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Section 1: Conversion to Cognos Analytics Timeframe

The following information highlights key dates and important information to be ware of
regarding Cognos 11:

e When will user start using Cognos 11?
o Cutover to version 11.1.7 will take place on 01/22/2020
« What does this mean for you?
o Shortcuts/bookmarks to Cognos need to be updated to: hitps://eda-cogapp-
prdl.usc.edu/itseda/.

You may be used to logging in using these portals/links, for instance:

KFS GL Ledger

CAMS Portal

Business Services

Payroll

Enrolment Services

Purchasing and Accounts Payable (PurAP)
TARA (Total Access for Research Administration)
Direct Access to Cognos

Key Points to note:

e You no longer have to use Internet Explorer as web browser. Use Firefox or
Chrome!!
o Creating reports will only be possible in Google Chrome or Firefox.
e Running reports should be possible in any browser.
Existing version of Cognos 10.2.0 will no longer be available to Cognos report
Users.
Run existing version of Cognos 10 in // for a couple weeks (but all new content to
be created in 11).
Brand new user interface with version 11.1.7.
ITS governed reports will now be delivered from sender:
o “Cognos System” (cognosOl@usc.edu) instead of individual user
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Section 2: Cognos Analytics Overview

Single, simplified, unified portal for all tools:

. Portal uses a series of sliding panels instead of tabs and folders
. User experience is the same on all devices (laptop, desktop)

. More intuitive and interactive

. Fresh new icons on all objects

. Recently Run Reports are easily accessible

New Smart Search:

. Fully indexed resulting in quicker results

Similar to Google search, returns results as you type

No wildcards are needed

Searches can be saved for future use

Search results can be filtered by content type (reports, dashboards,
folders etc.) and by date

My Content (used to be My folder):
Favorite reports, Private content and links
Team content (used to be Public)
Access catalog of objects associated to your role.
Personalization Opportunities
Set home page
On- Screen Hints/Coach Marks
Schedules
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Section 3: New Sign Screen and Portal

« New sign on screen

Welcome to USC Reporting System

Log n with your USC LDAP 1D

I Lot J

« New portal landing page and navigation panel

{BY
[ —
L3 iy oot N = v 1
7 RN Hello. Welcome to USC | T
(@) s Cognos Analytics. '.
'
Hew-to videos Samples Accelerator catalog
: -
& N L Recent
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IMPORTANT NOTE:

e You will have to follow below two steps ONLY the first time the user login
to Cognos 11 to renew your credentials. Upon logging in for the first time, perform

below two steps:

1. Click on the “Personal Menu” icon, followed by “My Preferences”

| —-==—
My schadules and sisbsriptions
Log my session
My Inbox

My Watch [bems

2. Click on the “Personal’ tab, followed by “Advanced” and click on “Renew” to renew

your credentials

My preferences

al | Persoral

Advanced #
Crodentials F

Mycredenbals 00000 Marage 3
Gremps and el 3
My capabilities View details >
Leing sumg g
Al lgarming Marage ¥
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Section 4: Navigating Cognos Analytics User Interface (Ul)

The new Ul and navigation panel provides users with a streamlined way to view content
and activities pertinent to them. On the top right corner, we have four buttons to set
personal preferences:

T CNC)|

. Learn

On the top right corner, we have the Learn button which contains IBM Knowledge Centre
and articles to keep up to date on the latest updates from IBM on Cognos Analytics as
well as how-to-videos and articles. Knowledge Centre will lead you to IBM Cognos
Analytics Version 11 documentation

. Personal Menu
The personal menu is where you can set your personal preferences, for example if you
want to change the default report format for all reports from HTML to Excel

. Notifications E
You will find any notifications here

o More -

The more icon has the “Set as Home” option. This feature allows you to change the
default home page to a personalized report or KPl Dashboard of the user’s choice. For
example, if user would prefer to see a report/dashboard on login instead of the home
page, the user can open the report and navigate to More and click on Set as Home. After
logging out and logging back in, the new report or dashboard will be the User's home

page.
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4.1 Navigation panel

e On the left side of the Ul is the main Navigation Panel

« This navigation panel is present on the Ul at all times and updates dynamically
as the user works with the various capabilities within Cognos Analytics.

