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Welcome to MITS Discover 
 

Before You Begin 

 
 
Audience 

 

The purpose of this document is to provide a comprehensive guide to the features and 
functionality of MITS Discover browser client for the purposes of creating, modifying, and 
working with reports. 

 
Many of the features of MITS Discover are controlled by security settings or licensing and will only 
be available if you have the appropriate permissions or license edition. If you have questions about 
security settings, see your MITS administrator. If you have questions about MITS Discover licensing, 
contact your MITS provider. 

 
Requirements 

 

Hereôs what you will need in order to use MITS Discover: 
 

Web Browser 
The MITS Discover user interface is accessed using a standard Web browser, so it is expected that 
the user has access to and knows how to use a Web browser. 

 

The following Web browsers have been verified as compatible for use with this version of MITS 
Discover: 

 

Å Windows® Internet Explorer® version 11 
 

Å Mozilla® Firefox® versions 36 
 

Å Google ChromeÊ version 41 
 

Å Apple® Safari® version 7.1 (Mac OS X) 
 

Å Mobile Safari on iOS devices including iPad® (1st generation not supported) and iPhone® 

 
NOTE: Some issues not affecting core functionality may be experienced on iOS devices. 

 
MITS Discover URL 
MITS Discover is accessed through a URL which is typed into the address bar of your Web browser. 
This URL will be provided by your MITS administrator. 

 
NOTE: While it is possible to configure the system so that it is accessible from any supported, 
internet-connected browser, MITS Discover access is typically confined to a corporate network. As 
such, you may need to be connected to a specific network (either directly or through a VPN) in order 
to access MITS Discover. 
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Login ID and Password 
Each MITS Discover user will be assigned a unique login ID and password for the purpose of logging 
in to MITS Discover. This information will be provided by your MITS administrator. 

 
Conventions 

 

Throughout this document, the following conventions are used: 
 

Å Variable, user-specific data in commands and examples will be encompassed by two sets 
of angle brackets. The angle brackets, as well as the characters contained within, should be 
replaced with the pertinent information as explained in the paragraph(s) that precede or 
follow the command or example. 

Example: <<Variable>> 
 

Å Code and program samples will appear in a plain, mono-spaced font.  

Example: Code Sample  
 
 

Whatôs New in MITS Discover Version 10 

 
 
Features 

¶ Drag and Drop Dashboard Editing 
In previous versions of MITS Discover creating or modifying dashboards and scorecards required 
an understanding of HTML as well as MITSô own coding language.  With the new drag and drop 
dashboard editor, any user with the appropriate rights can add, move, and modify elements of 
any scorecard or dashboard without ever knowing any code. 

 
¶ Column Selecting 

A new column selection tool makes it easier than ever to add columns to a report or modify the 
ones that are already in use.  Simply begin typing keywords from a column header and MITS 
Discover returns a list of all columns with those keywords.  The more keywords entered, the more 
refined the results list becomes. 
 

¶ Chart Objects for Dashboards 
Making chart objects for dashboards is now possible directly from a chart and not just a report.   
 

 
 
Things to be Aware of When Upgrading from 7.x or prior 

 

Å Many of the administration-related security permissions have been merged into a permission 
simply named ADMIN. If you had configured users to have access to specific administration 
functions (only the scheduler, only the security user manager, etc.), these users will now have 
full administration access. 

 

Å The practice of "nesting" security templates (or including a security template in another 
security template) is no longer supported. Any existing nested templates will be 
"flattened" during the upgrade process, fully preserving the existing security functionality 
for your users. As an example: Prior to the upgrade, USER1 includes TEMPLATE1 and 
TEMPLATE1 includes TEMPLATE2. After the upgrade, USER1 will include both 
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TEMPLATE1 and TEMPLATE2, and TEMPLATE2 will no longer be included in 
TEMPLATE1. 

 
 

Getting Started 

 
 

MITS Discover provides an easy-to-use, browser-based, Online Analytical Processing (OLAP) 
environment. 
 
The MITS Discover Hypercube Application is a special database designed specifically to maintain 
interlinked historical data in a hierarchical manner, providing rapid answers to OLAP inquiries and 
exploration. 
 
Start your MITS Discover experience by navigating your Web browser to the URL where MITS 
Discover is being hosted. If you donôt have the URL, contact your MITS administrator. 

 
Logging In 

 

Once you have established a 
connection to MITS Discover, the 
first thing that appears is the MITS 
Discover Welcome Screen. This 
screen allows you to log in to MITS 
Discover. It also provides version 
and edition information. 

 

Enter your MITS Discover User ID 
and Password to begin. This 
information will be provided by your 
MITS Discover administrator. 

 
NOTE: If you receive a notification that your password has expired, follow the on-screen prompts to 
reset it.  
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Settings 

 
 

Clicking Settings in the upper right corner of the page next to your username will allow you to change 
some of the settings for your user account. 

 
Change Password 

 

Clicking Change Password will allow you to set a new password. 
 
Change Landing Page 

 

Clicking Change Landing Page will allow you to configure the page that is displayed when you first 
log in to MITS Discover. You can select an existing saved report, a full screen dashboard, or one of 
the main tabs as your landing page. 

 
1. Select Dashboard, Report, or Tab to 

set the type of page to display. 
 

Å Dashboard: select the Library 
and the specific Dashboard to 
display. If the selected 
dashboard requires a prompt 
value, select the Specify 
Prompt Values check box. 
(You will be asked for these 
values upon clicking Next) 

Å Report: select the Library and 
the specific report to display 

Å Tab: select the desired tab 
(Reports, Dashboards, or 
Hypercubes). 

 

2. Click Save. 
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Help 

 
 

Clicking Help in the upper right corner of the page next to your username will allow you to access the 
following helpful resources: 

 
User Guide 

Selecting User Guide will allow you to view a PDF of this user guide for reference. 
 
Training 

Selecting Training will take you to the training section of the MITS website (www.mits.com/training), 
which shows the current list of training sessions available and allows you to register for any of those 
sessions.  There is also a link provided for each type of training allowing you to view a pre-recorded 
session at your convenience. 

 
NOTE: You will be asked for a login to view the recorded sessions.  If you do not have a login, 
check with our support group at support@mits.com or 888-700-6487. 

 
Open a Support Case 

Selecting Open a Support Case will allow you to submit a support case. 
 

1. Identify whether this is a new or 
existing case and provide the 
existing case number if you have it 
available. 

 
 
 
 

2. Fill in the requested fields and click 
Ok to submit this information to the 
MITS Support team. 

 
 
 
 
 
 
 
 
 
 

http://www.mits.com/training
mailto:support@mits.com
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The Reports Tab 
 

Introduction 

 
 

All included and user-saved reports are listed on the Reports Tab. The components of this page are 
described below. 

 

 
 

NOTE: The icon to the left of each report name indicates the style of that report, as follows: 

   Report 

   Chart 
 

1. Navigation Tabs: The Reports tab is for creating, viewing, and modifying reports. The 

Dashboards tab is for viewing dashboards and scorecards for the (optional) MITS Dashboard 
add-in product. The Hypercubes tab is for viewing the status of your Hypercube applications 
as well as scheduling Hypercube build jobs. The Administration tab is for general 
administration tasks such as creating users, defining credentials for the email services feature, 
and configuring build job notification messages. 

 
NOTE: The presence of each tab is controlled by licensing. In addition, access to each of these tabs 
is controllable on a per-user basis via user security. 

 
2. New: Click here to create a new report. For a detailed explanation of report creation 

steps and options, see Creating Your First Report. 
 

