Salary, and TMGT
3. What are the three categories that define a user’s security settings
In Insight?
a. Whose data you can see (Org Level and POI)

b. What data you can see (Sensitive and Non-sensitive)

c. What you can do in Insight (Consumer and Author)

22
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Insight Overview Review

Insight Overview Accomplishments

Having completed this chapter, you should now be able to:

e Describe Insight and the value it provides for strategic reporting and decision making
¢ I|dentify the data sources available within Insight

e Describe Insight security and access

23
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Understanding Data in Insight Overview

This chapter will review the way users interact with data in Insight, the frequency
of data updates in the warehouse, and resources available to support
understanding of data in Insight.

Understanding Data in Insight Objectives

By the end of this chapter, you will be able to:

e Describe how data elements are organized in Insight

e Describe the different types of data elements in Insight

e Describe the Insight data loading cycles

¢ |dentify where users can access a detailed description of available data elements

26
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Data is structured according to a hierarchy of information, from the
broadest view to the most detailed view.

Subject Area

S I.Ih'j act Area « The Subject Area is the broadest category of data.

* The Folder is a common theme by which data elements
are structured in a Subject Area.

» Folders can appear within multiple Subject Areas.

Data Element

» The Data Element is the building block for reports.

» There are three different types of data elements visible
within the ad hoc environment.

Value

* The Value is the individual piece of information reported
for a data element.

» Values can change as data refreshes in Insight.
27
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The hierarchy of information is demonstrated within the Subject Areas
pane in the ad hoc report editing page.

FISubject Areas T
[§E| T3l WorkForce Profile Subject Area: Workforce Profile
I [£3 Accounting Office Location
! Iﬁq:lp Mature of Action Code
-ﬁﬂppmtmenﬂwe Folder: Appointment Type

= E APPOINT TYPE DESCR

@ Competitive-Career, ¢| |
@ Competitive-Career, < Data Element: APPOINT_TYPE_ DESCR
@ Competitive-Tempora
@ Competitive-Term, Ta
@ Excepted-Indefinite, E
@ Excepted-Permanent,
@ Excepted-Temporary,
@ Expedite
B Appointment Type Descri|

[ Calendar Time

[[3 Contact Point

[[3 Contact Point Location

Value: Competitive-Career, SES Career

28



LB Finance.
Types Of Data Center

U. S. Department of Agriculture
N E W O RLEANS L A

There are three types of data elements in Insight represented by unique
icons.

Description _Example | Icon

Measure Hepresents numeric data values that can change * Employee Count
based on the scenario and can be aggregated.

Hierarchy HRepresents related values that allow a user to drill-  * Location =
down into more detailed levels of the data. o

* When users create a new report with a hierarchy data
element, the report will vield a pivot table

* QOnhly one hierarchy can be used within a =single report
* Hierarchies should not be used as prompts

Attribute  Represents the largest set of data within insight. Time:
There are three types of attribute data, including: . Eﬂ‘f tl:'ﬂrlﬂd
umber
* Time: Represents various dimensions of time
 Source System: Representz data pulled from the Source System:
mainframe system * Occ. Series

 [nsight: Represents data created specifically for

inzight not previousty housed in other data sources Insight:

* PATCO Code
Description
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Data Loading Cycle

Insight data updates align with traditional NFC PINE, ABCO, and BEAR
updates.

March 2013

% &%
Ty

18

S0 Ak bt B

Pay Period 4 Pay Period 5 || Pay Period 6 [

.BEAR = ABCO ‘ PINE ¢ Insight Biweekly . Insight Weekly * Insight Daily 30
Update Update Update
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Insight includes a Data Refresh Report that users can access to validate
the last date data was updated in the warehouse. The report is

structured by Subject Area.

