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Welcome to the Drilling Report Data tutorial. In this tutorial, you will learn how to drill 
down into report categories and metrics.  
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As you proceed, you may use the controls at the bottom of this window to rewind, 
pause, or skip ahead during playback. 
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Also, please note that your screens may be a bit different from the ones you'll see in this 
tutorial. The difference depends on your contractual agreement. 
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Finally, remember that all sample information you'll see in this tutorial is fictitious.  Any 
resemblance to existing individuals or companies is purely coincidental.  
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In this tutorial, the Payments by Benefit Type report will be used to demonstrate the 
Drilling function. 
 



Drilling Report Data Tutorial 
 

6 of 32   11/22/2006 
  

© 2006 UnitedHealth Group.  All rights reserved 

Slide 6 - Slide 6 

 
Slide notes 
 
Text Captions 
 
After you have selected your report criteria and view your report results, you can choose 
to “drill”, or display more detailed information within your report.   
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You have the option to choose to “drill” into rows and/or columns. 
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Click on the Drill icon to view the Drill options.  
 
 

Click the Drill Icon 
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Since we selected the Payments by Benefit Type report, only Benefit Type topics are 
listed in this report's first column. 
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For more information about different types of reports, refer to the Reports tab under the 
Help & Resources menu. 
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To perform a Simple Drill, select one or more rows or columns by clicking a checkbox.  
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Select one or more topics 
 
To perform a Simple Drill, select one or more rows or columns by clicking a checkbox.  
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Select one or more topics 
 
To perform a Simple Drill, select one or more rows or columns by clicking a checkbox.  
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Select one or more topics 
 
To perform a Simple Drill, select one or more rows or columns by clicking a checkbox.  
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In the existing category drop-down menu, select a category you wish to “drill”. In this 
example we will select the Benefit Type Category. 
 
 

Select the Benefit Type drop-down menu 
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Select the Benefit Type Category item 
 
In the existing category drop-down menu, select a category you wish to “drill”. In this 
example we will select the Benefit Type Category. 
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If you’d like the parent categories to continue displaying in the report, select the 
checkbox in the drill function area of the page.  
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Click the Apply button 
 
Click the Apply button to initiate the drill options you selected. 
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Your report results will show a new category column with additionally sorted data. 
Notice the new column labeled Benefit Type Category. 
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If you would like to add more variables to a report after viewing report results, perform 
an Advanced Drill.   
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This is achieved by adding a new category instead of drilling down into an existing 
category. To begin the process, click the More Options…link.  
 
 

Select the More options... link 
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To view more categories, click the drop-down box after the “To” field and make an 
additional selection. 
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In this example we further sort our information by Gender.  
 

Select the Gender item 
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If you would like to go back to the Simple Drill options, where you “drill” an existing 
category, click the Back to Simple Drill link. Click the Apply button to initiate a new 
report with your added category. 
 
 

Click the Apply button 
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The new category column will be added following the existing category column.  
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You can also add more detail with the drill function to an existing Metric column.  While 
in Drill mode, select a metric column checkbox, choose a metric within the existing 
metric drop-down menu, and click Apply. 
 
 

Select a specific metric column 
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Select the metric drop-down menu 
 
You can also add more detail with the drill function to an existing Metric column.  While 
in Drill mode, select a metric column checkbox, choose a metric within the existing 
metric drop-down menu, and click Apply. 
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Select the Relationship Category item 
 
You can also add more detail with the drill function to an existing Metric column.  While 
in Drill mode, select a metric column checkbox, choose a metric within the existing 
metric drop-down menu, and click Apply. 
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Click the Apply button 
 
You can also add more detail with the drill function to an existing Metric column.  While 
in Drill mode, select a metric column checkbox, choose a metric within the existing 
metric drop-down menu, and click Apply. 
 



Drilling Report Data Tutorial 
 

30 of 32   11/22/2006 
  

© 2006 UnitedHealth Group.  All rights reserved 

Slide 30 - Slide 30 

 
Slide notes 
 
Text Captions 
 
You can also choose to “drill” into a single entry in your report results.  If one of your 
categories shows as an underlined link, there are more detailed categories available 
within it that can be used to sort report data.  
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Click on an underlined catgory link 
 
Click on the underlined category link. 
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Notice the additional category columns that are added. If you would like to learn more 
about manipulating your report results, please refer to the Manipulating Report Data 
tutorial. 
 
 