3. Library: Select a report library from this drop-down menu to view a list of the reports that 
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are stored within that library. You can find more information about report libraries in the 
Report Libraries section. 

 

4. Manage Libraries: Click this link to add or remove existing report and dashboard 

libraries. 
 

5. Show/Hide Details: Click this link to show or hide additional details about each report, 

such as the build date range and information about report scheduling. 
 

6. Report Listing: Click a report title to display that report. 
 

 
7. Export: Click here to display the export options menu for the corresponding report. This 

allows you to quickly export the report to one of a number of different file formats 
including Microsoft Excel and PDF.  

 

8. Email: Click here to display the email options menu for a report. This allows you to 

immediately send the corresponding report as an email attachment or configure a 
scheduled email. 

 
NOTE: If this button does not appear, your system has either not been configured to support the 
emailing of reports, or your security settings are preventing you from sending emails from within 
MITS Discover. Please contact your MITS Discover administrator for assistance. 

 
 
Report Libraries 

 

A report library is simply a place where reports are stored. Every MITS Discover system comes with 
a generic report library named COMMON. If user security has been enabled and initialized, each 
user will also receive a personal report library. Your system may have also come with pre-installed 
reports that are already organized into a series of report libraries. 

 
NOTE: User-specific report libraries are automatically created the first time a user attempts to save 

a report. 
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Creating Your First Report 

 
 

MITS Discover report data is retrieved from pre-configured MITS Discover Hypercube 
Applications. 

 
NOTE: You must have at least one populated Hypercube Application available on your system to 

continue. 

 

1. To begin, log in to MITS Discover and click 
the New button directly under the MITS 

Discover logo in the upper left corner of the 
main report selection page, then select 
Report. 

 
 
 
 

 
2. The next step involves 

selecting the type of report 
to create. There are a 
number of options available, 
but for this example we will 
select Trending. This report 
type will show the difference 
and percent of change 
between two or more time 
periods for a specified 
value. 

 

 
 
 
 

3. Once you have 
selected the report 
type, a page similar to 
the one shown here 
will appear. Start by 
selecting a Hypercube 
application. We have 
selected Sales for this 

example. 
 
 
 
 
 

4. Next, select the Initial Drill-Down Path identifier, if desired. (This can always be changed 
after the report has been created.) For this example, Bill To Customer has been 
selected. 
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5. Choose the value that you would like to see in your report. We have selected Sales for 
this example. This selection will be combined with each of the time periods you select to 
create the columns for your report. 

 

6. Select a time period group (month, year, etc.) from the Time Periods drop-down menu to 

filter the list of available time periods, and then select the check boxes next to the time 
periods you want to compare. In this example, we have selected the time periods Month 
Nov 2011 and Month Oct 2011. These selections will be combined with our Value to 
Trend selection of Sales, which means that our report results will be based on two 

columns: Sales for Month Nov 2011 and Sales for month Oct 2011. 
 

7. Finally, click  OK to view the report. 
 

As you can see here, the Trending report type produces a report that includes the difference and 
trend (percent-of-change) between the two time periods for the selected value, as well as the two 
columns that were used to generate those values (for reference purposes): 

 

 
 
 

Report Types 

 
 

When creating a new report, you are given the option to select from six report types which are 
explained below. The resulting report may be exactly what you need...but if it isnôt, the flexibility of 
MITS Discover allows you to fully modify any report. This means that any report can be used as a 
starting point to meet your more complex reporting needs. You can add, remove, and re-order the 
columns, modify the drill-down path, apply sorting and/or filtering, and more; all without the need to 
learn a complex query language. 
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Custom 

 

A custom report can be configured however you like. You can specify the initial drill-down path as 
well as the exact columns you want to include in your report. 

 

Here is an example 
of a basic report 
showing sales dollars 
by warehouse for 
2002, 2003, 2004, 
and 2005. (We will 
refer back to the 
values on this report 
as we discuss the 
other report types.) 

 
 
 
Trending 

 

As described in the Creating Your First Report example above, a Trending report provides a 
quick comparison of a specified metric over two or more time periods. 

 

This is an example of 
a simple trending 
report. It shows the 
comparison of total 
sales broken down 
by warehouse 
between year 2003 
and year 2004 as a 
dollar amount and a 
trend percentage. 
The originally 
selected columns are 
included for 
reference, and no 
filters are applied. 

 
 

If more than two time periods are selected, there will be one difference and one trend column 
generated for each pair of selected time periods. For example, if we had also included year 2002 
when selecting the time periods for the report above, the columns in the resulting report would be: 
Sales for 2004, Difference between 2003 and 2004, Trend between 2003 and 2004, Sales for 2003, 
Difference between 2002 and 2003, Trend between 2002 and 2003, and Sales for 
2002. 

 
Trending Upward Overall 

 

The Trending Upward Overall report type allows you to quickly retrieve a list of related identifier 
values which have shown an increase in a defined metric over two selected time periods. 
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This example shows 
a Trending Upward 
Overall report by 
warehouse 
comparing sales 
amounts from year 
2003 and year 2004. 
It includes the 
difference and trend 
between the sales 
values for year 2003 
and 2004, as well as 
the base Sales for 
2004 and Sales for  
2003 columns for reference purposes. Additionally, a filter is applied to show only those rows which 
have had an increase in sales between 2003 and 2004. 

 

If you compare this example with the report from the Trending example above, you will notice that 
the sales for the Seattle warehouse were down $173,155 in 2004 when compared to the sales for 
2003. For this reason, the Seattle warehouse does not appear in this report. 

 

If more than two time periods are selected, the difference and trend values will be calculated 
based on the oldest and newest time periods only. For example, if we had included year 2002 in 
the above report, the columns in the resulting report would have been: Difference between 2002 
and 2004, Trend between 2002 and 2004, Sales for 2004, Sales for 2003, and Sales for 2002. 
The year 2003 column would appear in the final report for reference purposes, but the 2003 
values would have had no effect on the values in the difference and trend columns; therefore, the 
addition of this time period would not change the filtering. 

 
Trending Upward Consistently 

 

The Trending Upward Consistently report type provides the ability to create a report which includes 
the identifier rows that have shown a consistent increase for a defined metric over two or more 
selected time periods. Any identifier row that shows a decrease between any of the selected time 
periods is filtered out of the final display. 

 

The example below shows a Trending Upward Consistently report by warehouse comparing sales 
amounts from years 2002, 2003, and 2004. It includes the difference and trend between the sales 
values for 2002 and 2004, as well as the base Sales for 2004, Sales for 2003, and Sales for 2002 
columns for reference purposes. Additionally, a filter is applied to show only those rows which have 
had an increase in sales between 2002 and 2003 and then again between 2003 and 2004. 
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If you compare this example with the report from the Sales History by Warehouse example (under 
the Custom report type), you will notice that while the sales for the Seattle warehouse were up 
$1,127,397 between years 2002 and 2003, they were down $173,155 between years 2003 and 
2004. For this reason, the Seattle warehouse does not appear in this report. 

 
If only two time periods are selected, the resulting report is no different than if the Trending Upward 
Overall report type had been created with the same time periods. If more than two time periods are 
selected, the difference and trend values displayed in the report will be calculated from the oldest 
time period and the newest time period, but the filter will take each time period combination into 
account from oldest to newest as described above. 

 
Trending Downward Overall 

 

The Trending 
Downward Overall 
report type allows you 
to quickly retrieve a 
list of related 
identifier values 
which have shown a 
decrease in a defined 
metric over two 
selected time periods. 

