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> INTRODUCTION

The purpose of this training guide is to familiarize you with the basic features
of Cognos Analytics.

For some people, this will be the only Cognos instruction you will need;
however, Cognos Consumer training is a pre-requisite for The Operational
Data Store and Utilizing Metadata, and Report Authoring training.

«* What is Cognos?

e Cognos is a business intelligence and performance management
software suite sold by IBM. The software suite was designed to enable
non-technical personnel in large enterprises to extract corporate data,
analyze them and then produce reports that would help the business
make informed decisions.

e Cognos is a Web-based, integrated business intelligence suite that
provides a powerful toolset for mining, analyzing, scorecarding and
monitoring of events, data and metrics. It allows a business to become
top performing and analytics driven, giving it the capacity to actually
predict or find market trends and then react to them with informed
decisions.
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» COGNOS OVERVIEW

High Level look at Cognos Analytics Interface Components

% Welcome Portal is the Web portal for IBM Cognos BI.

It is the Starting Point for all functions provided in the suite. Where you can:

e Run reports, search for content, view My content, Team content, and
Recent lists, open dashboards, open stories and other items, upload files,
check your notifications, set your preferences and home page, and review
your subscriptions.

e Delete, copy, move, edit, run as, set properties, set permissions and more,
depending on the type of entry in the content list (and your Cognos security).

< Reporting Portal is the interface for IBM Cognos Bl where you can:

e Create and edit a wide range of professional reports.

e Use templates or customize your reports with prompts, bursting, advanced charts and
visualizations.

A Brief Introduction to Cognos Roles
These are the Cognos roles used here at the University:

= Consumer - A user who is able to logon to Cognos and run reports
that have been prepared by another author.

= Report Studio User Class - A user who is able to create and run
complex reports in the Reporting Portal. Most of the reports you will
be running as a Consumer were created in the Report Portal

There are a variety of user profiles for Cognos based on your University
functions, department functions and needed folder security, here are just a
few:

c_fin_vrep_scr —for Finance folders and standard certified reports
c_hr_vrep_scr — for Human Resources folders and standard certified
reports

e c_stu_vrep_scr —for Student folders and standard certified reports
e There are many other profiles that are specific to departments,
internal and external folders. Permissions to some folders are
controlled by the unit or department.
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A Bit about Cognos Data Sources
e Cognos utilizes data primarily from the Operational Data Store (ODS).

e The ODS receives its data from Banner and other University sub systems,
external vendor sources such as Black Board, Coeus (Researchers
Dashboard), Online Hiring System. Data in the ODS is refreshed nightly.

e There are exceptions where live data is available for time sensitive

processes. Changes made in Banner are usually not reflected in the ODS
until the next day.

+ ACCESSING COGNOS

There are 3 methods to access Cognos

e The first two methods involve accessing Cognos via links in
Academica

o Business Intelligence Reporting Portal
o Advanced Cognos Users

e The third method is to enter the Cognos URL in a web browser

Via Academica (no need to log in directly to Cognos as the authentication to
Academic allows automatic login to Cognos)

Logon to Academica; select Employee Resources > Administrative Systems >
RESOURCES

Employee Resources

Administrative Systems

Admissions / ALeRT

Advance

Advanced Cognos Usears

Advisor Training Academnmy

Banner

Banner Documentation

Begin OSFA Student Award Authorization
Business Intelligence Reporting Portal
Effort Certification

Electoronic Personnel Action Forms
Employee Separation s Off-Boarding
Labor Redistribution
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0,

% 1.Select the Business Intelligence Reporting Portal link

o An easy to navigate WSU MAIN PORTAL is displayed:

\_"'1 Enterprise Analytics and Information System - WSU Main Portal Page Tiles ~ 2a0000 Log Off

B Kepthisverson v | B 155 55 I3 v i@ v Padtisrepoty | by
WAYNE STATE UNIVERSITY

Enterprise Analytics and Information

0 o -
0
Finance Ir." Student AR Human Resources gl /F\lir;anmal

.
Advisors m Academica @ Executive Leadership

wiaty
Cognos Education & m 0DS

? Help and Support s Information Securi i
- p and Suppo any /nformation ecurity AR Training Status

221082016 03:14 AM

Or

0,

%+ 2. Select the Advanced Cognos Users link:
o The Cognos Welcome Portal is presented:

@) Enterprise Analytics and Information System

£} Home
O, search Welcome to Enterprise Analytics and Information System
Get started by opening a dashboard, report or story!
B My content
®
P Team content Quick reference
° Trsm v Getstarted
O Overview
—
— D Get started videos
—
» Sample data
»  Support
Your content will appear here.
Add some data or try our samples to get started.
1, Drag and drop your files or browse
@ Manage ®
New ®
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3. Access directly via the URL https://bireporting.wayne.edu

You will be presented with the official University logon page for Cognos.
You will need to log in to Cognos using your accessed and LDAP password.

- a8 x

Wayne State University

action Get Started
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¢+ A DEEPER DIVE INTO THE COGNOS WELCOME PORTAL

The Cognos Welcome Portal is your default home page in Cognos — but you
can set that to a Report or Dashboard

™

You can access you Home page by the click the Home icon

» The Home screen can be set using the three dots (ellipses) the top of the page — from
anywhere in Cognos

@ Enterprise Analytics and Information System

This portal features a sliding panel on the left serves as the “content
explorer”

On this panel, you will find numerous icons:

Home

Search

My content

Team content

OEROD

Recent

The Search icon allows you to search for content and does so as you type

The Team Content, My Content, as well as Recently accessed content are
accessible from this page.

In addition, you can access Analysis Studio, Event Studio, Query Studio and
Workspace (if access granted) from this page by clicking on the New icon

and then the Other icon
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» GETTING TO YOUR REPORTS

Through the Welcome Portal you can access the reports that have been
previously created and saved. You will access reports in Cognos by selecting
the folder that contains your report.

This is done in the Welcome Portal and these reports will be housed either in
the Team Content (WSU content) or My Content (personal content) area.

» SEARCH

D‘ Search

e To search for reports
e Click on the search icon

Home

Search

My content

Team conmtent

Recent

0 8 O 5D

e Begin typing the report name that you want to search for in the search box. The new
search engine returns results as you type, similar to the Google search page
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Search

LD

Search

My content

Team content

Recent

After you type your search criteria (and press the Enter key or select search criteria from

E o etoEnt

rremaning a
IR0007 - Heidi FTE and Compensation Summary AR

IR0007 - Heidi FTE and Compensation Summary Active Report
IRO0017a - JOSIE Heidi Program/Cost Classification Detail [r—
IR00017C2 - HEIDI Detail by Program Code & FOAPL (Finance)

IR0015-Josie

the dropdown), a list of results will appear below.

