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Training Overview 

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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Session Expectations and Ground Rules 

Sign the attendance sheet 

Feel free to ask 
questions 

Be respectful of other 
participants 

Keep us on schedule 
with timely returns from 
breaks 

Share your knowledge, 
experience and ideas 

Use the “Parking Lot” to 
revisit discussion topics 

Give helpful feedback 

Turn off your cell phones 
and refrain from checking 
email  



Introductions 

Please introduce yourself, providing the following information: 
• Name 
• Organization or Agency 
• Description of position 
• Fun fact about yourself 
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Insight Overview 
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Insight Overview 

Insight Overview 
This chapter will review the purpose of Insight and how Insight provides users 
with advanced reporting and business intelligence capabilities. 
 
Insight Overview Objectives 
By the end of this chapter, you will be able to: 
• Describe Insight and the value it provides for strategic reporting and decision making 
• Identify the data sources available within Insight  
• Describe Insight security and access   
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Insight:  Business Intelligence Delivered 

View an introduction of Insight at:  
 

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
https://www.nfc.usda.gov/Insight/images/Insight-At_A_Glance.swf
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Exercise 2.1:  Reporting Discussion 

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? 



Purpose of Insight  
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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 

• ABCO 
• PACS 
• Personnel 
• PERHIS 
• Salary 
• TMGT 

Integrated Within Insight User Created Reports 
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Data in Insight  

Insight’s integrated data warehouse enables users to build reports and 
dashboards with data from the following sources:  

Data Source  Description 
Administrative Billings 
and Collections System 
(ABCO) 

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

Payroll Accounting 
System (PACS) 

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

Personnel History 
(PERHIS) 

PERHIS contains historical payroll and personnel information. 

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

Table Management 
(TMGT) 

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

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 
• 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 



Security and Access:  Org Level 

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 
respective department code. 

User has access to data at the agency 
level.  The user will be able to view all 
organizational codes under their respective 
agency code. 

User has access to data at 
organizational level 2.  The user will 
be able to view all organizational 
codes under their respective 
organizational level 2. 
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Security and Access:  Org Level (cont’d) 

Access at the Department Level 

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

Access at the Agency Level 

Report prompts provide limited org levels for 
a specific agency. 
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Security and Access:  Sensitive 
Information 

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: 
Common Report/Dashboard 

Dashboard populates with 
sensitive information. 

No Access to Sensitive Information: 
Common Report/Dashboard 

Dashboard summarizes data 
to mask sensitive information.  
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Security and Access:  Sensitive 
Information (cont’d) 

Access to Sensitive Information: 
Ad Hoc Environment  

Users have access to 
sensitive information in 

the ad hoc 
environment.  

No Access to Sensitive Information: 
Ad Hoc Environment 

Users do not have 
access to sensitive 

information in the ad hoc 
environment. 
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Security and Access:  Role  

The Insight Consumer and Insight Author roles tailor the actions a user 
can take in the application.  
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Security and Access:  Role  

Insight Consumer Role: 
Running Reports 

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

Insight Author Role: 
Running Reports 

Users have access to the ad hoc 
editing page to customize reports. 
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Security and Access:  Role (cont’d)  

Insight Consumer Role: 
Ad Hoc Environment 

Users do not have access to the 
ad hoc environment to create 

new reports, filters, etc. 

Insight Author Role: 
Ad Hoc Environment 

Users have full access to the ad 
hoc environment to create ad 

hoc reports, dashboards, filters, 
prompts, etc. 
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Knowledge Check 

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) 
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Insight Overview Review 

Insight Overview Accomplishments 
Having completed this chapter, you should now be able to: 
• Describe Insight and the value it provides for strategic reporting and decision making 
• Identify the data sources available within Insight  
• Describe Insight security and access   
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Understanding Data in Insight Overview 

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: 
• Describe how data elements are organized in Insight 
• Describe the different types of data elements in Insight 
• Describe the Insight data loading cycles 
• Identify where users can access a detailed description of available data elements 

26 
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Data Structure 

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

Subject Area 
• The Subject Area is the broadest category of data. 

Folder 
• 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. 



28 

Data Structure (cont’d) 

The hierarchy of information is demonstrated within the Subject Areas 
pane in the ad hoc report editing page. 

Subject Area:  Workforce Profile 

Folder:  Appointment Type 

Data Element:  APPOINT_TYPE_DESCR 

Value:  Competitive-Career, SES Career 
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Types of Data 

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

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

updates. 
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Insight Data Refresh Report  

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. 