Data Refresh Report

Subject Area Ad-Hoc Table
Personnel Accounting | ABOVE_EARNINGS_PACS

Load Frequency

BIWEEKLY

Last Loaded
February 27, 2013

March 04, 2013

March 18, 2013

APPOINTMENT_LIMITATION_PACS BIWEEKLY

February 27, 2013

March 04, 2013

March 18, 2013

APP_CHRG_PACS BIWEEKLY February 27, 2013
March 04, 2013

BOND_PACS BIWEEKLY February 27, 2013
March 04, 2013
March 18, 2013

CHAR_CONTRIBUTION_PACS BIWEEKLY February 27, 2013

March 04, 2013

March 18, 2013

CHILD_SUPPORT_AND_ALTMONY_PACS | BIWEEKLY

February 27, 2013

March 04, 2013

March 18, 2013

CHE_ADDRESS_PACS BIWEEKLY February 27, 2013
March 04, 2013
March 18, 2013
DIFFERENTIAL_PAY_PACS BIWEEKLY February 27, 2013
March 04, 2013
March 18, 2013
EARNING_LIMITATION_PACS BIWEEKLY February 27, 2013
March 04, 2013
% Rows1-25

The Data Refresh Report is located in the Insight System Reports folder within
the Catalog Shared Folders.
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The Insight Data Dictionary outlines the data available within Insight.
Use the Insight Data Dictionary as a reference to better understand:

e Data elements that comprise each Subject Area

e COBOL name, FOCUS name, and description for each data element

e Data source - either Insight or PPS

e Update frequency for each data element in the warehouse

Subject Area older Element 0BOL Data FOCUS Name |Alias Description Source Update Frequency in

- - . - fElement - - - - |(system) igh
=) 5ubject Areas o i e ] o i ACC-BREAK-SVC-IND  [SVC_IND C0118 T:;T::::Tfﬁ—r:::: ?:Ni::;:d::::;:?::r:,:e PPS-Salary Bi-Weekly
5 @ WorkForce Profle 1T A1 -~ e

|+ ccounang Limnce Location W&Jl‘tyrohle ye Salary [ACC_BREAK_SVC_IND ACC-BREAK-SVC-IND SVC_IND C0118 Accession Break In Service Indicator A Code To  |PPS-Salary Bi-Weekly

& . Indicate If The Employee Has A Break In Service.
ol J W / The Codes Are: 0 = Not Applicable 1=

= D Appointment Type Separation/Accession Actions With No Break In
— - Persg | Accounting  |Employee Profile |ACCESSION_1ST_AUTH_CODE |ACCESSION-1ST-AUTH- |ACC_1_ATH_CD |C5623 First 3 Digit Alphanumeric Code Assigned By PPE-Personnel |Bi-Weekly
e m CODE Opm To Identify The Legal Authority For The

= E APPOINT TYPE DESCR Accession. Requested By Beth Alford 3/20/86 _ u
— = = Personnel History Personnel Action |ACCESSION_1ST_AUTH_CODE [ACCESSION-1ST-AUTH- |ACC_1_ATH_CD |C5623 First 3 Digit Alphanumeric Code Assigned By PERHIS Bi-Weekly
© Competitive-Career, CODE Opm To Identify The Legal Authority For The
. Accession. Requested By Beth Alford 3/20/86
© Competitive-Career, WorkForce Profile Employee Profile |ACCESSION_1ST_AUTH_CODE |ACCESSION-1ST-AUTH- |ACC_1_ATH_CD |C5623 First 3 Digit Alphanumeric Code Assigned By  |PPS-Personnel |Bi-Weekly
O CCmDetiﬁVE‘Temw!’é CODE Opm To Identify The Legal Authority For The
. Accession. Requested By Beth Alford 3/20/86
@ Competitive-Term, T. Personnel Accounting |Employee Profile |ACCESSION_2ND_AUTH_CODE [ACCESSION-2ND-AUTH- |ACC_2_ATH_CD |C5624 Second 3 Digit Alphanumeric Code Assigned By (PPS-Personnel |Bi-Weekly
& s ol System CODE Opm To Identify The Legal Authority For The
© ExcepLed -Indelﬁnlte' Accession. Requested By Beth Alford 3/20/86
Personnel History Personnel Action [ACCESSION_2ND_AUTH_CODE |ACCESSION-2ND-AUTH- |ACC_2_ATH_CD (5624 Second 3 Digit Alphanumeric Code Assigned By |PERHIS Bi-Weekly
CODE Opm To Identify The Legal Authority For The

Accession. Requested By Beth Alford 3/20/86
— — —

32
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Refer to the Participant Guide to complete the following exercises:

e EXxercise 3.1: Data Structure

 Exercise 3.2: Types of Data

Your turn!