* Home Search DY
:)s ZzErE ©, IRO0O7 - Heidi FTE and Compensation Surmr [ ]
My content

O @

Team content

Recent

@ 50 Results

IRO007 - Heidi FTE and Comp ... Summary AR

.
Team content > Institutional Resear ... Internal - HEIDI
e IRO0D0T - Heidi FTE and Compens ... Summary
Team content = Institutional Resear ... Internal - HEIDI
= IR0O00T - Heidi FTE and Compe ... SummaryJR
Team content = Institutional Resear ___ Internal - HEIDI
IR0O007 - Heidi FTE and Gom ... Active Report
Team content > Institutional Resear ... Internal - HEIDI
[ Report View of IRD007 - Heidi FT ... Summary
= Team content = QA - Quailty Ass ... Research Reports
= IR0002 - Heidi FTE and C ... Payroll Summary
Team content = Institutional Resear ... Internal - HEIDI
e IR0O006 - Heidi FTE and ... Finance Summary
Team content > Institutional Resear ... Internal - HEIDI
e IRO00O - Heidi FTE and Comp ... Payroll Detail
Team content > Institutional Resear ... Internal - HEIDI
e IR0O005 - Heidi FTE and Com ... Finance Detail

Select the funnel icon to Narrow your search

Search

i
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e You can narrow by type (reports, dashboards, data, folders) or by last modified (all,
today, yesterday, past week, past month)

Home
} Search B YT Type Clear all
), Search ©, IR00O7 - Heidi FTE and Compensation Surmr o Reports [
M My content Dashboards
@ 50 Results Dat l:l
ata
=] TEsl EeimiEtil IRODO7 - Heidi FTE and Gomp ... Surmmary AR
Team content = Institutional Resear ... Internal - HEIDI olaers
Fold 1
R it
P Rece [[] 'RO0O7 - Heidi FTE and Gompens ... Summary )
Team content > Institutional Resear ... Internal - HEIDI Modified
o IRO0O0T - Heidi FTE and Compe ... SummaryJR All ®
Team content = Institutional Resear ... Internal - HEIDI
Ty
IRO0O7 - Heidi FTE and Gom ... Active Report Today -
Team content = Institutional Resear ... Internal - HEIDI —
Yesterday
Report View of IRDODO7 - Heidi FT ... Summary —
b= Team content = QA - Quailty Ass ... Research Reports Past Week e
IROD02 - Heidi FTE and © ... Payroll Summary Past Month O

B

Team content > Institutional Resear ... Internal - HEIDI

Note: there is an icon in the front of the object name that when moused over tells you what
type of object this is (report, report view, dashboard)

|
Search = b

1, FMMSOO01LS - Chart of Indexes by Index WWithin [ > ]

|

FIMS0O01LA — Chart of | - .. by Index Within SCD»
Team content = QA - Quailty As ... Certified Reports

FMSO0O01A — Chart of | ... by Index Within SCID
Team content = archive 201 ... Mar Finance Reports

FRASOOLA — Chart of | ... by Index WWithin SCDy
Team content = Finance = Standard Certified Reports

FRASOOLS — Chart of | ... by Index WWithin SCDr
Tearm comtent = Finamnce = De ... = ADGI92 - Reports

Report wview of FIWISO (.. by Index Within SCD
My corvbert

Report Wiewr of FRVMSO - .. by Index Wiithin SOCD
Tearm content = (8 — 3 ... parms = Finance Reports

MNSF-FMSOO01A - Chart of Indexes
Tearm comtent > Finance > Depa ... Support Services

Chart of Index Non-S0M Indexes
Tearn content = archive 2017 ... archive > HR Folder

Chart of Indesx All SOM Indexes
Tearm comtent = Human ... = PROPHEL EXTRACTS

Chart of Index Mon-S0M Indexes
Tearm content = Human ... = PROPHDL EXTRACTS

Chart of Index All SOM Indexes-—rews
Tearm content = Human ... = SO0OM Data Warehouse

Xerox FPOO34 Opeaen ... or ORG - MOD DPR
Tearm content = Finamnce = Stan ... - Grant Accounts

‘HEEEEEHHEEEE

The ellipses by each entry allow for quick actions to be taken on the individual object

10

™
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2, FMSO001A - Chart of Indexes by Index Within

AB B B B 8

=

|

FMS001A - Chart of | ... by Index Within SCD
Team content = QA - Quailty As ... Certified Reports

FMS001A - Chart of | ... by Index Within SCD
Team content = archive 201 ... Mgr Finance Reports

FMS001A - Chart of | ... by Index Within SCD
Teamn content = Finance = Standard Certified Reports

FMSO001A - Chart of | ... by Index Within SCD
Team content > Finance > De ... > ADGE192 - Reports

Report view of FMSO0 ... by Index Within SCD
My content

Report View of FMSO0 ... by Index Within SCD
Team content = QA - Q ... parms > Finance Reports

MNSF-FMS001A - Chart of Indexes
Team content = Finance = Depa ... Support Services

Chart of Index Non-350M Indexes
Team content > archive 2017 ... archive = HR Folder

Chart of Index All SOM Indexes
Team content = Human ... = PROPHI EXTRACTS

» TEAM CONTENT

I Team content

h

L <)

e to Enterpris

w opening a dashboar

58 5 0

i

<f>

IS

Run as

Edit report

Create report view
WView wversions
Properties

Embed

Share

Clicking on the Team Content icon will expand the team content area. This is
the area that contains WSU’s content.

This is where you find reports, packages, dashboards, stories, models, and
more. Items in Team content are organized in folders, so searching with
keywords is an easy way to find what you're looking for.

11
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I
¢

Teanm content

0BT 00

Search

MYy content

Team comntent

Recent

Ao
SMABS20MF 1057 Al

archive 2017
8MAT20MT 2:51 PhA

CEIT Transfer folder
BBC201F 9:52 Al

Call Center Manage ... Information Systemm
TAA2/2007 11:20 AM

CogrnosT106_Samples
B, 24, 2007 7324 P

Cognos1107_Samples
10 02007 <409 PhA

College of Education
Q/B2016 12:55 PR

College of Engineaering
27 2006 3:06 Ph

Cubes
IA2015 3:-35 AM

Dashboards
32002005 12:37 P

Development and Alummi Affairs
HS5MBS2017 10:=58 AM

Drocument Management Reports
24,2015 T35 Ak

Enrollment Funmn=l
FTr2A2007 2:15 PhA

rrrrrrrrrrnrrnng

ESS Group
SrA42017F 529 P

FinAid_Student
111420107 2:55 PM

- Finamnce

BrA2017 12:38 P

Financial Adid
QMATSPOAS 113 PRA

It is here that you will find “public team content” that are primarily the

‘Standard Certified’ reports. These are generally grouped by business area or

function such as:

Note: This will look different for everyone as it is your role and access that

Development and Alumni Affairs
Finance

Human Resources

Student

will dicate which Team folders you can see and access.

12
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» MY CONTENT

IEm My content

Clicking on the My Content icon will expand the my content area

ﬁ Home Em My content -+ B N
O, Search ar playing
3 m 5M12/2013 1:02 PM
Il My content = Bl Reporting Portal
= B/6/2014 4:08 PM
@
T tent
eam conten - Help Desk

1/26/2016 9:03 AM

Recent Josie data module
9M13/2017 218 PM

o

JR Playground
1246/2015 10:18 AM

map testing
2/28/2012 2:24 PM

SET Info
10/5/2016 3:12 PM

SOM - Graduation Roster
FA2015 12:31 PM

It is here that you will find your personalized reports.

The folders here allow you to customize, organize and save reports specific to
you.

Think of this area as your “playground” — for reports specific to your needs
and accessible by only you.

By clicking on the + icon at the top of the page, you can also add new folders
to further organize your reports.

ely «

Note: This will look different for everyone as this is your own personal work
area.

13
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> RECENT REPORTS
o Recent

The Recent icon can be clicked which will present a slide out pane that will
show the most recently accessed or viewed object list.

Notice the ellipses that show when you mouse over the objects. These
provide a shortcut for you to perform various functions directly on the
objects in the list.

You can Run the report, edit it, create a report view, see the various
versions of the report, modify the properties, copy or move the
report, copy the code to embed the report in another object, copy the
link to share the content with other users, or remove the object from
the recent list.

