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1 Introduction

1.1 Context

The new OSCAR system provides an improved solution for collecting, storing, consolidating,
analysing, and publishing important central and local government datasets. The new system is a
faster and improved version of the existing one and will improve the experience of both the
users submitting data and of those analysing it. Below are the main improvements:

o A secure cloud-based solution that will be accessible over the Internet to a wider range
of users and through different devices.

o A streamlined data model that will make the system faster to use and will allow near real
time analysis of data after submission.

o Better control over master data.

o Enhanced analytical functionality and will support wider data access to HMT and
departments and provide the foundation for enhanced financial and non-financial
analysis.

o A managed service which will improve the processes for software upgrades with
improved user support and helpdesk availability.

1.2 Purpose

The purpose of this document is to help new users access the system and navigate through its
screens, as well as performing a broad range of generic tasks. The focus here is software
functionality. Separate guidance documents have been developed for each OSCAR process,
which explain how use the tool to execute specific business tasks.

1.3 Scope

The information provided by this document are organised in the following areas:

o Access — How to access OSCAR, multi-factor authentication, forgotten password and
accessing the system from different devices.

o Navigation — General structure and layout of an OSCAR application and how to
navigate through the different screens in the system.

o Data submission — How to enter data into the system.

o Other functionality — How to use various off-the-shelf functions available to all users
e.g. filters.

o Support — How to obtain more information and interact with the OSCAR Service Desk.
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2 Step: Accessing and logging into OSCAR

2.1 Introduction

This section provides the instructions for logging onto OSCAR and troubleshoot issues with
logging on.

2.2 Activities

This section explains how to obtain access to the OSCAR system under different conditions and
how to resolve any related issue. It includes the following sub-sections:

o First time registration
o Forgotten login credentials

2.3 First time registration

The OSCAR system is accessed through a secure web service, providing multi-factor
authentication. Users registering for the first time will go through a setup process with the
following steps:

o Activation email — Users will receive an email asking them to click an activation link to
create their OSCAR account.

o User setup and security questions — After clicking the activation link, users are redirected
to the OSCAR setup screen, where they will be asked to provide some details and
answer some security questions.

o Login page — After providing all the information required, users will be able to access the
login screen. To login, they will need to go through the multi-factor authentication
process described in the next section.
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2.3.1 Activation email

As soon as a user’s details are entered in OSCAR, a welcome email will be sent by the
authentication software (Okta) with instructions on how to activate your account. The subject of
the email will be “Welcome to OSCAR” and the body of the message will contain:

o An activation button;

o Your OSCAR username;

o The address of the OSCAR login page; and

o Alink to the OSCAR Technical Service Desk.

o8 o ‘
Welcome to OSCAR
@ Cooper, Brittany - HMT
Hi Brittany,

You are receiving this email as you, or your organisation, have requested access to the HMT OSCAR
system.

Please click the link below to activate your OSCAR account.
When you activate your account, you will be asked to provide your details and answer some security

questions. Your answers will be stored in our secure authentication system and will be used to
replace your password, should you need to.

Please note that this link will expire in 7 days. If you are unable to activate your account within 7
days, or you are experiencing difficulties accessing your account, piease get in contact with the
OSCAR Service Desk

Your username is hmt_brittany
Your organization’s sign-in page is https://oscar.hmt.gov.uk

Once setup as an OSCAR user, you will receive a privacy notice providing you with additional
information about how we will use your personal data and explaining your rights under the General

Data Protection Regulation (GDPR) 2018. Please refer to the GDPR official website if you would like
more information about GDPR compliance
Regards,
The OSCAR Team
This is an y generated Replies are not monitored or answered.

2.3.2 User setup and security questions

The “Activate OSCAR Account” button will take you to a webpage where you can create your
OSCAR account.

The system will ask you to provide the answer to some security questions, which will be used to
let you recover your password without assistance should you need it.
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Welcome to oscar, Brittany!
Create your oscar account

o Enter new password

Repeat new password

G Choose a forgot password question

What Is the food you lea

Answer

Click a picture to choose a security image

-

2.3.3 Login page

After creating your account, you will be able to access the login-page (you can also do so by
using the link provided in the “Welcome to OSCAR” email).

In the login page, to will find a mask titled “Email authentication”, with your email address partly
masked. Email authentication provides an additional layer of information security and will be
required every time you log into OSCAR. The authentication process includes three steps:

o Generate a single-use authentication code;
o Retrieve the code from your inbox; and

o Enter the code in the login page.
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To generate the single-use authentication code click on “Send email” in the Email Authentication
Form.

