Discoverer Manual for Financial Managers
1.) Log into the MCSquare.
2.) Select “Banner Links” 
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3.) Under Reporting, please synchronize your password by selecting “Synchronize My Account with Discoverer”.   This only needs done once.  [image: image2.png]MCSquare - Mozilla Firefox
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4.) Next select Discoverer Viewer.  A “Worksheet List” should appear that shows all reports that have been created by various users.  All budget managers should have access to the following reports:
a. Management Report-Month End Detail:  The report used to create the hard copy monthly reports sent via campus mail every month to all Budget Managers so that they can review their budgets.  The Cover page summarizes financial information by Org and Revenue, Compensation, and Direct Expenditures.  The Detail report will show all orgs and the specific accounts by Revenue, Compensation, and Direct Expenditures
b. BUDGET-Text Look-up:  Will display TEXT that was entered in Budget Development during the Budget process.
5.) To open the report, click on the blue pennant.  That will open the file and allow the user to select a worksheet name
6.) Discoverer will open the file.  The screen will display  “Query in Progress” with a running clock showing the time Discoverer is taking to retrieve the data.  Once all the data is “Fetched”, the report will open.  
7.) Once the report opens there are many features that allow the viewer to review the information.

a. Heading Title:  Please note the heading for these reports.  The data is collected for the entire year of FY06, but only up to the current date for FY07.  **Note:  The Discoverer database for Finance is refreshed every night.  For FY07 the data that is displayed only includes July 1 through the previous day’s activity.
b. Page Items:  Organization_Desc_1 is a drop down list.  This gives financial managers that have access to multiple Orgs the option to view one org at a time or all of them combined.  **Note:  Not all financial managers will have choices in the drop down menu.

c. Rows:  Under the Page Items section is a line that shows how many rows are displayed on this page, with up and down arrows to assist in maneuvering through the data.

d. Scroll Bars:  The scroll bars at the bottom and side of the page allow the user to maneuver through the report.  

e. Export to Excel:  The most efficient way to review the data is to export the Discoverer report to Excel.  To do this, go to the “Actions” section at the top left of the report.  Within the action block is an option to “Export”.  Select “Export”.  The next screen will ask the user to choose an export type.  In the drop down box, select “Microsoft Excel Workbook (*.xls)” and to the right of the screen select “EXPORT”.  The next screen will tell the user that the “Export is Ready”.  Click to view or save, then select open.   A pop-up block will open asking the user to Disable or Enable the macros.   If Disable is chosen, the report will open in an excel file with the raw data and NO coloring or formatted cells.  It won’t be as “pretty” as the Discoverer report.   If Enable is chosen the file will open and look relatively similar to the Discoverer report.  Either selection will give the user the same data.  This choice is a personal preference.  Once the report is exported to excel, it may be saved, sorted, calculated, etc…
f. Return to Worksheet:  After the export is completed, the user may select the “Return to Worksheet” option to return to the previous query.  The user does not need to reopen the file and query the data again.

Some items to keep in mind:

1.) If the user chooses to print the report, it will need to be exported to Excel so that the proper print parameters may be applied.  Discoverer print options are very limited.

2.) The database is on a one day lag from live Banner.  The refresh occurs every evening.
3.) If the user finds an unusual number and needs further detail, use the Self Service tool to query the detail.