- g *

Biv B v v Pagew Sty Teohr @v B

WSU welcome v

-~ yne State University

Get Started

14



Cognos Analytics Consumer Guide

» RUNNING REPORTS

You can run reports in Cognos using various methods. Below are some of the
ways.

e Either click on the report name in the list. This is a hyperlink that will
automatically run your report.

e Orright click on the report name and options will be presented for
you to Run as

50 Results
= IRDOOD7T - Heidi FTE and Com ... Summary AR o ~
= Team content > Institutional Rese ... Internal - HEIDI -
=) Run as
e IRDOODT - Heidi FTE and Compen ... Summary
Team content = Institutional Rese .. Internal - HEIDI - .
<« Edit report
o IRDOO7T - Heidi FTE and Com ... SummaryJR
Team content > Institutional Rese ... Internal - HEIDI b2 Create report view
IROOOT - Heidi FTE and Co ... Active Report R
Team content > Institutional Rese ... Internal - HEIDI IEI View versions
= Report view of IRO00Y - H ... Summary NEW = Properties
= My comtent =
[z Report View of IRO007 - Heidi F ... Summary <f> Embed
= Team content = QA - Quailty A ... Research Reports
g Share
o IRO002 - Heidi FTE and ... Payroll Summary
Team content > Institutional Rese ... Internal - HEIDI |
e Or use the ellipses and select the Run as option which will present
you with options to Run in background, select the output format, and
allow for prompting before actually running the selected report
Search Run as
<, IR0O1TT [ ] Run in background
) Excel
50 Results
IRO007 - Heidi FTE and Gom ... Summary AR ~ |© ExcelData
Team content = Institutional Rese ... Internal - HEIDI
) PDF
g IR000T - Heidi FTE and Compen ... Summary
Team content > Institutional Rese ... Inbernal - HEIDI ® HTML
IR0O00T - Heidi FTE and Com ... SummaryJR cs
E Team content = Institutional Rese ... Internal - HEIDI O v
IR0O00T - Heidi FTE and Co ... Active Report =
Team content = Institutional Rese ... Internal - HEIDI F mpt me
e Report view of IRODD0O7 - H ... Summary NEW
= My content

Report View of IROD007 - Heidi F ... Summary
Team content = QA - Quailty A ... Research Reports

&

IR0002 - Heidi FTE and ... Payroll Summary
Team content = Institutional Rese ... Internal - HEIDI

IR0006 - Heidi FTE and ... Finance Summary
Team content = Institutional Rese ... Inbernal - HEIDI

IR0001 - Heidi FTE and Com ... Payroll Detail
Team content > Institutional Rese ... Internal - HEIDI

IR0005 - Heidi FTE and Co ... Finance Detail
Team content > Institutional Rese ... Internal - HEIDI

15
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If your report has prompts that prompt page will be presented where you can
choose the parameters you require to generate the report.

Required prompts will be flagged with a red asterisk and the finish button will
be inaccessible until a selection is made

GRS PN SNIE 1EM Cognos Viewer - HEIDI Portal X Enror - IBM Cagnos

IR0001 - Heidi FTE and Gompensation Payrol Detal v

al Vt’JAmEE %I‘F\r‘l"(E ieidi Report © cotiouas, 07

FTE and Compensation Detail Time: 9:42:26 AM
Report ID: IRO00L

O, Institutional Research Management System

n Heidi Year Position E-Class
I z Hr =

m I 2001 ra
2003
o I 2005

20
raw
2009

Sefect of Deselect al

Frogram Code Code Heidi

I~ 054.00 - History

™ 231,00 - Commarity Education

™ 015,00 - Engreering Techrolagies Techriciar
051,22 - Health PrafssRelsted Scencestted:
I 051,20 - harmacy

[ 774.00 - Utities.

Select ol Deselect sl

Once the prompts are selected, you can run the report by clicking the finish button

Help o

pe.rdufdmNEME/ X P R T Tl =M Cogros Viewsr - HEDIPortal X Ermor - EM Cogros

e e oy wayneedu 3 : - ; +rMerD =

IRO001 - Heid FTE and Compensation Payroll Detail

t WAYNE STATE e e C asormowan 07
—— UNIVERSITY FIE and O:Ir:dp:mpri:ltn Detail Tome: 9:42:26 AN

O,  nstitutonsl Ressarch Management Systar Report : o001

B edrer Pasiton E-Class
@ [rm = wa
m 201 P a2
ram was
0 x5 FEe
ras e
F oo Fus
s . "
Selectol Dexcect
Program coce Coce

705400 -Histery

-]

16
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The report will be generated and displayed if html format is selected.

IR000 - Heidi FTE and Compensation Payroll Detail

& WAYNE STATE »
= " UNIVERSITY

O, Institutional Research Management System

ID  POSITION JOB_SUFFIX PAYROLL NUMBER PERSON_UID PAYROLL_IDENTIFIER FISCAL YEAR CALENDAR_YEAR ORGANIZATION_CODE PROGRAM CHECK DATE APPOINTMENT_PCT ASSIGNMENT_FACTOR FULL_TIME_EQUIVALENCY_PCT POSITION

L] 000041918 F95119 00 34 83256 M 2017 2016 06CEC 31 Aug 24, 2016 200 0 2P
12:00:00 AM
m 83,256 oM 2017 2016 1541 1 Aug 24, 2016 200 40 2P
12:00:00 AM
[ 83,258 oM 2017 2016 1561 18 Aug 24, 2016 200 £yl 2 F
12:00:00 AM
83,258 oM 2017 2016 06CKL ] Aug 24, 2016 200 £yl 2 F
12:00:00 AM
83,258 M 2007 2018 06CEC 2 Aug 24, 2016 200 «© 2p
12:00:00 AM
36 83258 M 2017 2016 06CEC 2 Sep7, 2016 200 «® 2p
12:00:00 AM
83,256 oM 2017 2016 1541 1 Sep 7, 2016 200 40 2P
12:00:00 AM
83,256 9M 2017 2016 06CKL 2 Sep7, 2016 200 40 2P
12:00:00 AM
83,258 oM 2017 2016 06CEC 31 Sep7, 2016 200 £yl 2 F
12:00:00 AM
83,258 M 2007 2018 15E1 18 Sep7, 2016 200 «© 2p
12:00:00 AM
38 83,258 M 207 2016 06CEC 2 Sep 21, 2016 200 «© 2p
12:00:00 AM
83,258 M 2017 2016 06CKL 2] Sep 21, 2016 200 0 2P
12:00:00 AM

e A FEW HELPFUL HINTS:
Re-Run - you don't have to close out of your report to re-run it.

Select the Run As icon E and then choosing the “Reset prompts and
run” link. You will be taken back to the prompt page where you can select
new values. (Note: The previously selected prompts are retained).

oV Run HTML
OQ

Ins Run PDF nt System

. PAYROLL_NUMBER PERSON_UID PAYROLL_IDENTIFIER FISCAL_YEAR CALENI
38 8,658 BW 2017 2016

Run Excel

L= | =8
Ea £ RunExceldata 26 8,894 BWY 2017 2016
© Ei

®

Run CSV 8,894 BW 2017 2016
Reset prompts and run 8,824 BW 2017 2016
28 8,804 BW 2017 2016

8,804 BW 2017 2016

8,804 BW 2017 2016

30 8,804 BW 2017 2016

17
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Change Format link - After you run your report, you can view it in different
formats including Excel and PDF.