Email Authentication

3 1@

Once done, an email will be sent to your inbox, with subject “One-time OSCAR verification
code”. In the email you will find a code, as shown in the example below.

Inbox - Brittar easury.govuk - Outlook

Folder View Info'Store Tell me what you want to do

O ._'- x < Reply —‘_ = Open Curcent View ¥ Move - r, %Bvuwse Groups ’
& = < | ¥ communications )
=it Corepyal 8| v | save Message(s) % Rules -
New  New Delete A &« 3 To Manager Tags Send to
S - : Y Filter Email =
Email ftems~ & JForvard (- Add to Favorites ar View Q‘ OneNote v OneNote
New Delete Respond Quick Staps 2 info Store Mave Groups Find OneNote A
4 Favorites € | scaich Currert Mailbo jel Mailbox ¥ - -
Inbox 1 All Unread Mentions - Nowest L % (6] Okta <noreply@okta.com
Sent Items mrd P s s s s sy, One-time OSCAR verification code 2
R R AT L] = w
T Cooper, Britany - HM' =
Deleted Items 41 f Okta P e A g
o]  One-time OSCAR verification code :!
4 Inbox 1 -l Hi Brittany, -
Sassssssssssssnssssamnansnnnnnnnnat Hi Brittany, \
4 Admin Okta €
Room Bookings Welcome to OSCAR 1552
0y,
Change Management You are receiving this email because a request was made for a one-time code that can
a6 ; Locke, Daniel - HMT § &2 be used for authentication.
Caliiheotl sl Survey Monkey results - 6 responses 1548 3
Gov.UK Hi guys The most recent réport s
Weekly Bulletin / Other comms Heyse, Elizabeth - HMT Please enter the following code for verification: >
BMO FW: Estimates Data 13
FY1 - this is the Estimates Data YT a
4 Stakeholder Engagement = H +
Showcase Event Heyse, Efizabeth - HMT @ . 262056
RE dgeting Data T 18 H
Stakeholder List did take an
Team Emails
- Locke, Daniel - HMT
. roject OREAR 1 - WA Tk s If you believe you have received this email in error, please reach out to the OSCAR
= mm s ... Goad morning all, 1 hope that you Service Desk. -

In the OSCAR Email Authentication Form you will find an empty field titled “Enter Code”. To
access the system, you will need to copy the verification code from the email, paste it into the
field (or type it in manually) and click on the blue “Verify” button.
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Email Authentication
(V...a@hmtreasury.gov.uk)

Enter Code

nd email

1)

i 262058| :08

2.4 Forgotten Login Credentials

If you’re trying to login but your credentials have not been recognized, you will receive an error
message like the one below.

Sign In

Username

Password

If you have forgotten your login credentials, click the ‘Need help signing in? button and you
will be presented with the options below:

- Forgot password?
- Unlock account?
- Help
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Unleck account

219

Help

Click on the ‘Forgot password?’ option, and you will be prompted to enter your email address
or username. A link to reset your credentials will be emailed to you when you click on the
button ‘Reset via Email’.

Reset Password

Email or Username

Xxxx.xxxx@hmtreasury.gov.uk

Reset via Email

If your account is locked, please click on the option ‘Unlock account’ and enter your email or
username. A link to unlock your account will be emailed to you when you click on the button ‘Send
Email’.

OSCAR

Unlock account

Email or Username

Send Email
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3 Step: Navigation within OSCAR

3.1 Introduction

This section will illustrate how to navigate within OSCAR to perform data submissions or run
reports for a specific process.

3.2 Activities

The following activities are included for the navigation steps within OSCAR:
o Navigation: OSCAR homepage

o Navigation: Data submission
o Navigation: within a book

o Navigation: Report analytics

3.3 Navigation: OSCAR Homepage

When users complete multifactor authentication and login to the system, they will be presented
with a homepage similar to the screenshot below. From here, users generally have two main
options:
1. Enter Data: This directs users to the home page of Planning Analytics with Watson (PAW)
OSCAR’s data input and PAW reporting interface.