33
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Understanding Data in Insight Accomplishments

Having completed this chapter, you are now able to:

e Describe how data elements are organized in Insight

e Describe the different types of data elements in Insight

e Describe the Insight data loading cycles

¢ |dentify where users can access a detailed description of available data elements

34
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Understanding Reports and Dashboards in Insight Overview
This chapter will review the purpose of the Common Report Library and the
value of common reports and dashboards in Insight.

Understanding Reports and Dashboards in Insight Objectives
By the end of this chapter, you will be able to:

e Describe the purpose of the Common Report Library

e Describe the types of common reports available within the Common Report Library
e Describe the value and utility of dashboards

¢ I|dentify the relationship between reports and dashboards

37
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The Common Report Library is a set of frequently used, government-
wide reports and dashboards that serve as templates for agencies to
customize for their specific needs.

What the Common Report
Library IS

* A collection of frequently used,
government-wide standard
reports.

 Templates for users to customize
based on their agency specific
requirements.

e Combination of reports and
dashboards.

* An example of the type of
reporting users can conduct using
the ad hoc environment.

What the Common Report
Library IS NOT

A comprehensive list of all reports

agencies use.

“Final” reports expected to fit every

organization’s specific need.

The only common reports and
dashboards that will be available
within Insight.

38
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The structure of the Common Report Library follows the Office of
Personnel Management’'s (OPM) Business Reference Model (BRM)
categories which outline each function in the HR life cycle. Each folder
within the Common Report Library represents one of these functions.

o ANSIGHT Business Intelligence Delivered Search |
Catalog Home | Catalog
@ &} 5 I@ﬁ - | . N R w S .:j | Location /shared Folders/1. Common Report Library
=l Folders [=1G2 || Tvpe |All (| sort Name A-Z [=] [£] Show More Details
[C3 My Folders . ] - . ]
= [ shared Folders ﬁ Administrative Billings and Collections | Last Madified 3/5/2013 9:01:52 AM | Created By System &ccount

(1. Common Report Library: Expand | Maraw

a2 Insight System Reports
£ 3. shared Across Agencies ﬁ Benefits | Last Modified 3/5/2013 9:01:52 &M | Created By System fccount

Ca4. Anency Folders Expand | Margw

ﬁ Compensation | Last Modified 3/5/2013 9:01:52 AM | Created By System Account
Expand | More

a5  Dashboards | Last Modified 3/5/2013 9:01:52 AM | Created By System Account
Expand | More

Expand | Mare

|ty
ﬁ Labor Relations | Last Modified 3/5/2013 9:01:52 AM | Created By System Account
ﬁ Performance Management | Last Modified 3/5/2013 2:01:52 AM | Created By System Account

Expand | More
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The Common Report Library contains both reports and dashboards,
which are represented by different icons and serve different purposes in
the reporting process.

Type [Deseipion Eampie _lcon.

Report Areport is a combination of information that  Operational j
answers a business guestion. Reports can " Leave Data and Usage '
include a table, text, graph, etc. by Employee
There are two types of reports: Managenal
« Operational * Leave Data and Usage
-I"u"I:an:ageriaI Managerial Report

Dashboard Adashboard presents a "snapshot” of data  Dashboard m
findings across multiple reports within a * New Hires Dashboard

common theme or purpose.

Dashboards provide management

summaries, drill-down analysis, trend
analysis, variance analysis, etc.
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Types of Reports in the Common S i
Report Library

Operational reports are the most detailed reports and answer a business
guestion with a simple table or graph.

Leave Data and Usage by Employee

Leave Data and Usage by Employee

SEPARATION_ACCESSION_TYPE is equal to 0, 3
and DEPARTMENT_CODE is equal to DS

Total Employee Headcount
Average AL Used YTD

= Average AL Balance
Operational report Average SL Used YTD

contains a detailed table Average SL Balance

relating to a single topic. Average CL Used YTD
Average CL Balance

Employee Name

| (

oo
)

(1,

5]

rin, Dunbar R
in, Dunbar R
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Managerial reports provide a mid-level data detail. Drill-down
functionality gives users a more detailed data view based on the
selection, ideal for supervisors and managers.