 
 
 

This example shows a Trending Downward Overall report by warehouse comparing sales 
amounts from year 2003 and year 2004. It includes the difference and trend between the sales 
values for year 2003 and 2004, as well as the base Sales for 2004 and Sales for 2003 columns for 
reference purposes. Additionally, a filter is applied to show only those rows which have had a 
decrease in sales between 2003 and 2004. 

 

If you compare this example with the report from the Trending example above, you will notice that 
the sales for the Seattle warehouse is the only warehouse that showed a decrease in sales 
between 2003 and 2004. For this reason, all warehouses except Seattle have been automatically 
removed from this report. 

 

If more than two time periods are selected, the difference and trend values will be calculated 
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based on the oldest and newest time periods only. For example, if we had included year 2002 in 
the above report, the columns in the resulting report would have been: Difference between 2002 
and 2004, Trend between 2002 and 2004, Sales for 2004, Sales for 2003, and Sales for 2002. 
The year 2003 column would appear in the final report for reference purposes, but the 2003 
values would have had no effect on the values in the difference and trend columns; therefore, the 
addition of this time period would not change the filtering. 

 
Trending Downward Consistently 

 

The Trending Downward Consistently report type provides the ability to create a report which 
includes the identifier rows that have shown a consistent decrease for a defined metric over two or 
more selected time periods. Any identifier row that shows an increase between any of the selected 
time periods is filtered out of the final display. 

 
 

This example shows a Trending Downward Consistently report by warehouse comparing sales 
amounts from years 2002, 2003, and 2004. It includes the difference and trend between the sales 
values for 2002 and 2004, as well as the base Sales for 2004, Sales for 2003, and Sales for 2002 
columns for reference purposes. Additionally, a filter is applied to show only those rows which have 
had a decrease in sales between 2002 and 2003 and then again between 2003 and 2004. 

 

As you can see in the example above, all four warehouses have been filtered out of the final report. 
Boise, Portland, and Spokane do not appear because the sales for these warehouses showed an 
increase between 2002 and 2003 and then again between 2003 and 2004. Seattle showed a 
decrease in sales between 2003 and 2004, but an increase between 2002 and 2003. In order to be 
included on this report, a single warehouse would have needed to show a decrease in sales 
between 2002 and 2003 and then again between 2003 and 2004. 

 

If only two time periods are selected, the resulting report is no different than if the Trending 
Downward Overall report type had been created with the same time periods. If more than two time 
periods are selected, the difference and trend values displayed in the report will be calculated from 
the oldest time period and the newest time period, but the filter will take each time period 
combination into account from oldest to newest as described above. 
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Saving a Report 

 

 
You can save the currently displayed report at any time by clicking the  Save button in the report 
tool bar. A page similar to the image below will appear. 

 
 

1. Select a report library from the Library drop-down menu. 
 

2. If you want to replace an existing report, select the report that will be replaced in the Current 
library contents box. 

 
3. If you would prefer to save this report as a new report, enter a new name in the Report name 

box. 

 
WARNING: Be sure to type a name that is unique within the currently selected report library. If you 
type a report name that already exists in the currently selected report library, the original report will 
be overwritten with your new report.  

 
4. Click Ok to save the report. 
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Report Display Layout 

 
 

The following example illustrates a report. Each area is described in the list that follows. 

 
 

1. Report Tool Bar: Controls interactions with the report. 
 

2. Navigation Tool Bar: Used to navigate multi-page reports. It appears at both the top and the 
bottom of the report display. The top navigation tool bar also includes shortcuts to frequently 
used display modifiers. 

 

3. Report Title: The report title will not show up until the report has been saved. 
 

4. Current Drill-Down Path: Displays the names of the identifiers represented in the current 
reportôs drill-down path. 

 

5. Column Heading Area: Each column heading describes the contents of the columnôs cells. The 
headings can also be clicked to open the Column Options menu. 

 

6. Identifier Values: Identifiers are the people, places, and things that make up the horizontal rows 
of a report. The list of identifier values in the current drill-down path appears in the left most 
column of the main report display. These links are used for deeper exploration of the data in this 
report. 

 

7. Column Grid: Each column displays accumulated information directly from a Hypercube or 
related information from supporting data files. 

 

8. Cell: The intersection between a column header and a specific identifier value. Clicking the 
contents of a cell that is displayed as a link will display detailed source transaction information 
for that value. See the section titled Detail Display for more information. 
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Exploring Your Data 

 
 

There are a number of ways to modify the display of a MITS Discover report, but the most powerful 
is the expand ability. This is also known as ñdrilling downò. This feature allows you to get a more 
detailed breakdown of the information displayed in almost any report row. 

 
Expanding a Report 

 

1. Click the identifier description you wish to expand from the left most column of your report. A 
menu will appear, listing the identifiers that are available for expansion at that drill- down level. 

 
 

2. Point to one of the identifiers and a submenu will appear showing the expansion options. 

 
 

3. Select one of the four expansion options (described in more detail on the pages that follow) to 
complete the expansion. 
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Expand 

This type of expansion 
will expand the single 
identifier value you 
originally clicked to 
show the individual 
values that make up 
that identifier. In the 
example below, the 
Western Region value 
has been expanded by 
the Warehouse 
identifier to show the 
two warehouses that 
reside in the Western 
region: PORTLAND 
and SEATTLE. 

 

Expand by Specific Values 

The second type of exploration allows you to expand an identifier value while selecting only those 
sub-values you would like to see. Click the identifier value you would like to expand, point to the 
identifier you would like to expand by, and then click Expand by Specific Values. A page similar to 

the following will appear: 
 

 
 

1. A search box has been provided to filter the descriptions so that you can quickly find the 
identifiers you are looking for. 

 

2. Advanced Options allows you to 
customize how the search box will filter 
the descriptions (such as Containing, 
Not Containing, Beginning With, Not 
Beginning With). 
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3. When you locate an identifier value you want to include, select the check box next to the 

desired value in the Available Descriptions box. 
 

4. To change the order of the items in the Currently Selected Descriptions box, drag and 
drop the items until they appear in the desired order. To remove an entry, double-click on the 
unwanted value within the Currently Selected Descriptions box or clear the check box of 
the unwanted value within the Available Descriptions box. If you are manually entering IDs, 
remove the line containing the unwanted value. 

 

5. If you want to clear the entire Currently Selected Descriptions box, click the  Remove 
All Selected Identifiers button. 

 

6. A list of identifier values can be typed 

or pasted into the ID box by clicking  
Manually Enter IDs and then typing in 
or copying and pasting the desired IDs 
into the Currently Selected 
Descriptions box. 

 
 
 

 
7. Click the  Ok 

button. The 
expanded report 
will show only 
the values 
specified: 

 
 
 
 
 
 
 

 
 

Expand All Rows This 

exploration type will 
expand not only the 
identifier value that was 
clicked, but also the 
other identifier values 
on that level. 

 

In the example shown 
here, the Region 
identifier has been 
expanded by the 
Warehouse identifier. As 
you can see, both 
regions were expanded 
to show the warehouses 
within those regions. 
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Expand All Rows by Specific Values 

This is a combination of the Expand by Specific Values and Expand All Rows exploration types. 
When you select this exploration type, the Lookup page will appear, similar to the one shown 

previously. Your exploration should be prepared in the same way you would set up an ñExpand by 

Specific Valuesò exploration, but when you click the  Ok button, all of the identifiers of the current 

level will be expanded by the selected values. 