2. View Reports: This directs users to the home page of Cognos Analytics with Watson- OSCAR’s
reporting interface.

=

Work +

3.4 Navigation: Data Submission

If users have clicked on the data submission icon of OSCAR’s homepage, they will be directed
to a landing page similar to the screenshot below.
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=  IBMPlanning Analytics with Watson™

Welcome to Planning Analytics with Watson™

Overview video

% [
Applications and Plans Reports and Analysis
Your Applications Recents

1. An ‘Overview video’ on Planning Analytics.
2. ‘Gethelp’ (‘?’ icon) on the tool bar: provides users with access to more information and learning
material regarding OSCAR, including videos and a search function .
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= IBM Planning Analytics with Watson™

Welcome to Planning Analytics with Watson™

Overview video

A~ Quick Launch

2 1]

Applications and Plans Reports and Analysis

Manage and contribute to planning processes and Build reports and dashboards to analyze and
other applications communicate your results

Your Applications Recents Favaorites

Clicking on ‘Reports and Analysis* tile on the home page or ‘shared’ in the navigation panel will take you to the
‘Shared’ folders area. This has the process specific folders that includes data submission. For example, WPR.

Shared f WPR
O Name Location Type
[0 8 New book Shared/WPR Book
I [0 @ WPR-Input I Shared/WPR Bi
[E WPR - Process Management Shared/WPR Be

Above is an example of the Books after clicking on the WPR folder. Clicking ‘WPR — input’ will
take users to the data submission homepage of OSCAR.
Clicking on ‘WPR - Process Management’ takes users to administrative features. This option
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will not be available to all users of OSCAR.

3.5 Navigation: within a book

1. This feature exists throughout OSCAR. This allows for navigation between different
worksheets and processes. For example, if multiple data submissions are being worked
on, clicking on the arrow will bring up a list of the different worksheets. This also applies
if you’re working on data submissions and process management features at the same
time.

2. From here, users can choose which worksheet or process they wish to navigate to.

S

@ Homepage Input Data Exploration
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3.6 Navigation: Report Analytics

The below screenshot is the landing page users will see when accessing the reporting interface.
Please note this is accessible from ‘View reports’ tile as illustrated in 3.3. Navigation OSCAR
homepage.

I8M Cogros Analytcs with Watsen | (F Leemopen v

Waich wdso

D

The general user interface is the same for users but the options in the application bar might be different for
users, depending on their role.

When the home page (‘Welcome’) is open, the following, standard options are available as shown above:

e

PO~ o O

Open menu icon = : to open the navigation panel content. See items 1-5 in the screenshot below.
View switcher to quickly navigate between open views and close the views when they are no longer
needed.

Search: to search in Cognos analytics.

Learn icon @: for learning material regarding OSCAR, including videos and a search
function.

Notifications icon @O
Personal menu icon M
The Home page also contains the product video.

‘Exploration’ tile: to access reports.
‘Present Data’ tile: to create Dashboards, Reports and Stories.

0. ‘Get Started’ tab: this includes other Video and learning content.
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https://www.ibm.com/docs/en/SSEP7J_11.2.0/com.ibm.swg.ba.cognos.ca_gtstd.doc/c_gtstd_open_menu.html
https://www.ibm.com/docs/en/SSEP7J_11.2.0/com.ibm.swg.ba.cognos.ca_gtstd.doc/c_gtstd_open_items.html
https://www.ibm.com/docs/en/SSEP7J_11.2.0/com.ibm.swg.ba.cognos.ca_gtstd.doc/c_gtstd_watch_items.html
https://www.ibm.com/docs/en/SSEP7J_11.2.0/com.ibm.swg.ba.cognos.ca_gtstd.doc/c_gtstd_personal_settngs.html

Clicking on the (1) ‘Open menu’ on the application tool bar opens the collapsable navigation panel:

C.-_']_“j,' E IBM Cognos Anabytics with Watson | (57 1itemopen
= @ Home
New Cognos Analytics with Watson.
y g Content wers users with Al-driven self-service analytics. See how automated data preparation, data discovery and visualizations can drive more
':";: (D Recent 3

P

Present data

In the navigation panel you will find the following options:

2. Home — to switch between the navigation panel and Homepage landing view.
3. New - options to create Dashboards, Reports and Stories.
4. Content
- ‘My content’ tab for Reports and report views saved by users for personal use
- ‘Team Content’ tab for Content/Reports available to view for your team.

5. Recent — Recent Reports opened by user. This provides quick access to the most recent
reports a user has been working on. On first use of the reporting application this will
be blank.
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The screenshots below show how to access WPR specific reports.

Click the ‘Open menu’ icon and then click on the ‘Content’ folder.