Leave Data and Usage Managerial Report
Leave Data and Usage Managerial Report

SEPARATION_ACCESSION TYPEisequalto 0, 3
and DEPARTMENT_CODE is equal to DS

The information contained within this report is updated biweekly after payroll has run.

Average AL Used Average AL Average SL used | Average SL |Average CL Used Average CL Employee
| YTD Balance YTD Balance YTD Balance Count
:g:g:me"t AGENCY_NaME . . | : : .

DS _:lagc-ﬂc\- for Service Area |78.98 143.94 41,39 315.07 0.00 0.79 214
DS '?geno; for Service Area [85.32 [138.78 4484 [287.54 l0.00 1,515
Ips .Jlufency for Service Area |25.13 [146.96 la7.00 [435 a5 (000 [1.20 462
.DS -.tllgencv for Service Area IT{}.Q.: .‘;:'IE.'}-E -??.':‘-9 Action "nks prOVide access 1.46 120
.DS -i\gency for Service Area .89.-?9 .1-:5.?0 -42.—5-'- tO a dl’ll ['down report .-..=_u 3,340
Ds ﬁenq’ for Service Area |79.47 137.60 39.98 0.00 53
|os 'Agencv for Service Area |75.02 [126.60 [37.30 [312.00 [0.00 |0.60 1,984
|ps ';igeho;'for Service Area |85.55 [158.80 [37.20 [485.66 [0.00 To8 3483
|ps 'ixgency for Service Area |81.08 [141.33 [37.23 [434.85 [0.00 [1.44 1,519
|os 'Jlageno,f for Service Area |88.45 [152.73 [39.72 [414.41 [0.00 0.86 1455

= — |

Users can distinguish managerial reports from operational reports as the title
will include “Managerial Report”. 42
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Report Library (cont’'d)

Dashboards provide the user with the “30,000 foot view” of data across a
common theme or purpose, with the ability to drill-down to a detailed look
at a specific subset of information.

il =

Workforee Profile | Weriforse Employment Srefile
* Department Code Agency Hame OrgLvl 2 Org Lvi 3 Orglvid
[ v St Voo ® Smiect Ve v eeSmiect Ve = Seect Vel -
Orglv s Orglvi6 Org vl 7 OrgLvig POI
—Select Valve-- = —Select Valve—- = --Seiect Valve-- = —Select Vabe— = —Select Vailve-- =
Occupational Series  Type of Appointment  Waork Schedule Type of Employment  Employment Status
St Virlume - T - w Sminct Vislm- v Smiect Lk o —Smlect Ve v
Pay Plan Grade Duty Station State Duty Station City
—Saimst Vialue-- w eSmimst Vale-s o eEmiect Vsl o eSmlect Vake- -
| Apply || Rezetw
Total Employee Headcount 16,631
Average Age 45.00
Average Length of Service 1.00
Edit - Expot
Grade Distribution Occupational Category
1,400 L
rommusTrarive |
1,200 1 |
. BLUE COLLARl 13
g 1,000 -
<) CLERICAL 566
£ 800 S -
- = No Data | 1
= 600 562 a —
¥e] OTHER - 612
5- 400 358
proression. | > 52+
213
200 - 152 e

\ Multiple reports within a /
dashboard provide a summary

view. 43
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Reports and dashboards serve different purposes in the reporting
process based on the depth or breadth of information the user needs to
answer a business question.