 

"Drill Across" to a Dashboard or Scorecard 

 
NOTE: This feature requires the optional MITS Dashboard add-on and at least one prompting, full 

screen dashboard. For more information about MITS Dashboard, including custom-designed 
prompting full screen dashboards made to your specifications, contact your MITS provider. 

 
If your MITS Discover 
system has been 
licensed to allow for the 
use of the MITS 
Dashboard product, 
your user account has 
sufficient privileges, 
and you have at least 
one prompting full- 
screen dashboard, you 
may see one or more 
additional options in the 
expand menu, as 
outlined in this 
example. 

 
 

These menu options notify you that a prompting full screen dashboard or scorecard related to the 
selected identifier is available. Selecting this option takes you directly to the dashboard as though 
the selected identifier value had been entered for the prompt. This is called drilling across. 

 
In this example, a customer scorecard has been defined on this system to show 
information related to one specific customer. 

 
Selecting the Customer Scorecard option in the report above displays the customer 

scorecard, as outlined below: 
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Detail Display 

 

The Detail Display feature of MITS Discover provides a detailed list of the 
transactions that contributed to the value in certain report cells. 

 
NOTE: The availability of this feature is dependent on the configuration of 
each individual Hypercube application. Speak with your MITS Discover 
administrator if the Detail Display feature is not available in your Hypercube 
Application. 

 
If the Detail Display feature is available for a specific column cell, the column 
values will be displayed as links. The Detail Display screen can be accessed for 
any of these column cells by clicking the link. When the link is clicked, a Detail 
Display screen similar to the one below will appear. 

 
 
 
 

 
 

NOTE: This feature is not available in the ñLiteò edition of MITS Discover. 
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Report Modification and Manipulation 

 
 

As previously mentioned, a MITS Discover report can be manipulated in a number of different ways 
to meet your reporting needs. This flexibility allows you to customize each report as desired. 

 
Sorting 

 

Reports can be sorted in either ascending or descending order based on the values in any 
available column. 

 
NOTE: Sorting is only applied to the lowest identifier level in a report. To perform a multi-level sort, 
apply sorting before drilling down. 

 

 

1. Click the  Modify button on the main report tool bar. 
 

2. Select  Column 
Sorting to access the 
Column Sorting page. 

 

3. Select the columns you 
want to use for sorting.   
 
A search box is provided 
above the Available 
Columns list to make 
finding the desired column 
easier.  Begin typing the 
name of a column and the 
list of available columns  
will filter to only display 
columns containing those 
words. 

 

4. Specify a sorting direction 
(Ascending or Descending) 
for each selected column. 

 

5. If you have specified more 
than one sort column, drag 
columns up and down in 
the list to specify the order 
in which sorts should 
occur.  
The first column in the list will be used for the initial sort, the second column in the list will define 
the second sort, etc. 

 

6. Click  Ok to apply the sorting to the report. 

 
NOTE: Report sorting can also be accomplished by clicking on a column heading in a report and 

selecting a sorting direction, but you cannot use this method to specify multi-level sorts. 
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Filtering 

 

Use Column Filters to limit the report results to ranges or specific values based on the contents of a 
particular column. 

 

 
1. Open the Column Filters 

page by clicking the  
Modify button on the report 
tool bar and selecting 
Column Filters. You can 

also access column filters 
from the column menu by 
selecting Column Filters or 
by clicking No Column 
Filters/Column Filters 
Used in the upper 
navigation tool bar. 

 

2. Select the column to which 
the filter will be applied. 

 

3. Select the arithmetic operator (>, <=, etc.) that will be used for the filter. 
 

4. Enter the desired filter value. 

 
NOTE: Surround values that include spaces with double-quotes. 

 

 

5. Click the  Add Filter button to add the filter to the Current Filters box. Add additional filters if 

desired. 
 

6. Verify the filters to be applied in the Current Filters list. To remove a filter from the Current 

Filters list, select the filter, and then click  Remove Filter. 
 

7. Click  Ok to apply the filters in the Current Filters list to your report. 

 
NOTE: You can also access the Column Filters page from the upper navigation tool bar or the 
Column Options menu. 
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Adding/Removing Columns 

 

You can add or remove report columns at any time. The easiest method is to access the Modify 

Displayed Columns screen by clicking the  Modify button on the Report tool bar and selecting 

 Displayed Columns. A page similar to the following will appear: 

 
 

1. In the Search box begin typing the name or keywords for the desired column.  The list of Available 
Columns will filter down as more keywords are added to the search box. 

 

2. Additional columns can be added to your report by selecting them in the Available Columns box. 
Expand a column group to show the columns available in that column group. 

 

3. If you want to clear the Currently Selected Columns list, click the  Remove All Selected 
Columns link. To save the currently selected columns as a column set for quick recall later, click 
Save as a Column Set. Click Load a Columns Set to retrieve a previously saved column set.  
(Column sets are discussed in more detail in the Column Sets section.) 

 

4. The currently selected columns can be reordered by dragging them to the desired location. 
(Remember that top to bottom in the list will be left to right in the report.) 

 

5. Remove a column from the Currently Selected Columns list by clicking the  icon. 
 

6. Click  Ok to display the modified report. 
 

You can also insert a column from the Column Options menu by clicking either Insert Column 
Before or Insert Column After. Select a column group to see a list of the columns in that column 

group, and then click a column to insert that column. 
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Column Repositioning 

 

1. The handle at the 
top of a column 
indicates that the 
column can be 
repositioned. 

 

2. The columnôs 
heading will 
change color 
when you start to 
drag it. 

 

3. An arrow will 
appear above the 
column headings 
to show where the 
column will 
appear when the 
mouse button is 
released. 

 
Column Sets 

 

The Column Sets feature provides the ability to save and load a group or ñsetò of frequently used 
columns. This speeds column management by allowing users to swap out the columns of a report 
without needing to remove and add columns manually. 

 

To Create a Column Set: 
 

1. In any report, click  Modify in the main tool bar and select 

 Displayed Columns. 
 

2. Using the instructions under Adding/Removing Columns, 

select the columns for your column set, place them in the 

order you would like them to appear, and then click  Save 

as a Column Set. 
 

3. On the Save Column Set page, provide a name for your 

column set. Alternately, you can replace an existing column 

set by selecting it from the Existing Column Sets list. 
 

4. Click  Save to save the column set. 
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To Load an Existing Column Set: 

1. In any report, click  Modify in the main tool bar and select  Displayed Columns. 
 

2. Click  Load a Column Set. 
 

3. Select the column set you want to load. All of the columns in your current report will be 
removed and replaced with the columns in the selected column set. 

 

 
To Delete an Existing Column Set 

1. In any report, click  Modify in the main tool bar 

and select  Displayed Columns. 
 

2. Click  Load a Column Set. 

 

3. Click  Delete next to the column set you want to 

delete. 

 
WARNING: A deleted column set cannot be recovered! 

 
Column Functions 

 

Column Functions are columns populated with the 
results of a function (usually arithmetic) performed 
on one or more existing columns. When you click a 
column heading and select Insert Column 
Function, You will see a screen similar to the one 

displayed here. Some of the default column 
functions available are: 

 

Å Add two columns 
 

Å Subtract one column from another 
 

Å Multiply two columns 
 

Å Divide one column by another 
 

Å Average of two columns 
 

Å Trend from one column to another 
 

Å Percent of total for a column 
 

After the column function has been selected from 
the Column Function drop-down box, a window 

similar to the one shown here will appear. 
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1. Select a column group from the Column Group drop-down list. The columns in that column 

group will be displayed in the Column List to Select From box. 
 