‘ — | IEM Cognas Analytics with Watson

| m Home
+ New
[0 content

(M Recent »

Click on the ‘Team content’ tab

= IEM Cognos Analytics with Watson | [ Content
Content
My content Team content

This then shows a list from which the user opens the process specific ‘Reports’ folder.

Click on WPR to open the WPR Reports folder where users will be presented with a range of
reports.

] WPR

My content Team content

Team content [ WPR

] Name

O o Archive

O o Analysis Report

[l = Department Summary Report
|:| 2] Key Trends & Analysis Report
|:| i Submission Status Report
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3.6.1 Transitioning Between Report Formats

Users are able generate reports in a range of formats depending on their output requirements.

To do this, once a report has been selected user can click on ‘select a format ‘from the tool bar on the top left
corner of the screen. After clicking on this, users will see a dropdown menu offering the different formats that a
report can be run in (e.g. Excel, PDF).

IEM Cognos Analytics with Watson i Analysis Report
P Edit “ oy [ c HTML
T HTML
PDF
Metrics (Fk) Metrics (%) Metrics

3.6.2 Navigating a Report

Located at the bottom of individual reports are navigation buttons to help users scroll quickly
through the report. There are options to scroll gradually through the report or quickly refer to the top
or bottom of the report.

Veet] WM B 2NK  ANT  2UNM X ase mmn mnz B»an
st Swary

T
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3.6.3 Prompts

There different types of prompts in OSCAR which act as questions and allow a user to
customise the information in a report based on their own needs. At times, the choice of certain
prompts will determine available choices for subsequent prompts e.g. Departmental Group will
determine which Organisations are available. As an example for WPR the list of prompts from
which to choose may include items such as:

o Year

o Departmental Group
o Organisation

o Organisation Type

o Classification

o Collection Cycle

o Status

o Metric (£)

o Metric (%)

o Metric (Numeric Values)

3.6.4 Prompts: Single-Select and Multi-Select

Multi-Select prompts are characterised by a check box group and users will be able to select
and deselect multiple options for checkboxes. Single-Select prompts are characterised by radio
button groups and users can only select one option at a time.

E PID

: : ] Single-select
‘g o : Multi-select -

: : 2

HE L %

3 1

: Published ANM Test

3.6.5 Cascading Prompts

The cascade functionality limits the displayed prompt values based on the user's selection
within the parent prompt i.e. using values from one prompt to filter values in the next prompt. All
of the Departmental Group prompts are “parent prompts” and all organisation prompts are
cascading. Using the example below, a user’s selection of the departmental prompt will
determine what will appear in the organisation prompt. Once the parent prompt has been
selected the user must click the ‘Next’ button to see the departments which make up the
Departmental Group.
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CABINET OFFICE (GROUP)

CHARITY COMMIS SION (GROUP)

CROWN PROSECUTION SERVICE (GROUP)

DEPARTMENT FOR CULTURE, MEDIA AND SP(

DEPARTMENT FOR EDUCATION (GROUP)
I ————————— ’

(]

r

CABINET OFFICE (GROUP)

CHARITY COMMISSION (GROUP)

CROWN PROSECUTION SERVICE (GROUP)

DEPARTMENT FOR CULTURE, MEDIA AND SP¢

DEPARTMENT FOR EDUCATION (GROUPY  ~
= »

Sewctol Desewctal

o]

[] Cabinet Office

] Civit Service Commission

[]  Government Procurement Service

Seloct ad Develect
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4  Step: Additional Functionality

4.1 Introduction

Within the ‘Enter data’ tile as explained in 3.3 Navigation: OSCAR Homepage, users will see a
number of tabs, some of which will contain web sheets (also known as grids) for data entry, or
visualisations. The OSCAR system has specific common functionality to help the user filter at an
appropriate level e.g. finding their department, or change how objects are presented. This
section will illustrate how the additional functionality can be used to aid data entry and

submission.

4.2 Activities

The following pieces of functionality for data submission within OSCAR are covered in this step:

4.2.1 Filters

4.2.2 Subset Editor: Filtering on Elements.

4.2.3 Subset Editor: Filtering from a higher level.

4.2.4 Other subset editor functions.

4.2.5 Enhanced functionality
4.2.6 Export data

4.2.7 Snap commands

4.2.8 Suppress Zeros

4.2.9 Change visualization.

4.2.1 Filters

Filters are used throughout OSCAR and they work differently in terms of the data they produce.
Below are examples of some of the common filters as well as an explanation of what they do.