4.2 Home

e At any point if you want to return to the home screen from a different window, for

example after running or creating a report you can click on the home button to
return to the Welcome screen.

] My consent o=

Hello. Welcome to USC
@ mocemt Cognos Analytics.

4.3 Search

« The New Smart Search in Cognos Analytics provides a modernized search
engine that uses a smatrt, intent-driven search algorithm to assist the
User. Click on Search to open the search panel.

e Asyou type, an auto-fill feature will launch and render search suggestions for
related terms. Click on the “x” to delete text or change your search criteria.

o Click outside the Search panel to close it. Searches can be saved or filtered.
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USC USC Cognos Analytics

{2} Home Search B 7

Q sown [ [a= B

4.4 My Content (used to be My Folders)

e The My Content folder is where you will store your reports or create links. This is
your personal folder

18] Heme My comtend

Y, Search 8

[ Hy conent 2] e

@ eome y USC
(D) Ancent

wersonalized analytics

4.5 Team Content (used to be Public Folders)

e The Team Content folder contains all standard reports and data downloads that
are available to all users, depending on the level of security and roles associated
with the user.

e Click on Team Content to open the navigation panel. Notice the list of
folders is similar in structure to the existing Public Folders.

o Click outside the Team Content panel to close it.
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LI USC Cognos Analytics

{21 Home Team content = + 71

Q Swarch =] .:'l.:.: II"L.'-:: II'-.!:.'!:m::.‘-_.F;J' Usirs)

3

3 #ycontent = 0

) AdHeck (General Ledger) J S C
I [\a_J Tearm content B Lrva00013-28 PH

AdHocs (ICT)
&3 020 12:28 FH

{D Recent =

Admission Self-Service Reports (For Lsers) . .
3/11/2019 4:05 PM onalized analytics

Admissions

SFII020 1144 &AM

ARRA Reports

20 1145 &M

Awards

BFII020 12:29 P

Awrards_KC

SINI020 12:29 M

Bank Reconciliatons

4.6 Recent

e The Recent button shows the user the most recently used list of content, up to 20
objects (reports, dashboards, data modules, etc.).

o Objects appear in order based on most recently used.

« Once an object is viewed, it will move to the top of the list.

e Hover your mouse over the icon to the left of each object to identify the type of
object.

o Click outside the Recent panel to close it.

US USC Cognos Analytics

‘ﬁl‘ Home Recently viewed

Q search B Tonmcontont o CAs port  Ineenton Regors

03 My content ©) Teamcontot > CAM Repore . Inantory aports
®

Eﬂ Team conbent

@ Recent
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4.7 Run a Report

There are several ways to run a report:

o Option 1: Through the portal pages. Navigate to the “Red Page” and
click on the report title. There are several portal pages depending on
your department, a list of portal page links will be provided in a
separate document. For example: Business Intelligence Portal for KFS

— General Ledger.

RO e, Wlcama Ia the Husines Intelligrscs Pertal for KFS - Graeral Ledger o

o Option 2: Navigate to the report through “Team Content” or find the
report in your recently run reports and simply click on the report name

B

¥ .. » Financial Reports + % Tl

FR Budget Transaction Datail
92872020 1:07 PH

x|

ER Encumbrance
B30/2020 1:38 FM

]

FR Encumbrance Automated

B/12/2020 4:04 FM

FR Encumbrance Automated (TEST)
10 02011:15 aM

FR Encumbrancé Autom ... 7 Day Extension

B/12/2020 4:05 FM

FR 5PA Budget Transaction Detail
9282020 1:15 PM

FR SPA Transaction Detail

B/E0/2020 137 FM
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e To change the default output of the report, click on the More icon or three dots
next to the report name followed by “Run As”:

@ Home > .. 7 FinancialReports + ¥ 1l
FR Budget Transaction Detail
Q search B 52812020 1:07 oM
FR Encumbrance : B ~
03 Mycontent B 813012020 1:38PM D L '
@® > Run
m R, e FR Encumbrance Automated
8/12/2020 4:04 PM 2 Edit report
FR Encumbrance Automated (TEST)
© Recent 8 10/21/202011:15 AM @ Create report view
FR Encumbrance Autom ... 7 Day Extension . .
B 51212020 4:05 pm B View versions
) FR SPA Budget Transaction Detail 8, Create anew job
9/28/2020 1:15 PM
e FR SPA Transaction Detail < Share
8/30/2020 1:37PM
FA Take ownership
) FR Summary by Object - Account
9/28/2020 1:19 PM T3 Copy or move
e FR Summary Status Data
9/28/2020 1:22 PM £> Create shortcut
) FR Transaction Detail [ Delete

9/28/2020 1:25 PM

=2 Properties

e Choose the output format and click on “Run” on the bottom right corner of the

screen
Run as "
I Runin background Summany
D Pompiee
You will B prosnpted for inpt Balons B rapdrt rum. Ferrmat
HTRY
Q. Find Languages
Erglith [lsnd Sranet)
Format £ Reset defaults
() WL ) PoF ) Eszel
() el Data O ew O
Acesiiibility
[l Enable sccasaibiity peppaort .
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4.8 Export a Report

e Once a report has run, if you want to export to Excel, PDF or CSV format click on
the “Run as” icon on the top left corner of the screen and choose output format

far B Run HTML
(0] =] Run POF

Your §
Finan I” Run Bxced

Repar
& Fiscal [ RunExcel data

Fiseal v
(O =n & runcsv

) Run XML

[» Roset prompis and run

4.9 Schedule a Report

« To schedule a report, navigate to the report and click on the “More” icon or three
dots and then click on “Properties”

USL USC Cognos Analytics
@) Home » .. » *Chartof Acco..Report + ¥ Tl
Qs | & G
[> Runas
(3 My content .
® & Editreport

[&) Team content £2 Create report view

® Recent B View versions
£ Share
) Take ownership
T Copy

& Create shortcut

== Properties
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¢ Click on the “Schedule” tab and then the “Create schedule” button

d:  4/17/2019. 9:05 PM

93 : - 8/17/2020,2:10 PM
Unknown Tvp Report
Ger Report | Schedule | Permissions

No schedules created

Start by creating a schedule for your report

Create schedule

o Choose delivery frequency, example Daily, Weekly and Repeat on which day of
the week / date of the month options from the “Schedule” tab.

e Click on the “Options” tab to choose delivery format and the “Prompts” tab to
set default prompts for delivery and then click “Save”

Sthedule  Optisss  Prompls Summary

Sehadul
Frequency Run #very
140
i Weekly e
Regstat every 1 ] :
Prinrity
gea on M T W T F 5 3§
Foem
me int o
ety
Perled Languagen
St
£ Rewet Sefault optigns
B N
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4.10 Create a new report:

Select “+ New” on the bottom left corner of the screen and then click
on “Report”.

x|

B i

Uplaad files

Data module

Dashboard

Report

Story

Other

Maw ®

Click on “Blank” template and click “OK”.

Templates and themes

This page s Now lipout. Obicts will b arargid 1op-io-
bottom s in @ word processing decument. Drop ofsects hene bo

Page 15 of 22
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e Click on the “Select a Source” button after the following screen will appears.

M) Roport > Pages > Pagel

' Insertable objects T

L

Salect a source
Select and add a data source 1o build
VOUr Faport.

« Navigate to the package of choice when the pop up appears. For this example,
we will use the package “Adhoc6 General”.

e Click “Open”.
Open file ®
| Team content > AdHocé (General Ledger)
[El There's nothing in this folder.
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« The following screen will appear. Expand each field to see cascading detail.

Mew report *  »

fE] Report » Pages » Pagel

F Insertable objects o 7
"l a,
Q.

w B AdHock (General Ledger)
> [0 Generic Fields
> [ Balance
» [ Transaction Detail

@

o Drag and drop the columns that you want to see in the report to the blank
canvas on the right.