2. Select one of the columns you would like to use in your column function. 
 

3. Click the  button next to the appropriate field to add that column to the function. Repeat 
these steps to insert the other column(s) for the function as required. 

 

4. Select whether you would like the new column inserted Before (to the left of) or After (to the 
right of) the column you originally clicked to access this screen. 

 

5. Click the  Ok button to add the column function to your report. 

 
Once a column function has been defined, it will become available in the Modify Displayed 
Columns list for insertion in future reports. One column plus another columns will appear under 
the Add column group, One column divided by another columns will appear under the Divide 

column group, etc. 

 
Expanding Columns 

 

Expanding a column causes a column that is based on a 
specific range of time (e.g. year) to be replaced with the 
columns that are based on the next smaller span (e.g. 
quarter) within that eon span. For example, expanding a 
quarter-based column will cause that single column to be 
replaced with the three month-based columns from within 
that year. In this same way, expanding a year-based column 
will cause it to be replaced with the quarter-based columns 
that made up that year. 

 
Column Maintenance 

 

Column Maintenance allows users to create, modify, and delete column definitions. This feature 
requires an understanding of expressions used in column creation and is beyond the scope of this 
document. It is, however, treated in detail in the MITS Discover technical document titled MITS 
Discover Expressions. This and other MITS technical documents are available from your MITS 
Discover support provider. 

 
Viewing Additional Column Information 

 

Some columns will include additional column information that describes how the column data is 
derived or where the data is being read from. If additional information is available for a particular 
column, there will be an Additional Column Info option in the column menu for that column which 
will expand to display this information. 
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Column Breaks 

 

Adding a column break (Break on value under Column Breaks in the column menu) to a sorted 

column inserts a line break and a subtotal at each point where the values in that column change. 
Summarize on value takes this a step further by suppressing the details, replacing the report 

results with a single, totaled line for each unique column value. These options are explained on the 
following page. 

 
Break on Value 

1. This report includes a column which displays the 
STATE for each customer. 

 
 
 
 
 
 
 
 
 

 
2. First, the report was sorted by the CUSTOMER 

STATE column in ascending order, putting the 
two Oregon customers at the top of the list and 
moving the four Washington customers to the 
bottom: 

 

 
 
 
 
 
 
3. After adding a break to the CUSTOMER 

STATE column, a bottom total and a blank 
line appear between each set of unique 
values in the column. 
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Summarize on Value 

The Summarize on Value feature builds on the 
Break on Value feature by summarizing the 
totals for each of the unique column values. 

 

As you can see, the individual customer names 
have been hidden. In their place, one row for 
each CUSTOMER STATE appears with a total 
for any numeric columns that exist in the report. 

 

Remove Breaks and Summarization 

To remove a column break or summarization, select ñTurn breaks offò from the Column Breaks sub-
menu of the column menu. 
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Customizing the Report Display 

 
 

There are a number of display modifiers available which can be used to affect the content and 

appearance of your reports. To access these options, click the  Display button in the Report tool 

bar. A page similar to the following will appear: 

 
 

1. Identifier Tags - You can show or hide the tags displayed to the left of each identifier. The tag 

is an abbreviation of the identifier name. This option toggles those abbreviations on and off. 
 

2. Identifier IDs - You can show or hide the item IDs displayed to the right of each identifier. The 

ID is usually the code representing the key to the identifier in the operational master file. This 
option toggles the IDs on and off. 

 
3. Zero Rows - You can show or hide data rows in the grid area that contain only zeros. Normally, 

rows containing only zeros are visible, but you can omit them from the grid if desired. 
 

4. Bottom Totals - The Bottom Totals feature can be toggled on or off using this option. Bottom 
totals differ from top totals in that they only include the values for rows currently displayed in the 
report; so applying a filter or using Expand by Specific Values will affect the bottom totals, 
whereas the top totals will always show the full total for a specific column regardless of what 
filters have been applied to the level(s) below it. 

 
5. Clip Number of Rows - This feature provides a way to limit the amount of data the server 

returns. By specifying a "clip level," you are limiting the number of rows that will be returned by 
the server. A common use of this feature would be to first sort a report by the Sales Year-to- 
date column, drill down to a Sales Rep identifier, then set the clip level to 10 in order to show 
your top 10 sales reps year-to-date. To turn this feature off, set the Clip number of rows to 0. 
You can also specify a clip level from the Navigation Tool Bar. 
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6. Display Rows per Page - The number of rows that are displayed for each page of a report can 

be modified in this box. This setting only affects the number of rows displayed on each "page" 
of the report (for pagination purposes), whereas the Clip Number of Rows feature  
 (above) affects the actual number of rows returned for the report. The default is 30 and the 
maximum is 1000. Be aware that setting this too high can cause your report requests to take 
longer to process. You can also modify this setting from the Navigation Tool Bar. 

 

 

NOTE: The Display Rows per Page feature is different from the other settings on this page as it is 
a user-specific setting. This means that it will apply to all reports viewed by this user on this 
computer. The other settings on this page are saved with the report definition, so they will be 
applied for any user that views this report on any computer.  

 
7. Line Break - Line Break is a feature used to add a blank line between levels of identifiers. 

Selecting a level to apply a line break will add a line between identifiers on the specified level. 
 

8. Omit Total Level - The Omit Total Level feature is used to prevent the display of the grand total 
lines in the grid. This is useful when you would like to print or export a report but do not want the 
totals of the higher levels to appear. 

 

Click  Ok to accept the changes and return to the report. 
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Exporting Dashboards and Reports 

 
 

MITS Discover includes the ability to export dashboard and report data to other formats. 
Dashboards can be exported to PDF format. Reports can be exported to PDF, Microsoft Excel, 
Comma Separated Values (CSV), and tab-delimited (TXT) formats. 

 
Exporting Dashboards 

 

There are two ways to export a dashboard: 
 

The first method is accessed from the dashboard listing on the Dashboards tab. Click  Export 
next to the dashboard you want to export and then select Export to PDF. If your dashboard is 
configured for prompting, you will be prompted to select and/or enter the required dashboard values. 

 

As an alternative, if you are already viewing the dashboard you want to export, simply click  
Export to PDF in the tool bar. 

 
Exporting Reports 

 

There two ways to export a report: 
 

The first method is accessed from the report listing on the Reports tab by clicking  Export next to 
the report you want to export. 

 

The second method is accessed from within a report by clicking  Export in the tool bar. 
 

After clicking Export, select one of the following options from the menu: 
 

1. Export to Microsoft Excel: Exports the selected report directly to a Microsoft Excel file 
 

2. Export to PDF: Exports the selected report directly to a PDF file 
 

3. Advanced Exporting Options: Opens the advanced exporting configuration page. See the next 
section for additional information. 
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Advanced Exporting Options 

 

There are a number of advanced exporting options available for further modifying the formatting of 
your export. 

 

1. Determine the number of rows to 
export. Selecting All Rows will export 

all rows of the report, or you can specify 
the number of rows to export by 
selecting the second radio button and 
typing a number into the box. 

 

2. If you want a normalized export, select 
the Repeat drill down path 
(normalize) radio button. A normalized 

export creates an individual column for 
each identifier level in the drill-down 
path. For example, a non-normalized 
("Donôt repeat drill down path") export 
will place all identifiers in a single 
column as they are in the report display. 
A normalized ("Repeat drill down path") 
export will place the top level identifier 
values in one column. The identifier 
values for each subsequent drill-down 
level will then appear in additional, 
separate columns. 