Filter Type

Organisation Group

Filter Function
This filters data by Organisation Group, for example, ‘Charity

Commission’.

Organisation Type

This filters data by Organisation Type, for example. ‘Arm’s Length
Body’.

Organisation

This filters data by Organisation, for example, ‘Driving Standards

Agency’.

Status

This filters data by the submission status.

Collection Cycle

This filters data by Collection Cycle, for example, 201819’.

Year

This filters data by Year.
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Version Snapshot

This filters data by Version Snapshot. ‘Live’ would be the live version
of the data and any historical snapshot of data would be named with

proper date conventions, for example, ‘2018 snapshot_v3’.

4.2.2 Subset Editor: Filtering on Elements

A subset is a drop-down list of items (elements) e.g. list of organisations from which the user
can select from. The subset editor allows editing on both elements and subset views. Users are
also able to search for a specific element within the drop-down list. To search for an element in

the subset, complete the following steps:

1. Click on the subset.

2. Type the element which you would like to search for or use the vertical scroll features
to navigate to the different elements.

na

| Ao

rEanEatsons -

:1' Target selbacting

Adwisory, Conciliation and Arbitration Service ...
Adwvisory, Conciliation and Arbitration Service ...

AHCOS

British Business Bank plc

R Al Organisations -
L

| Soat Editor

el
Default !
Ad hoc organisation 1
All Drgamisatrons L

=T LWL [N

Leaf Lewvel

4.2.3 Subset Editor: Filtering from a Higher Level

Users can include or exclude what elements of the drop-down list are presented using the
subset editor. The Subset editor enables filtering from a higher level to lower views. The
elements that appear on a filter are arranged in subsets e.g. Total Organisations (Level 1),
Departments (Level 2), Sub departments (Level 3). To change the subset on your visualisation
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to better display your data:
1. Double click on the dimension tile which you want to change the subset for. You can also
click the Set Editor icon in the dimension menu to open the set editor.
This will return the ‘Set Editor’ screen.
3. The left section of the next screenshot will enable you to change the level of elements
you want to display.

4. The right section displays the current view.

Users can customise what they see in the drop downs: by moving items from the left section to
the right section using the arrow (->) between the two sections or replace the ‘Current Set’
selection with a selection from ‘Available members’ by clicking on the ‘Replace set with
new insertion’ icon.

% All Organisations -

P Torze: sclocting Ls I

Advisory, Conciliation and Arbitration Service ...
Advisory, Conciliation and Arbitration Service ...
AHC084

British Business Bank plc

Set editor
cscar_sig arganisaton_wpr orgenisation war v %, AlOrganisations v
8 tame v Ieetmemserony @ Showibues @ M
Available members Current set
B Allleaves Qv rFe@oi ree
Membor name 1 Mamber name 1
| & Al leaves (organisation_wpt v B

and BEL
Replace set with new insertion  J5eY

PP ESSSERReEePe PR PR R @S
cmwpwe o FEZEEELEE S s znmooC OO0 ODEEE E 2
h&@@ﬁﬁ-@ﬁ&&@m@@ﬁ@%&@@@@ﬁ&&@@ﬁ-ﬁ@ﬁ&E

Page 22 of 29



4.2.4 Other Subset Editor Functions

It is possible to change the data view.

1. In order to change the element levels you wish to view, select the drop down arrow in
‘Available members’ at step one below.
2. Inthis step, select the view you wish to change and select ‘Replace’. The set editor closes
and you return to the view, displaying the members that you selected.
3. You can also save your changes as a new set that can be reused in other views. Click on ‘Save as’:
- give the new set a name and select ‘Private’ for personal use.
- the option to save as “Public’ is to share the set with other users. This will only be available to those
with suitable access rights.
4. If you are editing an existing set, you can apply the changes to your view without saving the new set
configuration. Click Apply.
5. Alternatively, you can select individual or groups of elements to add to your current view.
Database Dimension Hierarchy Set
wECar_stg arganisation_wpr organisation_wpr v 2 All Organisations
8 Mamz —% Insert member only {8y EShow atiributes
Available members
B Allleaves
B [zt Lowest Level a g Total Organisation

All roots

All memb

Al leaves

Higher Level e.g. Depariments and department
ars mambers
Leaf Level e.g. All mambers

Existing sets

B Defaul

Custom member views based
on filler selected

t —

2 Ad hoc organisation

. All Organisations

B Grou

B Leaf

ps

Lewvel

| Replace as Apply
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Save as
Hierarchy: organisation_wpr

QO Public @ Private
[ setas Default

Replace

4.2.5 Enhanced Functionality

There are other features of enhanced functionality within OSCAR that enable users to perform a range
of functions. There is a combined toolbar for which includes enhanced functionality within OSCAR that
enable users to perform a range of functions. This functionality is shown below and the more important
steps will be described in more detail in the following sections.