This is done by clicking the Run As icon E and then choosing from the
various output options in the list.

oV Run HTML
O\

Run PDF nt System

g
-

. PAYROLL_NUMBER PERSON_UID PAYROLL_IDENTIFIER FISCAL_YEAR CALENI

[ =] a Run Excel
@u[ 28 8,658 BW 2017 2016
B | 2B RunExceldata 26 8,894 BW 2017 2016
(] B Runcsv 8,894 BW 2017 2016
® Reset prompts and run 8834 BW 2017 2016
28 8,894 BW 2017 2016
8,894 BW 2017 2016
8,894 BW 2017 2016
30 8,894 BW 2017 2016

» CREATE REPORT VIEWS

You can create a report view, which uses the same report specification as the source report, but
could have different properties such as prompt values, schedules, delivery methods, run
options, languages, and output formats.

Creating a report view does not change the original report. You can determine the source
report for a report view by viewing its properties. The report view properties also provide a link
to the properties of the source report.

If the source report is moved to another location, the report view link is not broken. If the
source report is deleted, the report view icon changes to indicate a broken link, and the
properties link to the source report is removed.

Creating a report view enables you to easily locate a report or save entered parameters.

Report views are saved to your personal space in the My Content area.

18
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To create a report view:

e Select the report you wish to create the view on by right clicking the report name or click the
ellipses. Select the Create report view option from the list.

Search [ o I
©, FMSO0O1A - Chart of Indexes by Index Within [ ]
@ 50 Results
E FMS001A - Chart of | ... by Index Within SCD» .
Team content = A - Quailty As ... Certified Reports
o & Run as 2 Within SCD
inance Reports
o < Edit report s Within SCD
Zertified Reports
I Create report view I
ml = Within SCD

7] View wversions 26192 - Reporis

=2 Within SCD

&
i

Properties
=2x Within SCD
<f> Embed . = s
= g Share =5
e e e e e e MO T SeTVices
Chart of Index Non-S0OM Indexes
=

Team content > archive 2017 ... archive > HR Folder

The Report View “Save As” screen will be presented.

Save as

Bl to Teamcontent > Finance > Standard Certified Reports

B [ FAPOO1_1invoice Status Report - Paid Invoices
1 Invoice Status - Invoices
FAPOD2_1 Invoice Status Report - Unpaid Invoi

FAPOO3A VENDOR PAID INVOICE HISTORY - Vendor History

FAP003C VENDOCR PAID INVOICE HISTORY - Condition

2]
[@ FAPOO3B VENDOR PAID INVOICE HISTORY - Multiple Detail
7]

Destination: Standard Certified Reports

Saveas: [Report view of FMSO01A - Chart of Indexes by Index Within SCD

e Enter a name for your report view. We recommend that you maintain the report ID and name
but add the additional information that would personalize the report.
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e Select My Content for the location to save the report. You do this by clicking on the My
Content icon.

L=}
Eo

e Select Save.

e The report view will can now be found under your “My Content” area:

Home Em My content o v T

s o ar playing
e G“ 5M12/2045 1:02 PM

My content = Bl Reporting Portal
8/6/2014 4:08 PM
Help Desk
1/26/2016 9:03 AM

Team content

OB R OD

Josie data module
SM13/207 218 PM

Recent

JR Playground
12/6/2015 10:18 AM

map testing
2/28/2012 2:24 PM

A(F 8 4 I

Report view of FMS001A - Chart of Indexes by Index Within SCD
W28/2017 8:42 AM

Report view of IRD007T - Heidi F ... Compensation Summary NEW
W2W201T 3:34 PM

|

SET Info
10/5/20M6 3:12 PM

8 B

SOM - Graduation Roster
TAA2015 12:31 PM

The report can be customized by saving your specific parameters.
e Right click on the report view or use the ellipses to see the option list.
e Select the Properties option

s sy

1B/2012 2:24 PM 017 9:42 AM

sport view of FMS0O01A - Chart of Indexes by Index Within SCD

28/2017 8:12 AM
) Runas

sport view of IROD07 - Heidi F ... Compensation Summary NEW PORT

/2017 3:34 PM 1] View versions
117 - HEIDI High-Ls

T Info -

IM - Graduation Roster « [[] Copyor move

12015 12:31 PM 017 9:41 AM
[i Create shortout
<> Embed
o Share

M Delete

20
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e Then click on the Report tab

Em My content o v T [I& Report view of FMS ... Index Within SCD

ar playing m
(:’ SM12/2015 1:02 PM Owner Created AU28/2017 8:12 AM =

i — dos131 Modified: 11/28/2017 8:12 AM

= Bl Reporting Portal B Fromort Views

B/6/2014 4:08 PM
mm 'ielp Desk Schedule Permissions

1/26/2016 9:03 AM
gy Josie data module Description

9/13/2017 2:18 PM PORT
@ R Plavground - He

12/6/2015 10:18 AM »ensat
- MEP testing Advanced ht

2/28/2012 2:24 PM D17 9142
o Reportview of FMSO01A - Ghart of Indexes by Index Within SCD

L AV28/2017 8:12 AM
g Peportview of IRO0O7 - Heidi F ... Gompensation Summary NEW PoRT
= 1wV212017 3:34 PM
SET Inf ] pe — He
nfo

E 10/5/2016 3:12 PM pensat
[ SOM - Graduation Roster

TA2015 12:31 PM D17 9:41

. .
e Click on the drop down arrow under Report options

My content Qo T T |i=' Report view of FMS ... Index Within SCD
ar playing

B5M12/2015 1:02 PM

Bl Reporting Portal
8/6/2014 4:08 PM

Help Desk
1/26/2016 9:03 AM

Josie data module
9/13/2017 2:18 PM

JR Playground
12/6,205 10:18 AM

map testing
2/28/2012 2:24 PM

Report view of FMS001A - Chart of Indexes by Index Within SCD
1282017 8:12 AM

Report view of IRD007 - Hei
TW202017 3:34 PM

i F ... Compensation Summary NEW
SET Info
107542016 3:12 PM

SOM - Graduation Roster
F2015 12:31 PM

Owner
-— doS5131

General Report
Report options

Package
Prompt values

Prompt for values

Current values

I Advanced

Created 128/2017 812 AM
Meodified: 11/28/2017 8:12 AM
Type: Report View

Schedule Permissions

e Under Report options select the format you would like

> -

Finance HR

(|

Set values >

My content o Y T

ar playing
5M12/2015 1:02 PM

9

Bl Reporting Portal
8/6/2014 4:08 PM

Help Desk
1/26/2016 9:03 AM

Josie data module
9/13/2017 2:18 PM

JR Playground
12/6/2015 10:18 AM

map testing
2/28/2012 2:24 PM

Report view of FMS001A - Ghart of Indexes by Index Within SGD
11/28/2017 8:12 AM

I - |

Report view of IRD007 - Heidi F ... Gompensation Summary NEW
12142017 3:34 PM

f

SET Info
10/5/2018 342 PM

SOM - Graduation Roster
TrA/2015 12:31 PM

B B

21

iEI Report view of FMS ... Index Within SCD

o Created 28/2017 8:12 AM em
o W::: Modified: 11/28/2017 812 AM
Type: Report View
General Report Schedule Permissions
Report options ~
PORT
1 - Heidi FTE ar
Formats sensation Payro
PDF options. Set > iz 9:42.am
Enable accessibility support Default ~
PORT
Languages Default >
gu=g )6 - Heidi FTE a
>ensation Finan
Package Finance_HR

Prompt values

Prompt for values

Current values

Advanced

Set values >

D17 9:41 AM
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Under Prompt values select Set Values to set the parameter prompts and leave the
Prompt for values checkbox unchecked

My content

ar playing
BAZ/Z015 1:02 P

o)

Bl Reporting Portal
B/6/2014 4:08 PR

Help Desk
1/26/2016 9:03 AM

Josie data moduls
DADA20NT 218 P

JR Playground
12/6/2015 10:18 AR

map testing
2/28/2012 2:24 PM
TVREZOTT B:12 AM

Report view of IRO007 - Heidi F
T2 U2017 2:34 PM

SET Info
AOSEAZ0N6 312 PR

BEagaredl

SOM - Graduation Roster
FAZONS 12:31 PR

<o v Ty

Report view of FMS001A - Chart of Indexes by Index Within SCGD

. Compensation Summary MNMEW

m=

Report view of FMS __.