MNew Hire Listing Home | Cotalog | Favorites ~ | Dashboards~ | [§ Mew~ | BB Open~ | Signed In A5 TrainS:
New Hire Listing

DEPARTMENT_CODE is equal to DS

and “Personnal Action”. Nigs = pm—— p— R H Action”."NAT_ACT_ZND_3_POS" liks ‘953 or "Personnal Action™."NAT_ACT_3ND_3_POS|

Provides a roster of new Eotaine e S0

hires and employee e e s

- Employee .., = iy NOA Legal a Computatio ec

PRGN P2 e pea [SROES characteristics. Code [amhorty (LGN |[Computation  [TERC
_____ ES 542 - CONY |V2ZM

New Hires Dashboard Home | Cataleg | Fawvoeite boards ~ | B New~ | BB Open . | Signe inS3
New Hires by Workforce Demographics . New Hires by Diversty Demagraphics | New Hires by Superior Qualiications | New s over Time £

i E New Hires by Age New Hres by Accession Type

1,400 3 Undefined, 0.02%
1,200 122 Transfer, 6.34%

£ 1,000 930 I

3 831 255

e Conversion, 26.38%

B 600

5 400 386

Appointrmants, 64,18%
200
71
o | — L L 15 __
- - 0-20 21-30 3140 41-50 51-60 61-70 71+
Provides a variety of
summary views of new hire £ e
characteristics. i
New Hrres by Pay Plan-Grade New Hires by Cocupational Category

8
. 7
. Technical, 20.92%
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Refer to the Participant Guide to complete the following exercises:
 Exercise 4.1: Common Report Library

 Exercise 4.2. Reports and Dashboards

Your turn!
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Understanding Reports and Dashboards in Insight
Accomplishments

Having completed this chapter, you are now able to:

e Describe the purpose of the Common Report Library

e Describe the types of common reports available within the Common Report Library
e Describe the purpose and value of dashboards

¢ I|dentify the relationship between reports and dashboards
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Basic Navigation Overview
This chapter will review Insight’s user friendly functionality, including basic
navigation and accessing the Common Report Library.

Basic Navigation Objectives

By the end of this chapter, you will be able to:

e Describe Insight key terms

e Demonstrate Insight sign in and basic navigation

e Describe structure of Insight My Folders and Shared Folders
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The Insight Participant Guide Appendix contains a glossary of key terms
and icons that are helpful as users navigate Insight, including:

Analysis: Another name for report in Insight, an analysis answers a inquiry or request
against an organization’s data.

Catalog: Organization system that provides access to personal and shared folders,
including the Common Report Library.

Dashboard: A*“snapshot” of data findings across multiple reports in a common theme
or purpose.

My Folders: Folders that contain the user’s privately saved reports; these reports
cannot be accessed by other users.

Prompt: Mechanism that the user can actively manipulate to restrict the data at the
time the report or dashboard runs.

Shared Folders: Folders that allow the user to access the Common Report Library,
Insight System Reports, Shared Across Agencies, agency specific folders, and other
reports users have made available.
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Refer to the Participant Guide and sign in to Insight to complete the
following exercise:

 Exercise 5.1. Add a Report to Favorites

Your turn!
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The Insight home page provides quick navigation to access users’ recent
and most popular items, visit a Catalog of personal and shared folders,
create new reports or dashboards, and more.

The top navigation bar provides access to the
Catalog, favorite reports, menu of dashboards, =

and a list of new ad hoc items. seor FRE I © ~cvarced | Helpv | signout C

Home | Catalog | Favorites ~ | Dashboards ~ E new~ | B Open v Signed In As Fadilitator03

Create... Recent

Iﬁ Analysis and Interactive Reporting 'j) Recently opened or edited items will be displayed here.
Analysis | Dashboard | More v

2w Published Reporting
Report | Report Job | More v % Most Popular
& Actionable Intelligence Q No recommendations are currently available. Most Popular items will be displayed here when results become available.
Agent | Action

= —wt Performance Management
T=—-| Scorecard | KPI | KPI Watchlist
Browse/Manage...
All Content ~

@ My Analyses

@ 3\* ;eports ; Users can access their recent and most
‘ y Scorecards

@ My Agent Subscriptions popular reports and dashboards directly

R? :\;Abgsenfs from the Insight home page.
port Jo

Report Job History
Get Started...
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The Catalog provides access to My Folders and Shared Folders
containing a library of users’ saved reports and dashboards, including
those that are part of the Common Report Library.

AE e

Manipulate how reports and
dashboards appear in the

Catalog.