Book tools (left side of screen)

0 N (4) (5) (6)
\_/ v v —
L) Edit B o~ ir o« *—.» e

Edit switch Opens the data tree for cubes and ensures any changes to widget settings are kept.
To save a book.

Refresh.

Share.

Undo.

Enter full screen: use escape to revert to standard view.

oakwnE

Book Widget tools

Click within book view to obtain (on right side of screen)

[ ® w & 4p Base ! Exploration |

Export: this enables you to export your chosen data to an excel or pdf document.
2. Snap Commands: these are shortcuts which can be used to perform tasks quickly

by simply typing in the command you want or selecting from a saved list.

3 Save-thisenables you to save the current view Vol have created
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© N

11.

12.
13.

Format values: this you to apply number formatting for an entire view.

Swap Axis: when using tables or bar charts, this function will allow you to quickly
swap axis.

Suppress Zeros: if your data contains many zero values that you would prefer to
clear from view, this suppress zero’s function is available.

MDX: this enables you to view and edit the MDX source for a cube view.
Refresh: this refreshes your view based on any changes made to the data.

Grid refresh: this performs a similar function in that it will refresh a grid view.

. Sandbox selection: a Sandbox can be used to create your own personal view

without affecting the main source data.
Exploration: you can change the visualisation depending on needs. For
example, you can move between bar charts, exploration tables or line graphs.

Show/hide overview: this enable you to show or completely hide the overview.
Forecasting: automated tools that model time-dependent data. This will only work on cube views
where a time dimension is placed in the columns of the view.

Other Data Exploration

These set of tabs allow you to view data in a pivot table style type of reporting. You are able to drag and drop
specific metrics and also perform dynamic drill down on the view of data you require

{T) Total Forecast v B U v | T) HM Treasery

will W g

@

Benched dimensions

papmant s — Mave all back
(T) Gty veipts : @ tembe v}

Daily Receipt: time_cms
aily Receipts ® 01032022

Wumber © e

57,

1]
i“ erarchy L3
3

6 =

Customize sets
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Source — This is the cube that contains all the available dimensions for the analysis.

2. Dimensions — Dimensions are lists of related members e.g. time_cms includes the collection year.
Two or more dimensions are used to make a view that can be used for analysis.

3. Sets/Members - A set is an item in a dimension, for e.g. April-2021 is one set in ‘time_cms’ dimension.

Levels - Levels define the way data is grouped in dimensions. A dimension can have a number
of levels relative to their hierarchical structure e.g. in the time_cms dimension you have the
ability to select the month, and also to select specific days within that month

5. Row Drop Zone — To drag dimensions as rows. Multiple dimensions can be nested within this
zone similar to a pivot table

6. Column Drop Zone - To drag dimensions as columns. Multiple dimensions can be nested within
this zone similar to a pivot table

To drag a dimension to a different location in the grid — between the context, row or column zones, select and
hold the dimension and drag to the drop zone. As illustrated below a blue box guides you to the drop zone when
you drag a dimension to a different location in the grid.

l:'ll.tl Fotsl Forecant W i .:i Live ."1_. HM Tresaury

B Masrch-2021 i M Tresmury = v P
B Tacgit i k| 5 Daily Payments | 5 Daily Receipis
- L Humbsr b

Key tasks for the purposes of OSCAR are described below.