 
NOTE: The Normalized Export option is not available when exporting to PDF. 

 
3. Select the export format (XLS, CSV, TXT, or PDF) 

 

4. When exporting to PDF, the following 
additional options are available: 

 

Å Header - Short Text entry, placed at 
the top of each page of the PDF file. 
Defaults to the report name. 

Å Footer - Short text entry, placed at 
the bottom of each page of the PDF 
file. Defaults to ñMITS Discover.ò 

Å Orientation - Landscape 

(horizontal) or Portrait (vertical) 
Å Fonts - Arial, Courier New, Times 

New Roman 
Å Font Size - 6, 8, 10, 12, 14, 16 

 

5. Click the  Ok button to complete the export. 
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Emailing Dashboards, Reports, and Charts 

 
 

Å The email features of MITS Discover provide the ability to: 
 

Å Instantly send the results of a dashboard, report, or chart to one or more specified email 
addresses 

 

Å Configure an email schedule that will automatically send the view to one or more specified email 
addresses on a daily, weekly, or monthly basis 

 

Å Specify a "run-as" user for each email recipient, which will cause the data security for that user to 
be applied prior to generating the email (the availability of this specific feature is based on 
security settings) 

 
Prerequisites 

 

Å In order to send email from within MITS Discover, the following statements must be true: 
 

Å You have a "Standard" or "Premium" edition license for MITS Discover (this feature is not 
available in the "Lite" edition of MITS Discover) 

 

Å Your MITS Discover system has been configured to interact with your organizationôs email 
server. 

Å For more information, please see the section titled Configure Email Server. 
 

Å Your MITS Discover user account has been configured to allow for the sending emails 
 

Å To email dashboards, you will also need a license for the optional MITS Dashboard add-on 
product and at least one full screen dashboard 

 

Å If any of these things are not true, the email buttons and options will not appear and you will be 
unable to use this feature. If you have questions, please contact your MITS administrator. 

 
Report/Chart Emails 

 

Send Now 

1. There are two ways to send a MITS 

Discover email immediately. The first is 

from the Reports tab by clicking 

 in the Actions column next to 

the report you want to send in an email 
and selecting Send Now. The second is 

to simply click the  button in 

the Report or Chart tool bar while 

viewing any report. Both methods will 

cause a screen similar to the one shown 

here. 
 

2. Enter one or more email addresses in the Email Addresses box. 

 
NOTE: Separate multiple email addresses with a space or a comma. You can also place them on 
separate lines within the Email Addresses box. 
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3. Modify the subject in the Subject box, if 

desired. (This box defaults to the 
report/chart heading.) 

 

4. Add text for the body of the email message, 
if desired, to the Message box. 

 

5. Click . 
 

If you have been granted administrative 
email privileges and you have initiated this 
email from the report listing on the 

Reports tab (rather than by clicking  in the tool bar from within a report), you will be 

asked to select a "Run-As" user for each recipient email address specified. (If this screen does 
not appear, skip to step 6.) This screen allows you to specify the MITS Discover user account 
that the report will be run as for security purposes. This provides two significant capabilities: 

 

Å If you want the received report to follow the defined MITS Discover security model for a 
given user, select that user ID from the "Run-as User" drop-down menu. 

Å If you have a report that includes information which a specific MITS Discover user would 
not normally be able to see due to the security settings on their user account, you can 
choose to have the report run as a different user prior to sending the email. This will 
allow them to see this information without giving them full access to the data within MITS 
Discover. 

 
WARNING: Be VERY aware of the MITS Discover security settings when selecting "run-as" user 
accounts, as this could allow the recipient to see potentially sensitive data that they would not 
normally be able to see. If there is any question about what the resulting report will look like, try 
sending the email to yourself first.  

 
NOTE: When emailing a saved report, the list of run-as users will be limited to those users who 

have at least read access to the report library where that report is saved. To send the report to a 
user who does not appear in the list, save the report to a library that the user can access.  

 
Once you have selected the desired "run-as" 

user, click . A screen similar to the 

one pictured here will appear. 
 

6. Select the desired format for the resulting 
email attachment. There are four options: 

 

Å MS Excel (XLS) 
Å PDF (PDF) 
Å Comma Separated Values (CSV) 
Å Tab Delimited Text (TXT) 

 
For XLS, CSV, or TXT, select whether the drill-down path elements should be repeated (aka 
"normalized") or not repeated. For PDF, modify the header, footer, page orientation, font, and font 
size, as desired. 

 

7. Click . The currently displayed report will be exported to the selected format using the 
options specified, attached to an email, and sent to the specified email addresses. 
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Schedule for Later 

1. Starting from the main 

report menu page, click 

 in the Actions 

column next to the 

report you want to send 

in an email and select 
Scheduling. A screen 

similar to the one above 

will appear. 
 

2. Click . A screen 
similar to the one pictured here will 
appear. 

 
3. Enter one or more email addresses in the 

Email Addresses box. 

 
 
 
 

NOTE: Separate multiple email addresses with a space or a comma. You can also place them on 
separate lines within the Email Addresses box. 

 
4. Modify the subject in the Subject box, if desired. (This box defaults to the report heading.) 

 

5. Add text for the body of the email message, if desired, to the Message box. Click . 
 

6. If you have been granted administrative email 
privileges, you will be asked to select a "Run-As" 
user for each recipient email address specified. 
(If this screen does not appear, skip to step 7.) 
This screen allows you to specify the MITS 
Discover user account that the report will be run 
as for security purposes. This provides two 
significant capabilities: 

 

Å If you want the received report to follow the 
defined MITS Discover security model for a 
given user, select that user ID from the "Run-
as User" drop-down menu. 

 

Å If you have a report that includes information which a specific MITS Discover user would not 
normally be able to see due to the security settings on their user account, you can choose to have 
the report run as a different user prior to sending the email. This will allow them to see this 
information without giving them full access to the data within MITS Discover. 
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WARNING: Be VERY aware of the MITS Discover security settings when selecting "run-as" user 
accounts as this feature could allow the recipient to see potentially sensitive data that they would not 
normally be able to see when logged into MITS Discover with their own user account. If there is any 
question about what the resulting report will look like, try sending the email to yourself first. 

 
NOTE: When emailing a saved report, the list of run-as users will be limited to those users who have 
at least read access to the report library where that report is saved. To send the report to a user who 
does not appear in the list, save the report to a library that the user can access.  

 

Once you have selected the desired "run-as" users, click . 
 

7. A screen similar to the one pictured here 
will appear. 

 

8. Select the desired format for the resulting 
email attachment. There are four options: 

 

Å MS Excel (XLS) 
Å PDF (PDF) 
Å Comma Separated Values (CSV) 
Å Tab Delimited Text (TXT) For XLS, 

CSV, or TXT, select whether the drill-
down path elements should be 
repeated (aka "normalized") or not 
repeated. For PDF, modify the 
header, footer, page orientation, font, 
and font size, as desired. 

 

9. Click . A screen similar to the one 
pictured here will appear. 

 

10. Click  to define a new 
schedule event. This will determine how 
often this email will be sent. 

 
NOTE: It is important to remember that a 

scheduled email will execute the 
report at the moment the email is 
sent; so the data received by the 
recipient could be  
different than what you see in the system now, especially if a Hypercube build occurs between 
the time you configure the scheduled email and the time the email is received. For this reason, 
you should always be aware of your Hypercube build schedules as you decide when to have 
scheduled emails delivered. 