Location /Shared Folders/1. Common Report #rary

E Sort Name A-Z HI | Show More Details

| @ [ My Folders
B (2 shared Folders
# [)1. Common Report Library
D 2. Insight System Reports
® [ 3. Shared Across Agencies
® C34. Agency Folders

Z

Access My Folders
and Shared Folders.

Administrative Billings and Collections | Last Modified 3/5/2013 9:01:52 AM | Created By System Account

Expand | More

Benefits | Last Modified 3/5/2013 $:01:52 AM | Created By System Account
Expand | More~

Compensation | Last Modified 3/5/2013 9:01:52 AM | Created By System Account
Expand | More

Dashboards | Last Modified 3/5/2013 9:01:52 AM | Created By System Account

Expand | Morew

Labor Relations | Last Modified 3/5/2013 9:01:52 AM | Created By System Account
Expand | More

Performance Management | Last Modified 3/5/2013 9:01:52 AM | Created By System Account
Expand | More

Personnel Transactions | Last Modified 3/5/2013 9:01:52 AM ] Created By System Account
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Basic Navigation Accomplishments
Having completed this chapter, you are now able to:

e Describe Insight key terms
e Demonstrate Insight sign in and basic navigation
e Describe structure of Insight My Folders and Shared Folders
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Access Reports Overview

This chapter will review how users can access a report in the Catalog to run,
export, print, and schedule.

Access Reports Objectives
By the end of this chapter, you will be able to:
Demonstrate how to run a report from the Common Report Library

Demonstrate how to manipulate report appearance in run mode

Demonstrate how to export and print a report

Demonstrate how to schedule a report to run

58



LB Finance
Access Reports FChns

U. S. Department of Agriculture
N E W « R E A NS

Demonstration in Insight
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Refer to the Participant Guide and sign in to Insight to complete the
following exercises:

 Exercise 6.1: Run and Export a Common Report

 Exercise 6.2: Run, Manipulate, and Export a Common Report

Your turn!
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Users can choose from a number of reports within the Common Report
Library to run. Report prompts will restrict the data to custom ranges as
the report runs.

HANSIGHT Business Intelligence Delivered search [

Employee Incentives (3Rs) Home | Catalog | Favorites -~
Employee Incentives (3Rs)
Date of Action
Between - )
* Department Code Agency Name Org Lvl 2 Org Lvl 3 Org Lvl 4
--Select Value-- > -—-Select Value-- > -—-Select Value-- ¥ —Select Value-- > --Select Value-- 5
OrgLvl5 Org Lvl 6 Org Lvl7 Org Lvli8 POI
--Salact Value-- *  --Salact Value-- > --Salact Value-- *  -—-Safact Value-- > --Salact Value-- hd
Pay Plan Occupational Series Grade
--Salect Value-- ¥ ==Salact Value-- w  =Safect Value-- -
Report prompts restrict the data
Type of Appointment Work Schedule Type of Employment p p p R .
T b et B v to custom limits each time the
report runs.

Incentive Type (NOA Code)
--Select Value-- 2.4
Legal Authority 2nd Legal Authority
-Salact Valua-- .  =—Salect Valus-- >

3T

Edit - Refresh - Copy
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Once the report is run, users can make simple modifications to reports
such as changing how the report is structured.

Ee—

Employee Incentives (3Rs)

Employee Incentives (3Rs)

Employee Incentives (3Rs)

Pav
Plan

Emp oyee

o0 Sort Column >
Na ae

Org Structure Grade/Step Employee Pa

e Org Structure POI [0

Keep Only  »

DS040109010300000000 |3226 GS 12 /6 ese, Hairston A (4619 MANPOWER
’ N - T DEVELOPMENT Elese, Hairston A|DS040109010300000000|3226 Remove >
SPECIALIST Show Subtotal >

DS040109010400000000 3224 |GS 13/10 Likaka, Osumaka 2210 IT SPECIALIST Show Row level Grand Total >

; Likaka, Osumaka | DS040109010400000000|3224 ST
. ! Exclude column
DS040112020000000000 3146 |GS 152 Hubbard, Crystal | 0340 PROGRAM i
Y — | Hide Col
L MANAGER Hubbard, Crystal | DS040112020000000000|3146 \oe Lolumn
L Move Column >
PROGRAM

proney Hover over the column heading |00
to use the handle bar to
manipulate report structure. Right-click on the column
heading to view a menu of
options to customize report.