4.2.6 Export Data

Within OSCAR, there is a feature which allows you to export data as a single excel file or
multiple excel files. To achieve this, follow the steps below:

1. Select the dataset you'_v‘vish to export by clicking anywhere within the view.

2. Click the export icon T on the toolbar.
3. lick Export and your data will download to your desktop as an excel sheet.
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35M
O
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Export view x
25M View: Default

1 instance(s) to export
[ adjustment_type_cms : Selection (1)
m [ version_snapshot_cms : Selection (2)

I I [ organisation_project_cms : Selection (68)
I —

4.2.7 Snap Commands

@ Single Excel file (one sheet per view instance)

|

§

England

Arts Council

j
%

avisory, Conciliation
3 Arbitration Service
Consumer Focus
CLG Communit
Standards Board for
British Film Institute
English Heritage
Royal Armouries l
Driving Standards
Driver and Vehicle
T

Audit Commission

Snap commands are simple commands that allow users to perform tasks quickly. One example
of a useful snap command function is the find function. This allows users to find members on
rows, columns or both and then use the find function to move through the results. The following
steps allow users to perform a snap command:

1. Click anywhere on the data view to start the snap command process.

2. Click on the snap command icon. Users can enter a snap command for their selected data
view to enter or pick from a list of quick options below the search bar.
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4.2.8 Suppress Zeros

Suppressing zeros can improve data visualization by removing all the rows and columns that
contain a null value. As an example of this benefit to users, below are two different screenshots of
the same data set. The first screenshot shows the data before the suppress zero feature has been
enabled and the second is the data after the suppress zero feature has been enabled.

This can be done by completing the following steps:

=

Click anywhere on the data view.

Click on the suppress zeros tools icon in the below screenshot

3. Click on ‘All’ to suppress both zeros in rows and columns and click the ‘Apply’
button to confirm the selection.

N

Page 28 of 29



® m O < Base }

All

Rows
™ Columns
.

EE B E.

Ny

Engiand

;

Arts Counct
Britieh Uteary |
Enghsh Meritage |

i
;

Cu"-n—loanl
Driver and Veticle
Ucensng -

« B
|
Ausst Commesion |
6 Commures |
|

isory, Conclliation and
Standards Board for
British Firn Insthute
riving Standards Agonoy

After Suppress Zeros

b ill!lill‘!l.mll N IJ; | JI;l! i
5“2‘5“‘5 3 2 §2§E§§§ggga”§n E
SRLREUL U U

4.2.9 Change Visualisation

In the ad hoc reporting feature of OSCAR, it is possible to change the format in which the data
visualisation is presented to you. The Change visualization list contains only the visualisations
that can be rendered with your current view configuration. Follow the steps below to achieve
this.

1. Click anywhere on the data view.

2. Click on the “Visualisation’ icon on the tool bar in the screenshot below.

3__The user can select which form they want the data visualisation to take
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5 Step: Support

5.1 Introduction

The launch of OSCAR is incrementally split across different business processes, with support
being provided from the first Go-Live (for WPR) and scheduled to end in 2024. Support for
technical OSCAR issues will be provided by the OSCAR Service Desk.

5.1.1 Contacting the Service Desk

There are two ways to contact the Service Desk if you are experiencing a technical issue:
1. Email - oscar@support.deloitte.co.uk
2. Telephone - +44 (0)20 7303 6033

When you contact the Service Desk, you will receive an email which will note the reference
number associated with your ticket that has been raised. Only OSCAR Users and User
Authorisers have the ability to log issues.

Service Desk hours are 8am to 6pm (Mon-Fri), excluding English Public Holidays. Any emails
sent out of hours, to the OSCAR email address will be recorded and actioned at the start of the
next working day.

The Deloitte Service Desk should not be contacted for non-technical issues. Non-technical
issues, such as business process queries, should be directed to the email address in the
process specific guidance.

For any non-technical issues that arrive with the Service Desk, a ticket will be logged, closed,
and the user will receive an email informing them that their query is not managed by the
OSCAR Service Desk. This email will provide contact options for the HMT Business Process
Teams that the user can then direct their query to.

5.1.2 What Information Should You Provide?

If possible, the following information should be provided by users when contacting the Service
Desk. This is not an exhaustive list and any additional information deemed appropriate should be
provided by the user.

How many people are being impacted?

What is the user’s role? For example, are they a User/User Authoriser?

What Business Process is being affected?

A description of the issue including expected behaviour vs observed behaviour.

What was the user trying to do? For example, a data submission or generate a report?
What error message was received?

What steps the user followed (including click path, if available).

© N o g bk~ w NP

Date and time the issue occurred.
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10.
11.
12.

13.
14.

Contact details for the affected user.

Is the user trying to use a new piece of functionality?

Provide a screenshot, if possible.

Is the user able to access other Business Processes within OSCAR? If the answer is yes,
is this process expected behavior?

What is the name of the process the user has had the issue with?