 

11. From the Type drop-down menu, select Daily, Weekly, or Monthly. 
 

Å If Daily is selected, you can choose to have an email sent once per day or every hour. 
Å With Weekly schedules, select the time (as with the Daily schedule type), as well as the day of the 

week you want the emails to be sent. You can also choose to have the emails sent only on the 
weekdays (Monday through Friday) or only on the weekends (Saturday and Sunday). 

Å For Monthly schedules, you select the time (as with the Daily schedule type), as well as the day 
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and month you want the emails to be sent. You can even choose to have the emails sent on the 
first weekday, last weekday, or last calendar day of the month. 

 
NOTE: If the specified day of the month (31, etc.) does not exist in a given month, the scheduled 

email will not be sent that month. 
 

12. Click . You will be taken back to the Email Schedules screen and your newly defined schedule 

will be listed. To add another schedule for this same report, click and repeat step 11. 
 

13. When you have defined all of the desired schedules for this report, click . 

 
NOTE: When defining your email schedules, remember that the system will need to execute the entire 

report prior to sending the email and adjust your schedule accordingly. For example, if a report is 
configured for 2:00 but the report takes an hour to run, the email will not be received until 3:00. 
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Dashboard Emails 

 

Send Now 

1. To send a MITS Dashboard email, start at 

the Dashboards tab. In the Actions column 

for the dashboard you would like to email, 

click  and select Send Now. A 

screen similar to the one pictured here will 

appear. 
 

2. Enter one or more email addresses in the 
Email Addresses box. 

 
 

NOTE: Separate multiple email addresses with a space or a comma. You can also place them on 
separate lines within the Email Addresses box.  

 
3. Modify the subject in the Subject box, if desired. (This box defaults to the dashboard name.) 

 

4. Add text for the body of the email message to the Message box if desired. Click . (If this 

option does not appear, click . Your email has been sent, so there is no need to proceed 
to the next step.) 

 

5. If you have been granted administrative email privileges, you will be asked to select a "Run-As" 
user for each recipient email address specified. This screen allows you to specify the MITS 
Discover user account that the dashboard will be run as for security purposes. This provides two 
significant capabilities: 

 

Å If you want the received dashboard to follow 
the defined MITS Discover security model for 
a given user, select that user ID from the 
"Run-as User" drop- down menu. 
 

Å If you have a dashboard that includes 
information which a specific MITS Discover 
user would not normally be able to see due to 
the security settings on their user account, 
you can choose to have the dashboard run 
as a different user prior to sending the email. 
This will allow them to see this information 
without giving them full access to the data 
within MITS Discover. 

 
WARNING: Be VERY aware of the MITS Discover security settings when selecting "run-as" use 
accounts, as this could allow the recipient to see potentially sensitive data that they would not normally 
be able to see. If there is any question about what the resulting report will look like, send the email to 
yourself first. 
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6. If the dashboard has been configured with prompting, 
you will be asked to enter or select values for the 
prompt(s). (If the prompt is a text entry box rather than a 
drop-down list, you can click the Find Values link to 

search for specific values.) If multiple users have been 
selected to receive the dashboard email, you will be 
allowed to enter prompt values for each individual user 
in turn. If a user is restricted to only one value, they will 
be skipped in this process, as no choices would be 
available to be made. 

 

7. Click . The recipient will receive an email with 
an attached PDF depicting the contents of the selected 
dashboard at the time the email was generated. 

 

Schedule for Later 

1. Starting from the Dashboards tab, click  in the Actions column next to the dashboard you 
want to send in an email and select Scheduling. A screen similar to the one below will appear: 

 
 

2. Click . The Email Content screen will appear. 
 

3. Enter one or more email addresses in the Email Addresses box. 
 
NOTE: Separate multiple email addresses with a space or a comma. You can also place them on 

separate lines within the Email Addresses box. 
 

4. Modify the subject in the Subject box, if desired. 
 

5. Add text for the body of the email message, if desired, to the Message box. Click . (If this 

option does not appear, click . Your email has been sent, so there is no need to proceed to 
the next step.) 

 

6. If you have been granted administrative email 
privileges, you will be asked to select a "Run-
As" user for each recipient email address 
specified. This screen allows you to specify the 
MITS Discover user that the dashboard will be 
run as for security purposes. This provides two 
significant capabilities: 

 

Å If you want the received dashboard to 
follow the defined MITS Discover security 
model for a given user, select that user ID 
from the "Run-as User" drop-down menu. 

Å If you have a dashboard that includes information which a specific MITS Discover user would not 
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normally be able to see due to the security settings on their user account, you can choose to 
have the dashboard run as a different user prior to sending the email. This will allow them to see 
this information without giving them full access to the data within MITS Discover. 

 
WARNING: Be VERY aware of the MITS Discover security settings when selecting "run-as" user 
accounts, as this could allow the recipient to see potentially sensitive data that they would not normally 
be able to see. If there is any question about what the resulting dashboard will look like, send the email 
to yourself first. 

 
Å If the dashboard has been configured with prompting, you will be asked to enter or select 

values for the prompt(s). 

7. Click . 
 

8. Click  to define a new schedule event. This will determine how often this email will be 
sent. 

 
NOTE: It is important to remember that a scheduled email will execute the dashboard at the moment 
the email is sent. This means that data received by the recipient could be different than what you see in 
the system now, especially if a Hypercube build process occurs between the time you configure the 
scheduled email and the time the email is received. For this reason, you should always be aware of 
your Hypercube build schedules as you create scheduled emails. 

 
9. From the Type drop-down menu, select Daily, Weekly, or Monthly. 

 

Å If Daily is selected, you can choose to have an email sent once per day or every hour. 
Å With Weekly schedules, you select the time (as with the Daily schedule type), as well as 

the day of the week you want the emails to be sent. Alternately, you can also choose to 
have the emails sent only on the weekdays (Monday through Friday) or only on the 
weekends (Saturday and Sunday). 

Å For Monthly schedules, you select the time (as with the Daily schedule type), as well as 
the day and month you want the emails to be sent. You can even choose to have the 
emails sent on the first weekday, last weekday, or last calendar day of the month. 

 
NOTE: If the selected day of the month does not exist in a given month, the scheduled email will not 
be sent that month. For example, if an email is scheduled to be sent on the 31st, that email will not be 
sent in February, April, June, etc. 

 

 

10. Click . You will be taken back to the Email Schedules screen, but your newly defined 

schedule will be listed. To add another schedule for this same dashboard, click  and 
repeat step 9. 

 

11. When you have defined all of the desired schedules for this dashboard, click . 
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Modify Scheduled Dashboard Emails 

 
Selecting Modify from the Scheduled Emails 
listing allows you to edit the message, 
recipients, dashboard prompts, and schedule. 
 
 
 
 
 
 
 
 
 
 
Selecting Dashboard Prompts will display a list 
of the current recipients and, for each, user, their 
currently selected run-as user setting and 
prompt values. Checking the box next to a user 

and clicking on allows you to modify the 
prompt values for the user or users. 
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Printing a Report 

 
 

When printing a report, you can 
choose to print the entire report or 
just the content in the currently 
displayed rows. 

 

1. Click the  Print button in the 
tool bar of a report. 

 

2. Select whether you want to print 
the entire report or only the 
currently displayed rows. The 
Print currently displayed rows 
option uses your browserôs print 
engine. The Print entire Report 
option will export the report to a 
PDF file allowing you to print it 
from there. 