14 /1 0343 PROGRAM

Zeineddjp Av2 P 1 DC040112020300000000 3144
ANALYST
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Insight provides a variety of options for users to export and/or print a
report to simplify sharing of information.

Employee Incentives (3Rs) Home @G { a\ Das] S~ n New
. . . | | | [incentive | _ _
DS070102030000000000| 3144 G5 13 /3 Martha, Muldoon 0110 RESEARCH 815 - VPT No 2nd Legal $5i
ECONOMIST |RECRUITMENT Authority Code
| _ INCENTIVE | | |
DS070102030000000000|3144 GS 13 /3 Martha, Muldoon 0110 RESEARCH 815 - VPT No 2nd Legal £5
ECONOMIST |RECRUITMENT Authority Code
INCENTIVE | |
DS070102030000000000 | 3144 GS 13/3 Martha, Muldoon |0110 RESEARCH 815 VPT No 2nd Legal £5
ECONOMIST |RECRUITMENT Authority Code
_ | | | | |INCENTIVE | _ |
DS070102030000000000 | 3144 GS /3 Martha, Muldoon |0110 RESEARCH 815 - VPT No 2nd Legal $5)
ECONOMIST |RECRUITMENT Authority Code
| | | | | | | |INCENTIVE | | |
DS070102030000000000 3144 G5 13 /3 Martha, Muldoon {0110 RESEARCH 815 - VPT No 2nd Legal %5
ECONOMIST |RECRUITMENT Authority Code
INCENTIVE
DS070102030000000000]3144 G5 13 /3 Martha, Muldoon {0110 RESEARCH 815- VPT No 2nd Legal $5)
F'."O-'“(W%T RECRUITMENT Authority Code
5070102030000000000(3144  |GS 13 i i i VPT [No 2nd Legal  [$5
PR | Click the Export and Print action |, S [
links to choose from a menu of %3
= = Rows 1-25
s e e e export and print options.
UVoU/ULIUZUSUUUUUUUUUU [ O 199 Lo 15
DS0701020300000 13 /3
DS070 00000003144 GS 13
DS0701020300000 13/3

Powerpoint >
Web Archive (.mht)

] Printable PDF
@ Printable HTML

Data >

Edit - Refresh - Print - Export - Copy Edit -Refresh - Print - Export - Copy 63
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Access Reports Accomplishments

Having completed this chapter, you are now able to:

e Demonstrate how to run a report from the Common Report Library
e Demonstrate how to manipulate report appearance in run mode

e Demonstrate how to export and print a report

Demonstrate how to schedule a report to run
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Access Dashboards Overview

This chapter will review how Insight users can run a dashboard to see the
“30,000 foot view” of their data.

Access Dashboards Objectives

By the end of this chapter, you will be able to:
e Demonstrate how to access a dashboard

e Demonstrate how to drill-down within a dashboard
e Demonstrate how to export and print a dashboard
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Demonstration in Insight
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Refer to the Participant Guide and sign in to Insight to complete the
following exercise:

e Exercise 7.1: Run, Drill-down, and Print a Common Dashboard

Your turn!
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Insight dashboards provide a summary view of data across a common
theme or purpose. Dashboard prompts allow users to actively
manipulate data to a defined data set.

The information contained within this report is updated daily.

* Department Code Agency Name Org Ll 2 Org vl 3 Orglvid
—~Select Valve—~ = —Select Voke— x -Seieel Voke— > —Solect Vol = wieles Voo
OrgLvis Orglvl 6 Orglvi7 OrgLvig POl
~Select Ve AR i Y d B | —Sefec! Vaoke-
Decupational Series Type of Appointment  Work Schedule Type of Employment  Employment Status
~Select Value—~ = —Solect Vo~ x  -Select Vake— x|  —Select Voke— = —Solect Ve
Pay Plan Grade Duty Station State Duty Station City
—mlmat alue— w|  Smimet Vinoes * emimel Ve | Smiest Ve -

el

Total Employee Headcount 2,447
Ayeragenqe GD.QB
Average Length of Service ~35.00

Use dashboard prompts to apply
custom restrictions across the ion Occupational Category
dashboard.
305 ADMINISTRATIVE _ 568
=TT

4 250 CLERICAL. 46

é 200

b - OTHERI 45

: 150 125 5 o
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Users can drill-down into a specific dashboard component to get a more
detailed look at data.