Createcd:
Owner

= Modifiec
o513

Type Feport View

General Report Schedule Permissions

Report aptions
Package
Prompt values

Prompt for values
Current values

Advanced

e Then choose the Set option to set the Current Values

Index Within SCD

1282017 8:12 AM
N/BEDONT 8142 AN

My content

[+ I N

< Back

Set | Clear

ar playing
5M12/2015 1:02 PM

D

™

Bl Reporting Portal
8/6/2014 4:08 PM

Help Desk
1/26/2016 9:03 AM

Josie data module
9M13/2017 218 PM

JR Playground
12/6/2015 10:18 AM

map testing
2/28/2012 2:24 PM

Report view of FMS001A - Chart of Indexes by Index Within SCD
11282017 8:12 AM

I - I I |

Report view of IRD0DO7 - Heidi F
12172017 3:34 PM

... Compensation Summary NEW

i

SET Info I
10/5/2016 3:12 PM

SOM - Graduation Roster
FA2015 12:31 PM

B B

e You will be presented with the report’s parameter page. Select the Parameters and hit

Finish

WAYNE STATE
UUNIVERSITY

Finance Management Systenn

Paramebtber Information:

SCD Mandatory: Select one or more school/college/division

HELP Select Faramiefer narmres it Green” fo acoess fookuo s
A S ) AR Stes reqguiired para Fe2is

Iselect SCD Rollup: * | 32E - Graduate School -~

27A - Government Affairs

2FB - Office of the WP Community Affairs
37 C - Federal Relations

F32A - Executive WP and Chief of Staff
F32B - Chief of Staff Position Searches
F2M - Administrative Operations

87 A - WP Mrkbtngy Crmminceonsy/ Chief of Stafft

87 C - Public Relations

870D - Marketing Services t

Select all Desslect all
cancel | [ Finish |e

22
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e Note the prompt values you selected are now displayed.

My content e Y T < Back Cusrent values Set | Clear

ar playing !
5/12/2015 1:02 PM I Orgn Code Level 3 48LR - Labor Relations I

o)

Bl Reporting Portal
8/6/2014 4:08 PM

Help Desk
1/26/2016 9:03 AM

Josie data module
QMA3/2017 2:18 PM 1

JR Playground 1
12/6/2015 10:18 AM =

map testing
2/28/2012 2:24 PM

B rae 41

Report view of FMS001A - Chart of Indexes by Index Within SCD
11/28/2017 8:12 AM

Report view of IRD0OOT - Heidi F ... Compensation Summary NEW 1
V212017 3:34 PM

i

1
SET Info I .
10/5/2016 3:12 PM B

SOM - Graduation Roster
72015 12:31 PM

e When you run the report now, the parameters you chose are saved and will be used and
you will not be prompted to change them. Here you see the report generated using the
prompt criteria:

Report view of FMSOO1A - Chart ... by Index Within SCD v

WAYNE STATE
-~ UNIVERSITY Chart of Inloes by Index WRin SO0

Finance Management System
SCD Code: 48LR - Labor Relations 48A - Labor Relations

Dept Level 5 Deptlevel6  Index - Index Title Fund Orgn Prog Grant MgrLastName PILastMName ProjStart ProjEnd

@ 165361 - Labor Relations 113075 484 63 Gluski
165362 - Labor Relations Carr 113075 488 63 Gluski
175421 - Union Representation 116580 484 00 Gluski
444897 - Int' Union o/OperEn  280QP 48A 34  280QP Gluski Gluski 21-Feb-1985
991086 - Professional+Adminis 921G 484 00
991136 - WSU Staff Associatio 92IM 484 00 Dostie

e |f you want to run the report using different parameters select the run with options icon .

e You can change the Format if you choose to and uncheck the Prompt for values check box.
You can then perform a single run using the different parameters. Your preset prompts are
still set.
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Report view of FMS001A - Chart ... by Index Within SCD v

WAYNE STATE
UNIVERSITY Chart ofIndexes by Index Within SCD

Finance Management System
SCD Code: 48LR. - Labor Relations 48A - Labor Relations

Dept Level 5 Dept Level 6 Index - Index Title Fund Orgn Prog Grant Mgr LastName PILastName ProjStart ProjEnd

] 165361 - Labor Relations 113075 484 63 Gluski
165362 - Labor Relations Carr 113075 488 63 Gluski
175421 - Union Representation 116580 484 00 Gluski
444897 - Intl Union o/OperEn  280QP 48A 34  280QP Gluski Gluski 21-Feb-1985
991086 - Professional+Adminis 921G 484 00
991136 - WSU Staff Associatio 921M  48A 00 Dostie

» SUBSCRIBING (SCHEDULING) REPORTS

Cognos allows users to schedule reports to run on recurring dates and times.
This process allows you to automate the generation of and sending out of
reports. The scheduling of reports is called creating subscriptions.

This means the user can generate a routine report without manually
processing it each time through IBM Cognos Portal.

O You can subscribe a report without creating a reporting view.
e After you run a report and are presented with the report output view,
you can use the ellipses at the top right bar and select subscribe

SECODISET - Security Access Report - SETA v

SET Security Access Setashome 124, 2018
| 55:58 AM
Security Management System Share COO1SETA
Eccss ID Entered: do5131
erm Selected: 201701 - Winter 2017 Embed
COGNOS Report Directions:
Directions are pasted onfine - cick the buttons to view b

(1) Is any SET data loaded for the term specified?

Yes, SET Data has been loaded for ferm 201701
Please note that results can take up to one semester for posting to COGNOS. We post information about when data will be uploaded to COGNOS at: http: /st wayne. dulweebly/why-does-i-toke-so-long-to-get-my-resuts it

(2) Is SET data loaded for the term and access id specified?

Mo, SET Data has not been loaded for the term 201701 for ID do5131

(3) What is the position and status of the employee?
Position Status
Lead Applications Tech Analyst Active (Effective date: 20-NOV-17)

ol they are is inactive, but the employee has an active WSU email address, we can email them the report.
oI they are inactive and have an inactive WSU email address, faculty can contact their chair to request their report.

(4) Does the employee have access to SET reports in Cognos?

T the employee has the following roles (s2e list below) C_STU_VREP_SCR_EVAL TEACHING and STU-EVALUATION_OF_TEACHING, then they have SET Access. If they only have one, please contact Security to have the other role applied.
C_STU_VREP_SCR_EVAL TEACHING

STU-EVALUATION_OF_TEACHING

(5) Is the employee on the Authorized Dean/Chair/Admin table?
Yes, Employee is an the table with the following entry:
admin Date Loaded to table: 24-1AN-18
K they are not on the table, we can add them to the lst of authorized users
End Of Report.
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e Select the day, time, format, delivery and the prompts previously used

are saved
SET Security Access Subscribe
ity Management System When do you want to receive this repori?
cess ID Entered: do5131
erm Sel d: 201701 - Winter 2017
On day(s) M T W T F S 8§

GNOS Report Directions:

ctions are posted online - click the buttans to view

ty| Administrator Time 8:57 AM
Is any SET data loaded for the term specified?