 

3. If you selected ñPrint entire Reportò, you will be taken to an options screen. Modify the options 

you want to change and click  Print. 
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Charting 

 
 

The charting feature of MITS Discover allows you to graphically view your hypercube data and 
provides an interactive way to dynamically navigate and display this data.  You can also easily switch 
back and forth between a grid or chart style of report.  No matter which report style you choose, you 
can navigate through the data using functions such as drilling down or drilling across. 

 

To view a chart, click the  Chart button in the tool bar of a report youôd like to view as a chart.  You 
may be asked which report metrics youôd like to display in the chart.  Keep in mind the following: 

 

¶ Multiple times, metrics, and items can be charted, but not all at once in the same chartðat 
least one of these will need to be narrowed down to 1 selection.  For example, you could chart 
sales and profit for multiple warehouses, but would need to select a single time period.  
Alternatively, you could chart sales and profit across multiple time periods, but would need to 
select a single warehouse. 

 

¶ When creating a chart from a report, you may be asked to make a selection of specific metrics 
or to narrow down the metrics currently shown in the report to constrain to the charting rule 
shown above.  The currently applied sorting and filtering will remain in the displayed chart. 

 

¶ Only columns that are derived from column templates, use eons (date ranges), and do not 
return strings can be charted.  This means that any custom columns you create, such as 
calculated columns, are not able to be included in a chart. 
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Chart Menu 

 
 

New 
Allows you to create a new Report, 
Chart, or Dashboard Object. 

 

Report ï See the Creating Your First 
Report section for more information. 

 

Chart ï This will present you with pull-
down menus from which to select the 
hypercube and initial drill-down path for 
the chart.  You can then select the 
checkbox next to any metric(s) youôd 
like included in the chart. 
 
Dashboard Object ï This will allow 
you to create different objects based on 
the current report that can be used on 
new and existing dashboards. 
 

 

Clicking  OK will display the chart. 
 
 
 

Save 
Save the chart so you can access it later from the Reports tab. 
You will be asked to provide the chart title and library in which youôd like to save it. 

 

Report 
Takes you to a grid style report view of the data currently being represented in the chart. 

 

Export to PDF 
Saves the current chart as a PDF. 

 

Send as Email 
Send the chart as an attached PDF in an email to one or more recipients.  See the Report/Chart 
Email section for more information on this function. 

 

Menu 
Takes you back to the Reports tab view. 
 

 

Chart Options 
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Chart Type 
Allows you to select from a variety of chart types, depending on the specific data youôre charting, 
with the following possible options: 
 
 

Type: Useful for: Example: 

Bar comparing data of the same type 

 
Stacked Bar comparing how a given section of data 

compares to other sections in relation to the 
whole category 

 
Stacked Bar by 
Percentage 

showing how the relationship between parts 
compares to other parts of data across a 
category 

 
Line finding trends over a given time 

 
Stacked Area finding trends over a given time 

 
Stacked Area by 
Percentage 

showing how the relationship between parts 
change over time 

 
Pie comparing how a piece of data compares to 

other pieces in relation to the whole 
 
NOTE: The pie chart will be presented as 
an option when there is one time period and 
one metric. 
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Clipping 

Allows you to select a maximum number of items to 
display in the chart, based on the currently selected 
filtering and sorting.  You can choose from any of the pre-
defined clip options or enter your own number. 

 

The Display Group of Other Items check box allows you 
to control whether or not the Other listing will show up as  
the last item on the chart.  This listing groups together items 
that meet the sorting and filtering criteria of the chart, but are not included as separate items 
due to their placement in the item order or to the clipping setting.  This is always shown in gray 
on the chart. 
 

Metrics 
Select the specific metrics being 
displayed on the current chart. 

 

Checking metrics on the left column 
will add them to the right column 
and include them in the chart once 

you click  Ok.  These can also be 
ordered by dragging them up or 
down in the right column. 
 

Sorting 
Control the sorting mechanics for the 
current chart, thereby ordering the 
displayed metrics to your preference. 

 

¶ Sort by metric 
Using this option, you can select 
a metric and the sort order by 
which to organize the data in 
the chart.  Sorting is done by 
adding together the values for 
all the columns on the selected 
metric. 

 

¶ User Specified Order 
With this option, you can select  
Modify to pick from a list of 
displayed metrics by checking them in the left column.  You can then drag the metrics up 
or down in the right column to place them in the specific order youôd like them displayed in 
the chart. 

 

¶ Sort by specific column(s) 
With this option, you can select Modify to pick from a list of columnsða metric and a 
time periodðby checking them in the left column.  These include columns that may or 
may not be currently in the chart.  You can then drag them up or down in the right 
column to place them in a specific order. 
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¶ No sort 
This option places the metrics in their default sort order, which is often alphabetic. 

 
 

Data Labels 
Marking this checkbox turns on the display of the value of each data point on the chart.  Removing 
the mark in the checkbox will remove those labels. 

 
Filters 

Place one or more filters to control what 
data appears in the chart. 

 

Clicking  Add will allow you to select 
a column on which to place a filter. You 
can then define the filter by selecting the 
operator and providing a value. 

 

In the example image, a filter has been 
applied to only show data for 2010 sales 
above 300 units. 
 
 
 

Zero-Items 
Control whether items with all values of 0 will display in the chart.  If this box is checked, items with 
all values of 0 will be shown in the chart.  If it is unchecked, these items will be hidden.  This is 
similar to the Zero Rows option when viewing a grid style report.  See the Customizing the Report 
Display section for a description of this. 

 

Current Drill Down Path 

 
 
Displays the current hierarchy 
and level of detail displayed in 
the chart. 

 

By clicking on Drill down 
further, you will be presented 
with a screen to select the 
level in the hierarchy youôd 
like to view, as well as the 
option to customize the items 
shown.  You can select the 
top items or a custom list of 
items using the radio button 
under the Select Item(s) 
heading. 
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Interactive Legend 

 
 
Shows the current series being displayed in the chart.  The legend is interactive and will allow you 
to modify the chart by clicking on one or more of these series. 
 

Adding/Removing Items 
 

Clicking on items in the legend allows you to modify which items show up in the chart.  By clicking 
an item in the legend, it will become grayed out and that item will be dynamically removed from the 
chart.  Clicking the entry in the legend again will cause it to be added back into the chart. 
 
Example: 
 
In the chart to the right, 3 warehouses 
are being displayed, with the following 
legend: 
 

 
 
 
 
 
Clicking on Warehouse 3 in the legend 
grays out this entry and dynamically 
changes the chart to the one on the right, 
showing the following legend: 
 

 
 
 
 
Clicking Warehouse 3 again in the legend will place it back in the chart. 
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Date Range Selection Slider 

 
 
If you have selected to chart items 
across a range of times (see the Date 
Selection Options section below), you 
can set a specific range by using the 
sliders to assign a start and end date. 
 
If you have not selected to chart across a 
range of times, you can use the date 
selection slider to choose the single time 
period to show in the displayed chart. 
 

 

Date Selection Options 

 
 

Time Periods 
This pull-down menu allows you to choose from the available time periods to select which period to 
use in the displayed chart and date selection slider. 
 

Range of Times 
This checkbox allows you to enable or disable the selection of a range of dates across which to 
display data in the chart.  If it is checked, you can select a range of dates.  If it is unchecked, you 
can select a single time period.  See the Date Range Selection Slider section above for more 
details. 
 

 

Value Display 

 
 
By hovering your mouse pointer over an item (bar, line point, etc.), you can see the specific value 
of that item in the pop-up window that is displayed, as well as additional info regarding the type of 
data being represented. 

 


































































