Grade Distribution

s Train53

e
Mgy || i
Total Employee Headcount 16,631
Average Age 45,00
Average Length of Service 1.00

Occupational Category

5,524 ADMINISTRATT

L]

B 1
CLERICAL . 566

Workforce Roster Detail (With PII)
Sensitive Personnel Data - Use is Restricted,

Employee
Name

RNO/ERI
Description

Disability

Org * ructure POI Grade/Step Code

SSN RNO | ERI Gender

Click on a graph to drill-
down into the dashboard
to a supporting
operational report.

DS010100000000000000 1192 i Patrick, Bridpe A | 123451712 White M NO DISABILITY

D5010100000000000000 | 1192 Saporta Da White

‘Cunha, Mario ]

DS010100000000000000 11192 G5 o7fe Doherty, 123450381 |C 000000 | Black L MO DISABILITY 39
Kenneth

CS010100000000000000 1192 Gs 0911 Feathers, Karen |123466142 000100 |Black F NO DISABILITY 25
D

SEPARATION_ACCESSION_TYPE is equal to 0, 3
and PATCO_CODE_DESCR &5 equal to [ is in ADMINISTRATIVE
and DEPARTMENT_CODE is aqual to DS

The information contained within this report is updated daily.

Occ
Veterans Occ
—— Category
Status (PATCO)

NOT A ADMINISTRATIVE 0301
VETERAN

(AFTER

9/30/91)

NOT A
VETERAN

(AFTER

9/30/91)

NOT A ADMINISTRATIVE 0301
VETERAN OF

THE VIETNAM

ERA{PRIOR TO

9/30/91)

NOT A ADMINISTRATIVE 0343
VETERAN

(AFTER

S

ADMINISTRATIVE 0301

Series

wed In As TrainS3

Position
Official
Title

SUPERVISOR]

TYPEL
SPECIALIST
SUPERVISOR)
TYPE M
SPECIALIST
SUPERVISOR)
TYPEC
INVESTIGATY
SUPERVISOR]

TYPEL
SPECIALIST
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Users can easily print a dashboard or export individual components of

the dashboard to share results.

From the run view of a
dashboard, users can

Create Prompted Link

=
Printable PDF Print >
@] Printable HTML |{) Refresh
Create Bookmark Link .

Apply Saved Customization »

- choose to print to PDF or
Printable HTML.

Save Current Customization
Edit Saved Customizations..

Clear My Customization

Users can export individual

ADMINISTRATIVE

Ocoupational Category

BLUE COLLAR | 13

CLERICAL . 566

Mo Data | 1

OTHER - 612

dashboard reports directly from
the dashboard run view.

recunicaL. | 516
0 1,500 3,000 4,500 6,000 7,500 9,000 10,500
Number of Employees
Type of El |  Powerpoint »

Web Archive (mht) |
Part-Time, 3.71% Ij Data 3

12
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Access Dashboards Accomplishments

Having completed this chapter, you are now able to:
e Demonstrate how to access a dashboard

e Demonstrate how to drill-down within a dashboard

e Demonstrate how to export and print a dashboard
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Insight: Using Reports and Dashboards Training Objectives
Having completed this course participants are now able to:

Describe the purpose of Insight as a reporting and analytics solution

Describe how data, reports, and dashboards are structured in Insight

Identify key features of Insight’s basic navigation

Demonstrate how to access, view and export reports and dashboards
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Questions
Are there any unanswered questions or concerns regarding today’s training?

Provide Feedback

Please complete the training evaluation before you leave to allow for continuous
improvement of the course.

Help

For additional resources please refer to the Insight website:
www.nfc.usda.gov/insight

1
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