SET Data has been loaded for term 201701
ie note that results can take up to one semester for posting to COGNOS. We post information about when data will be uploaded to COGNOS at: hitp://set v du/wweebly/why-does-t-take-so-long-to-get-my-results html

Format B v >

>

Delivery ™) Save

Is SET data loaded for the term and access id specified?
iET Data has not been loaded for the term 201701 for ID do513 Prompts 2 schedule prompt values >

What is the position and status of the employee? - N
e e

Applications Tech Analyst Active (Effective date: 20-NOV-17)
ey are is inactive, but the employee has an active WSU emall address, we can emall them the report.
rey are inactive and have an inactive WSU email address, faculty can contact their chair to request their report.

Does the employee have access to SET reports in Cognos?
+employee has the following roles (see list below) C_STU_VREP_SCR_EVAL_TEACHING and STU-EVALUATION_OF TEACHING, then they have SET Access. If they only have one, please contact Security to have the other role applied.
U_VREP_SCR_EVAL_TEACHING

EVALUATION_OF_TEACHING

Is the employee on the Authorized Dean/Chair/Admin table?
e The user will get a notification when the subscribed report has run and
the new version has been created. Bell icon will show a number

[
indicating that the version is created
e C(Click on the Bell icon and see the notification that the new version of
the subscribed report is ready.

CIBAIILI ISP LA = 1/ 1 U L 1A JL L WD LU DA LI | /U3 Y ISVHET — 1313TUU 01 YRV 1 - -, o=arun my oW - =

SECO01SET - Security Access Report - SETA v

SET Security Access Notifications
g A new version of the report ‘My
tered: do5131 SECO01SET - Security Access Report -
:d: 201701 - Winter 2017 SETA (2)' is available.
dos13t
010;4:2015

wmation about when data will be uploaded to COGNOS at: hitp://set.wayne.edu/weebly/why-does-it-take-so-long-to-get-my-results.htm|

fied?

‘hem the report.
air to request their report.

agnos?
U-EVALUATION_OF_TEACHING, then they have SET Access. If they only have one, please contact Security to have the other role applied.

O You can also subscribe a report using a reporting view.
25
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To subscribe reports you will be using report views that have been saved to
your My Content area.

To create a subscription:
e Find a report view in the My Content area window.

e Right click or use the ellipses on the report view in the My Content area and select the

Properties option. From here you can select the Schedule option

My content L+ B S & Report view of FMSO ... Index Within SCC

ar playing

5M2/2015 1:02 PM Crvorr Created:  {1/28/2017 8:12 AM
_ o o515 Meodified: 11/28/2017 1:30 PM

Bl Reporting Portal Type: Report View

B/6/2014 4:08 PM

Help Desk General Report Schedule Permissions

126/2016 9:03 AM

Josie data module Description
DMAIS201T 218 P

JR Playground
12/6/2015 10:18 Al
Advanced
map testing
2/28/2012 2:24 PM

Report view of FMS0 ... by Index Within SCD
112820107 1:30 PM

e Then choose the (+) New icon to create a new schedule

My content Q@ T Ty & Reportview of FMSO ... Index Within SCC
ar playing
SM2/2045 1:02 PM Created:  {1/28/2017 8:12 AM
fe) Owiner -

) — do5131 Modified: 41/28/2017 1:30 PM
Bl Reporting Portal Type: Report View
B/E/2014 4:08 PM
Help Desk General Report Schedule Permissions

1/26/2016 9:03 AM

@ New
Josie data module

SA2017 218 PM

JR Playground
12/6/2015 10:18 AM

map testing
2/28/2012 2:24 PM

Report view of FMSO0 ... by Index Within SCD
11728/2017 1:30 PM

e You will then be presented with the Create schedule page
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L+ B S N

My content

ar playing
SM2/2015 1:02 PM

Bl Reporting Portal
8562014 4:08 PM

Help Desk
1/26/2016 9:03 AM

Josie data module
LMA3/2017 218 P

JR Playground
12/6/2015 10:18 Al

map testing
/28,2012 2:24 PM

Report view of FMSO ... by Index Within SCD
AW28/2017F 1:30 PM

Report view of IRDOO7 - H
AV21/2017 3:34 PM

.o Summary MEWW
SET Info
10/5/20M16 312 PM

SOM - Graduation Roster
FM2015 12:31 PM

< Back
Schedule

Period

End

Run every

On dayi(s)

I [ paily time interval
Options

Format
Delivery
Prompts
Languages

PDF

Create schedule

Weekly ~

EE 2017-11-28

N 2018-02-28

[ Mo end date

1 week(s)

M T v T F s s
HTML >
= sawve >

1 report prompt valus >
English (United States) =

Select

e You can chose a period of time when the schedule will be in effect. You can pick the frequency
of the report as well as the format, delivery, and the prompts. Note how the prompts you
previously selected are retained.

9

I A S |

5

B A

My content

o v Ty < Back

Create schedule

ar playing
8M12/2015 1:02 PM

Bl Reporting Portal
B8/6/2014 4:08 PM

Help Desk
172642016 9:03 AM

Josie data module
SMA2017 2:18 PM

JR Playground
12/6/2015 10:18 AN

map testing
2/28/2012 2:24 PM

Report view of FMSO0 ... by Index Within SCD
1W28/2017 1:30 PM

Report view of IRDOO7 - H ... Summary MNEW
AL 21/20107 3:34 PM

SET Info
10/5/°20M16 3:12 PM

SOM - Graduation Roster
TAS2015 12:31 PM

Schedule

Period

EER 2017-11-28

T 2018-02-28

Wealkly hal

& 2:33 PM -

G 2:33 PM

[ Mo end date 1

Run every

On dayi(s)

|| I:I Daily time interval
Options

Format

Deliverny

1 week(s)

Mo T W T F s s -
HTML >
= sawve >

I Prompits

1 report prompt valus > I

Languages

PDF

English (United States)

Select

e To pick the delivery method, click on the Delivery option and choose if you want to save the
report (default) or send the report by email. Note the Print report functionality is not set up.
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e To send the report by email, click that check box for that option

4
B My content [+ I N < Back Create schedule Delivery
Qo playing
A 5272015 102 PM Schedule Weekly Vv
() Send report by email
= Bl Reporting Portal
"~ 8/6/2014 4:08 PM Period
Print report
- Help Desk ﬂ O
1/26/2016 9:03 AM Start [ 2017-11-28 () 233 PM
- Josie data module EI Save report
9/13/2017 2:48 PM End 7 2018-02-28 || (D 2:33PM
Done
e} JR Playground [ INo end date
12/6/201510:18 AM
m P testing Run every 1 week(s)
2/28/2012 2:24 PM B —
R Eil::c.).:[‘ J\:ie?\:‘uﬂonf-f:‘MSD .. by Index Within SCD On dayis) M T W T F S 8
e A window will expand below that allows you to enter the options for the emailing request.
B My content orn < Back Create schedule Delivery
o playing
A 52015 102PM Schedule
=7 Send report by email
= Bl Reporting Portal
% /62014 2:08 PM Period
Attach the report (|
- Help Desk
1/26/2016 8:03 AM Start m2017-1-28 | () 2:33PM To:
Josie data module | do5131 (=)
"B g0 28 PM End [ 2018-02-28 ) 2:33 PM
Subject:
IE JR Playground D Mo end date !
12/6/2015 10:18 AM A new version of Report view of FMS001A - Char
map testing R 1 week(s
Moot 228 PM un even K ce: || bee:
T Report view of FMS0 ... by Index Within SCD On day(s) M T W T F S S 5
S {1/28/2017 1:30 PM [=]
Report view of IRO00T - H ... Summary NEW
[ g it v | []Daily time interval
SET Info .
B oso6atzpm Options
| SOM - Graduation Roster Format HTML >
7H/2015 12:31 PM
Delivery [ Email [ save ?
4
Prompts 1report prompt value  ?
Include a link to the report
Languages English (United States) 4
ﬁ Print report O
PDF Select
@ Save report

e You can manually enter email addresses or click on the arrow next to the TO to select email

addresses.
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e The subject line is pre-populated with the report name, but can be altered.
o You can choose the Include a link to the report option by leaving that check box
clicked. However, doing so will force the recipient to log into Cognos to view the

output.