M raport ®

Il:llmﬂahlaﬂbhﬂs R |F ¥ B E 9~ B & - T B & - %~
m B 9 * Account Number | AccountName  Sub Fund Grp Code
N chccount Numbers  <Account Mames  <Sub Fund Grp Codes

<Acoount Numbar>  <Account Mamas  <Sulb Fund Grp Codac
cAccount Numbers  <Account Names  <Sub Fund Grp Codec

w B AdHocH (General Ladger)

~ B2 Genoric Fiolds

w [ Account

it Data Seuncs
e focount Humber
= Aocount Name
= Suib Fund Grp Code
w Fiscal Officer
= Anct Supanisor
= Aset Manager
s Fracal Officer (D
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Click on the Filter icon followed by “Edit Filters” to filter the report.

e so cffille 7 7o

" Account Number .i_l Edit Filters-. __Jund Gep Code

<Account Nurmbers < Insert Filter Taxt m&pcodn-
<Account Number>  <Account Mame> | <Sub Fund Grp Codes

El:f § ] Report > Pages > Pagel
0 Insertable objects
s E %
o
v B AdHocS (General Ladgar)
w B2 Genenic Fislds
~ [ Account
# Data Source
s Account Number
e Account Name

s Sub Fund Grp Coda

<Account Number> <Account Nama> <Sub Fund Grp Codec

¢ Click on “Add” to select which column to filter on.

7 Filters - Quaryl

Dkl Filtesrs Sumirary Filtars

Dribdant
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e Select the column you wish the filter on. For this example, we will choose
“Account Number” and click on “OK?”.

Create filter

(@) Custom based on data item

[l Account Number w

() Combined

) Advanced

il Cancel

e You can either Search or manually select the accounts you want to see in the
report. You can also enter Conditions, for example “Keep these
values” Exclude these values”.

« Click on “OK” once you’ve entered your search criteria.

x Filter condition - Aocount Numier =

D m]

Al o ot

e e Selacied e Wt [Tt v 8
| by gt Meie [T ———

| Select sl K thase valuss xr Exciusa thads values
] 100000004 O] Cons werestive i supporied by the dats s
feieerei ] 000 Y050
1001041050 000810
1000081200

1 100npane
00 B0E1 300

Farmapen o
Advanged LETn

o || coon | - I
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« To preview report data, navigate to the top right corner of the page and from
the “Page Design” drop down choose “Page Preview”. To go back to page
design mode click on “Page Design”.

_
&  Page design ~

* Page design

AL Page preview I

ityles Page structure

e To Run or export a report click on the “Run As” icon on the top right corner of
the screen.

[ Run HTML

FF Run POF

E3 Run Excel data
B4 Run €5V

[=] Run XML

Show run options

e To save the report click on the “Save” icon on the top right corner of the screen
followed by “Save As”.

E Convert to Template

Convirt 1o Active Reporn
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o Make sure to switch to the “My Content” tab, enter a report name and click
on “Save”.

Save as ®

(i My content [rd

Gl ="er ask-summary of Account Status - SPA Test SR
B ASR-Summary of Account Status - SR July 27
£ ASR-Summary of Account Status SR Sep 2020
B Cognos Demo

Destination: My content

Save as: INEW repaort I
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Section 5: Other Features - New

The New button allows the user to create a new report, dashboard or data module.

These features may not part of day 1 launch and we will set up trainings for this at a

later time.
{a} Home
Q. search =
[ My content =
L]
[g] Team content He“.o. WEIcome tO USC
@ FRecent Cognos Analytics.
Unearth hidden insights with a personalized analytics
experience driven by Al
T Upload files
£ Datamodule
Bd Dashboard
E Report T
A story
+ Other How-to videos Samples
o it ntors | Sabastadtyon i e
How it it L P
Upload files

The Upload files button allows users to upload Excel files for quick analysis and
visualizations.

Excel XLS, XLSX and CSV files may be uploaded.

Note: Only the first tab of a multi-tabbed spreadsheet will upload. Save each tab as a
separate file if you want to upload multiple tabs of data. Size limit is 100MB.

Creating a Dashboard
The New button allows the user to create dashboards or data module.

Other Training resources

Click the IBM Cognos Analytics icon. Help takes the user to the IBM Cognos Analytics
Community

http://www.ibm.com/communities/analytics/cognos-analytics/
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