The Data Refresh Report is located in the Insight System Reports folder within 
the Catalog Shared Folders. 
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Insight Data Dictionary 

The Insight Data Dictionary outlines the data available within Insight. 
Use the Insight Data Dictionary as a reference to better understand: 
• Data elements that comprise each Subject Area 
• COBOL name, FOCUS name, and description for each data element 
• Data source - either Insight or PPS 
• Update frequency for each data element in the warehouse 
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Exercise 3.1 and 3.2 

Refer to the Participant Guide to complete the following exercises: 
 
• Exercise 3.1:  Data Structure 

 
• Exercise 3.2:  Types of Data  



Understanding Data in Insight Review  

Understanding Data in Insight Accomplishments 
Having completed this chapter, you are now able to: 
• Describe how data elements are organized in Insight 
• Describe the different types of data elements in Insight 
• Describe the Insight data loading cycles 
• Identify where users can access a detailed description of available data elements 
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Understanding Reports and 
Dashboards in Insight Overview 

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: 
• Describe the purpose of the Common Report Library 
• Describe the types of common reports available within the Common Report Library 
• Describe the value and utility of dashboards 
• Identify the relationship between reports and dashboards 
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Common Report Library 

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. 

• 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. 
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Common Report Library (cont’d) 

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.  



Common Report Library (cont’d) 
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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. 



Types of Reports in the Common 
Report Library 

41 

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



Types of Reports in the Common 
Report Library (cont’d) 
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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.  

Users can distinguish managerial reports from operational reports as the title 
will include “Managerial Report”. 



Types of Reports in the Common 
Report Library (cont’d) 

43 

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. 
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Comparing Reports and Dashboards  

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. 



Exercise 4.1 and 4.2 

Refer to the Participant Guide to complete the following exercises: 
 
• Exercise 4.1:  Common Report Library 

 
• Exercise 4.2:  Reports and Dashboards 
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Understanding Reports and 
Dashboards in Insight Review  

Understanding Reports and Dashboards in Insight 
Accomplishments 
Having completed this chapter, you are now able to: 
• Describe the purpose of the Common Report Library 
• Describe the types of common reports available within the Common Report Library 
• Describe the purpose and value of dashboards 
• Identify the relationship between reports and dashboards 



Agenda 
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Basic Navigation Overview 
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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: 
• Describe Insight key terms  
• Demonstrate Insight sign in and basic navigation 
• Describe structure of Insight My Folders and Shared Folders  



Insight Key Terms 
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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. 



Basic Navigation  
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Demonstration in Insight  



Exercise 5.1 

Refer to the Participant Guide and sign in to Insight to complete the 
following exercise: 
 
• Exercise 5.1:  Add a Report to Favorites  
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Basic Navigation 

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.  



Catalog  
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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.  
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Basic Navigation Review 

Basic Navigation Accomplishments 
Having completed this chapter, you are now able to: 
• Describe Insight key terms 
• Demonstrate Insight sign in and basic navigation 
• Describe structure of Insight My Folders and Shared Folders  
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Access Reports Overview 

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 
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Access Reports 

Demonstration in Insight  



Exercise 6.1 and 6.2 

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 
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Run a Report 

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. 



Manipulate a Report  
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Once the report is run, users can make simple modifications to reports 
such as changing how the report is structured.  
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Export/Print Reports  

Insight provides a variety of options for users to export and/or print a 
report to simplify sharing of information.  
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Access Reports Review 

Access Reports Accomplishments 
Having completed this chapter, you are now 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 
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Access Dashboards Overview 

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: 
• Demonstrate how to access a dashboard 
• Demonstrate how to drill-down within a dashboard 
• Demonstrate how to export and print a dashboard 



Access Dashboards 
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Demonstration in Insight  



Exercise 7.1 

Refer to the Participant Guide and sign in to Insight to complete the 
following exercise: 
 
• Exercise 7.1:  Run, Drill-down, and Print a Common Dashboard 
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Run a Dashboard 

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. 
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Drill-Down in a Dashboard 

Users can drill-down into a specific dashboard component to get a more 
detailed look at data.  
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Export/Print a Dashboard 

Users can easily print a dashboard or export individual components of 
the dashboard to share results. 
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Access Dashboards Review 

Access Dashboards Accomplishments 
Having completed this chapter, you are now able to: 
• Demonstrate how to access a dashboard 
• Demonstrate how to drill-down within a dashboard 
• Demonstrate how to export and print a dashboard 
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Training Review 

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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Closing and Additional Resources 

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 

 
 

 
 
 

http://www.nfc.usda.gov/insight
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