o

You can attach the report by clicking the Attach the report checkbox which will

allow the report output to be attached directly into the email notification.

e Select Done to save the options and then Create to create the schedule.

e Note: You can Disable the schedule

o v T

My content

ar playing
HM2/2015 1:02 PR

Bl Reporting Portal
BE 2014 4:08 PR

Help Desk
1/26/2016 9:03 AR

Josie data module
9MA32017 2:18 PM

JR Playground
12/6/2015 10:18 A

map testing
2/28/2012 2:24 PM

Report view of FMSO0 ... by Index Within SCGD
1L 28/2017 1:20 P

Report view of IROD0OO7 - H
121720107 3:34 PM

e Summary NEWS

also. Just click on the Enable option to “off” (disable)
E Report view of FMSO0 ... Index Within SCLC

Created

M/ 28,2007 B2 A
Onwmer

o Modificd:
=t 1M/28/2007 1:30 PM
dob5131
Type Report Wiew
General Report Schedule Permissions

Enable [f] Delete
Weekly - Every Tues at 2:55 PM
-

HTML FPDF

o Disabling it turns the schedule off but allows it to remain for future use.
o You can also permanently delete the schedule by clicking the Delete icon.

[+ B gL

My content

ar playing
5/12/2015 1:02 PM

Bl Reporting Portal
B/6/2014 4:08 PM

Help Desk
1/26/2016 9:03 AM

Josie data module
9/M13/2017 218 PM

JR Playground
12/6/2015 10:18 AM

map testing
2/28/2012 2:24 PM

Report view of FMSO0 ... by Index Within SCD
117282017 1:30 PM

Report view of IRO007 - H ... Summary NEW
112172017 3:34 PM I

29

I3 Reportview of FMSO ... Index Within SCC

Created:

11/28/2017 8:12 AM

o Owmner Modified:
=dl 14/28/2017 1:30 PM
= do5131
Type: Report View
General Report Schedule Permissions

™ Delete

Enable

Weekly - Every Tues at 2:55 PM

HTML PDF



Cognos Analytics Consumer Guide
Important note:

When your windows/LDAP password is changed or reset, it is not automatically renewed in Cognos. This can cause
problems with automatic report delivery as well as other issues.

To correct the issue please “Renew Your Credentials” in Cognos by following these steps:

1. Click on the “Person icon”

do5131
mm  do51318wayne.edu

My schedules and subscriptions

My preferences

Log my session

My Inbox
12
2. Then click on the “My preferences” link My Watch ltems
My preferences
General |F’ersonal |
Home page Drefault

3. Click on the Personal tab

.~ = 9
My preferences

General Personal

Email

do5131@wayne.edu

Advanced ®

4. Then click the drop down arrow under the Advanced section
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My preferences

General Personal

Email

do5131@wayne.edu

Advanced Lo

JEE——
2

Credentials
My credentials Manage »
Groups and roles View details >
My capabilities View details >

5. And click on “Renew” to Renew your credentials

You will see a notice that your credentials have been renewed with your current ID and Password.
» SCHEDULE MANAGEMENT

You may view and manage your scheduled reports using the Schedule Management feature. Use the
options to view entries that are completed or presently scheduled.

You can also make changes on many reports, and see which reports are scheduled.
e Click on the Personal Menu (little man) icon in the navigation pane at the top of the page

LTOMIEY T IUULT T g e

SAMS Portal v

MAIIA] AMmMAIIIM AVE/AMMMA CEALIA ML I A1 /ANMIE /A AREAL

e Expanding this presents a list. Select the My schedules and subscriptions.

HIP AWARD MANAGEMENT SYSTEM (SAMS) @ do513t

== do5131@wayne.edu
ation relating to the scholarship award process, thereby facilitating your ability to manage scholarship programs

My schedules and subscriptions

My preferences

Log my session

My Inbox

My Watch ltems

Sign out

e Ascreen will be presented showing you the schedule, date modified, the scheduler, the
status and priority.
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Y Home
Ofe= Schedule v/
B My content
R,y —7
© Fecent Disabled ‘ 4
o z 3 3 4 ® z A
Name Mocified ~  Type  Scheduedby Status Priority
@ seTinfo Boraon B dostat Disabled 3
m SC002 - Detailed Sales by Product JR ;‘({ 3@017 ) dos13t Disabled 3
) Report view of FMS001A - C.... by Index Within SCD a0t = dos131 Enabled 3
3:07TPM
] EM Departmental Report OTHER NEW_Fall 2016 ;‘ﬁ‘:’ﬁ“” [z do5131 Disabled 3
[ STFAOTJ- Compare WSU Credit Hours 282017 B dosist Disabled 3
pa 346PM
* Financial Aid QA Scheduled Reports ]g;:{ﬂzm? ) dos131 Enabled 3
2} My SEGODTSET - Security Access Report - SETA ki = do5131 Enabled 3
9:00 AM
R My SECOD1SET - Security Access Report - SETA V2472018 @ do5131 Enabled 3
9:01 AM
New

e If you don’t see the report you're looking for, examine the filters you have selected under
the Filter icon on the right .

V Applied

Click any filtering items that you wish to change and click Apply.
2 ©

Filter
Clear all
Subscription type: | Al il |
Status: Al S
T -
1= Pricrity
Advanced o~

Priorit
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e The list shows the entries that you selected.
e To perform an action on an individual entry, click the ellipses next to the scheduled item

allowing you now to set properties, modify the schedule, and enable schedule and remove
it.