Are there any non-OSCAR IT service issues at the same time in the user’s location?
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6 Appendix One: Snap Commands

There are a range of snap commands available to OSCAR users. Below are some of the more
common snap commands.

Snap Command Function

Select Type the names that you want to select in the snap command.
Select is the default snap command: you do not need to type

select.

Swap Swap rows, columns, dimensions in the context area. For
example, to swap the versions and time dimensions, type swap,
versions, time. Typing swap on its own swaps the rows and

columns.

Find You can find members on rows, columns, or both. Find Europe
finds the first result. To move through the results, type find. To go
back, type, find previous.

Hide Hide named members in dimensions on the rows or columns. To
hide members that are named UK and Feb-2004, type hide UK,
Feb-2004.

Unhide Show or “unhide” members. Type unhide r to unhide rows.

Keep Keep members in dimensions on the rows or columns, while you

hide the other members. For example, type keep 2014, 2015.

Zero Enable zero suppression. To enable zero suppression on just
rows type zero rows, and for columns, type zero columns. To

clear all zero suppression, type zero off.

Totals Totals Show leading or trailing totals, or hide totals. For example,
in a time dimension, you could have Q1, Jan, Feb, Mar, which has

a leading total.

Level Expand levels in a hierarchy to a specific depth. If you don’t
specify a level, the leaf level is expanded. You can also expand
numbered levels, and levels on rows, columns, or both. For

example, type level rows 2 or level rows

Drill Drill down on members. For example, to drill down on a member
named Georgia, type Drill Georgia. Resetting the drill state clears
drills.
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Sort

Sort labels or values in ascending or descending order. You can
choose to sort by hierarchy, or to break the hierarchy. You can
sort a named hierarchy, and for labels, you can sort by rows and
columns. You don't need to specify label or value, unless there is

an ambiguity.
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7 Appendix Two: Shortcuts for Copying Data from Other

Sources

It is possible to cut, copy and paste values between views in OSCAR as well as other sources.
Itis also possible to right-click a cell or a range of cells, and select cut or copy. The paste must
then be done by using the keyboard shortcut. Below we’ll go through some steps to show you
how to paste from other sources into OSCAR as well as different worksheets within the system.

Action Windows Apple Mac
Cut CTRL+X CMD+X
Copy CTRL+C CMD+C
Paste CTRL+V CMD+V
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8  Appendix Three: Browser settings

In some instances you may see the following error when trying to paste data into OSCAR

Pasting from clipboard

Pasting from clipboard is currently turned off by your

browser. Local data will be used.

You will need to change your browsers settings or add an extension to enable the copy and

paste functionality.

Please note: Browser settings or add ins may be restricted by your local IT department therefore
you may need to get in touch with them to make the changes below.

8.1 Internet Explorer

Depending on how your browser is configured, when you try to paste values in the input grid

you may get a system message, asking “Do you want to allow this webpage to access your
Clipboard?”.

If you receive that message, select “Allow access”, then try to copy-paste your values again.
This only happens in Internet Explorer.

Another option is to change your security setting via the Tools menu. To do this click the Tools
menu, and then Internet Options. (ALT + T, and then Internet Options). Click the “Security” tab,
and then the “Custom Level” button.

In the listing, look for the “Scripting” category, and then "Allow Programmatic clipboard
access"

] Allow Programmatic clipboard access

© Disable
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8.2 Google Chrome

Follow the link below to enable the Google Chrome clipboard extension.

https://chrome.google.com/webstore/detail/ibm-cognos-tm1-web-
clipbo/pfcpjkoiknombhfcjnjihpafmkhmdcjb?hl=en

You may see a message telling you that it is “compatible with your device”.
Click the “Add to Chrome” button. The extension will then be added to your browser.

& chrome web store e

Home > Extensions > |IBM Cognos TM1Web Clipboard Extension

ﬁ IBM Cognos TM1 Web Clipboard Extension

Offered by: IBM Canada

Y% % % & 1 | Productivity | & 17,645 users

8.3 Mozilla Firefox

Click on the link below to set up the Firefox extension.

https://addons.mozilla.org/en-GB/firefox/addon/tm1-web-clipboard-extension/

You may see a message telling you that it is “compatible with your device”.

Click the “Add to Firefox” button. The extension will then be added to your browser.

i Experimental X

IBM Cognos TM1 Web Clipboard Extension
by Grant, Rick P

This extension allows 1BM Cognos TMT Web access to the clipboard. + Add to Firefox
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