~

Type Scheduled by Status Priority
B do5131 Disabled 2 .
2= Properties
B do5131 Disabled 3 B Modify this schedule
[ do5131 Enabled 3 [I] View versions
. + Enable this schedule
) do5131 Disabled 3
= Remove this schedule
[z do5131 Disabled 3
=+« Set priority
[ do5131 Enabled 3
o] do5131 Enabled 3

» NAVIGATING WSU MAIN BI PORTAL

To access the Bl portal log into Academica and select Business and
Intelligence Reporting Portal
RESOURCES

Employee Resources

Administrative Systems

Admissions / ALeRT

Advance

Advanced Cognos Users

Advisor Training Academy

Banner

Banner Documentation

Begin OSFA Student A thaorization
Business Intelligence Reporting/Portal

Electronic Personnel Action Forms
Employee Separation / Off-Boarding
Labor Redistribution

This is the WSU MAIN PORTAL page. It contains links to various functions, reports, report list.
Most information is defined by business areas, Finance, Student, etc. Also included is the status
of the ODS and your security information. The data in the portal is secured by the various profiles.
You will only see data you are permitted to see.
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\"‘,1 Enterprise Analytics and Information System -WSU Main Portal Page Tiles ~ aa0000 LogOff | # & About

& Keeptisverson~ | B |5 5 DB v im v 2adtisrepoty ||y

WAYNE STATE UNIVERSITY

Enterprise Analytics and Information

H G :
00
Finance !..J Student = AN Human Resources nigi i’izanc'al

-_
Advisors Q Academica @ Executive Leadership

f— s oDs

Y :
‘? ] : : Il Cognos Education &
f Help and Support gy  Information Security A Training @ Status

22/08/2016 03:14 AM

To navigate the WSU MAIN PORTAL:
e Select the Finance tile

WSU Main Portal Page v

o WAYNE STATE UNIVERSITY
OQ

Enterprise Analytics and Information

.
® VN
Finance h’ Student ;-i Human Resources H$ﬂ Financial Aid

Advisors Enrollment Funnel @ Executive Leadership

= ODS Status
Help and Support a Information Security ? Cognos Education & Training m 01/29/2018

Refreshin progress

e You will be presented with the FINANCE PORTAL
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El ,4?‘ o) Finance Portal Page

et

WAYNE STATE UNIVERSITY

Finance Portal

. Im!
IE Fund Management I Labor Reports

Finance Information ? Budget Office Website

e Select the Finance Reports Panel
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WAYNE STATE UNIVERSITY

Finance Portal

. ™
E Fund Management E HlEeE Labor Reports

Reports

Finance Information ? Budget Office Website

e You will be presented with the FMS — Finance Report List

Fund Management | Finance Reports x| Labor Reports | Purchasing Reports | Finance Information

FMS - Finance Report List DIF

[Return to Main Menu - Pipeline use only]
_—-—___--.-__
Submit| ReportID| Report Name / Business Purpose ™\

/‘\ This report is used to obtain all iNgx numbers that have been created for a pafticular SCD. The report can be run by the
S/C/D Rollup (e.g. EO31-President, j N etc.). The first two letters of the number
MS001A

@/ Chart of Indexes by represents the area (e.g. EO=Executive Office of the President, AA=Academic Affairs, RE=Research, etc.). This report

Index Within SCD should be run and reviewed on an ongoing basis to ensure that business affairs officers are aware of all active indices
within their areas of responsibility. Indices that are no longer needed should be closed out in accordance with established
account closeout procedures for General Accounting and/or Sponsored Program Administration (SPA).

FMS001C Grant Indexes This report provides translation of FOPAL information for grant codes within Qrganizational Level 3
d FMS001D Chart Level Reference
Comparative . . . . .
) This report provides Account Type level 1 financial summary information by Fund Type Level 2 for Organization Level 4
D FMS003A Operating Statement ) ]
. without Program and Location included.
Reports(Comparative)
Comparative . . . . . -
D ) This report provides Account type Level 1 financial summary information for the Fund, Qrganization, Account, Program,
FHS0038 Operating Statement d Location (FOPAL) within Qrganization Level 4
Reports(By SCD) and Location q .
D FMSOD4A GL Detail Transaction Report of Transactions for the period mm/dd/yy thru mm/dd/yy. This report provides detailed transaction from the
general ledger based on Fund Code.
D FMS004B General Ledger This report provides financial summary information from the general ledger for a particular Fund Code.

Summary

You are presented with a list of the most run reports, the Business Purpose. You are able to run
the reports by selecting the submit button. This will take you to the prompt page of the report:
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e Select an SCD

e Select Finish
V\[/_IJA‘NN/EE%-SFIAFTYE Finance.FMS001A

Chart of Indexes by Index Wi

Finance Management System

P -
[SCD Mandatory: Select one or more school/college/division

HELP Select Parameter names in ‘Green’ to access lookup fist]

LS L S e et T T e P e,

[Select SCD Rollup:

37B - Office of the VP Community Affairs
37C - Federal Relations

39A - VP for Health Affairs

471IA - Internal Audit

48LR - Labor Relations

73A - Executive VP and Chief of Staff
738 - Chief of Staff Position Searches
73M - Administrative Operations

87A - VP Mrktng/Cmmnctns/Chief of Staff

Select all Deselect all

cancel  M.__ Finisn )

You are presented a report in the PDF format.

Enterprise Analytics and Information System FMS001A - Chart of Indexes by Index Within SCI

& Keepthis version v | B | 0

%ﬁw&%ﬂE Finance.FMS001A As OfiAug 11,2016

. Chart of Indexes by Index Within SCD Re;":::ﬁ'mg&:“:

inance Management System

SCD Code: 32E - Graduate School 03R1 - Graduate School Dean's Office

Dept Level5  Dept Level 6 Index - Index Title Fund Orgn Prog Grant MgrlastName PllastName FProjStat  Proj End

09R11 - Graduate 137641 - Office Of The Gradua 111460 0Q9R11 46 Walz -
192771 -VCS ZMNINIH 1DP7OD0 117G11 03R11 22 2MNI Mathur Mathur 20-5ep-2013 31-Aug-2018
193015-U/D-410469 25RIQVCS  117G1C 09R11 22 25RIQ Mathur Mathur 1Jul-2015  30-Jun-2016
193153 - 25RVV VCS 410635 17GIM 0SR11 22 25RVV  Mathur Mathur 1Jul-2016 30-Nov-2016
193126 - MCS 23N711 State of 1181F6  03R11 11 23N71 Dunbar Dunbar 1-0ct-2015  30-Sep-2016

334116-FCWS Grad SchoolDea 114512 09R11 46 -
338559 -MUCWS Offof the Dea 118512 03R11 46 -
146022 - Grad School, ICR 11410 09R11 24 -
177318 - AMathur Post Doc Of  11E420 0SR11 24 -
220621 - Dean's Discretionary ~ 120N1  09R11 46 -
220625 - Graduate SchoolScho  120N2 02R11 81 -
224040 - Postdoctoral Exhibit 1308 09R11 32 -

370191 -Martin LutherKingC ~ 23NSE1 03R11 11 23NSE Dunbar Dunbar 1-Aug-2015  30-5ep-2016
370256 - State of MI Dept of 23N717 0SR1T 11 23N71 Dunbar Dunbar 1-0ct-2015  30-ep-2016
370257 - State of MI Dept of 23N721 09R11 11 23N72 Dunbar Dunbar 1-Aug2015  30-Sep-2016
410345 - UDM-Research Enhance  25RAG1 Q9R11 22 25RAG Mathur Mathur 26-5ep-2014 30Jun-2015
449225 - UDM-410345 Research ~ 25RAG2 09R11 22 25RAG Mathur Mathur 26-5ep-2014  30-Jun-2015
410469 - U/D-Research Enhance  25RIQ1  09R11 22 25RIQ  Mathur Mathur 14ul-2015  30-Jun-2016
449256 - U/D-25RIQ 410269 25RIQ2 0SR11 22 25RIQ Mathur Mathur 1Jul2015  30Jun-2016
410635 - U/D-Research Enhance  25RVV1 09R11 22 25RWV Mathur Mathur 1Jul2016  30-Nov-2016
449291 - U/D-Research Enhance  25RVV2 Q9R11 22 25RVV Mathur Mathur 1Jul2016  30-Nov-2016
300825-DOD018427A Wayne Sta 2MNIT  03R11 22 2MNI Mathur Mathur 20-5ep-2013 31-Aug-2018

991188 - Graduate SchoolActi 9264 03R11 00 -

1of2-
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