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Cognos Analytic Basics 
Cognos Analytics is a business intelligence tool for centralized and standardized reporting of University of Missouri data. It was selected by the University of 
Missouri Task Force on Reporting Strategies in 2004. 

Cognos Analytics can be used for ad hoc reporting and can be used by employees who answer data questions, validate data, or review data on a daily basis. 

The topics in this training manual cover some of the basics of using Cognos Analytics. Other Cognos Analytics training materials can be found at 
www.umsystem.edu/ums/is/ibm_cognos_business_intelligence. 

  

http://www.umsystem.edu/ums/is/ibm_cognos_business_intelligence
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Accessing Cognos Analytics 
This lesson provides an overview of the following topics: 

• Launching the Cognos Analytics Web Site 
• Accessing Team Content 
• Logging out of Cognos Analytics 

Procedure  

1. Open a browser and navigate to the Cognos Analytics login page, https://reports.umsystem.edu. 
2. Enter your Domain\User ID and password into their respective fields, and then click the Log in button. 

Your User ID is your domain qualified Active Directory login (example: UM-Users\username). 

 

https://reports.umsystem.edu/
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3. Cognos Analytics opens. 

 
4. Click the Team Content button to display a list of public folders. 
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5. The team content panel expands to display a list of Public Folders that are available to you based upon your security and permissions. 

 
6. If you're not sure where to find a specific report, you can click the Search button to expand the search feature. 
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7. To log off Cognos Analytics, use one of the following procedures:  
 

o Expand the Log On list in the upper right corner of the page, and click Log Off. 
 

o Click the Personal button ("head and shoulders" icon) to expand personal account 
options, and click the Sign out link. 

 

END OF PROCEDURE. 
You have successfully Accessed Cognos Analytics.  
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Navigating Cognos Analytics 
Prior to Cognos Analytics 11, Query Studio was a separate application. All features are now integrated into a single interface. The following procedures cover 
user menus, features, and toolbars. 

Coach Marks 
Coach Marks are the small blue-green dots found in various locations in the Cognos Analytics interface, which help new users learn about components of the 
application. 

1. Click the Coach Mark on the Access Content panel to reveal information (aka hints) about the feature. 
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2. Click the X in the upper right corner of the hint to close it. Once you've read and closed a hint, that coach mark will no longer appear.  

 
3. You can turn off all hints by clicking Turn off hints in any open hint. 

 
4. You can turn hints on again through My preferences, found under the Personal button ("head and shoulders" icon). 
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5. In the My preferences panel, check mark Show hints. 

 

End of Coach Marks topic. 
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Access Content panel 
The Access Content panel contains buttons for accessing, managing, and creating content. 

1. The Home button on the Access Content panel takes you back to your home page, which is the Welcome screen by default. 

 
2. The Search feature on the Access Content panel contains features to help 

narrow your searches if necessary. 
 
Click the Search icon and type a search term into the search field. Possible 
matches begin to appear in the Results section as you type. 
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Press Enter to return results and reveal the Save search and Filter search features. 

 
Click the Filter icon to reveal filtering options for your search. 

 
Click an empty area outside of the search and filtering options dialog panel to dismiss the features. 
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3. To browse for content rather than searching for it, use the My content and Team content buttons. 
 
Personal content, or content that you've copied or saved into your private folder, will appear when you click the My content button. 

 
University content is listed under the Team content section. 

 
Click links in Team content to drill down to the desired content. Different button icons appear at the top depending on the type of content displayed. 
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4. There are buttons for returning to previous content, filtering and sorting content, adding folders, viewing content properties, and showing collapsed 
content (when there's not enough room to show previous content in the breadcrumbs).  
 
Hover the cursor over a button icon to see its label to determine its function. 

 
Drag the right side of the panel to increase or decrease its width. Increasing the width may reveal more breadcrumbs. 

 
To close the section without clicking a report link, click the Team content button again, or click an empty area outside the dialog panel. 
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5. The Recent button shows content you've recently viewed.  
 

6. The Manage button lists options for managing content. 
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7. The New button at the bottom of the Access content panel provides options for creating or adding content. 

 

End Access Content Panel topic.  
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Welcome screen 
The Welcome screen is the default home screen unless and until you designate a new home screen, which we will examine in the next section of this topic. 

1. The Recent area displays tiles for the most recent content you've opened. It displays 
the type of content (report, page, etc.), the name of the content, the date and time 
it was viewed, and an Action menu.  
 
Click the Action menu button (ellipses icon, lower right of tile) to reveal action items 
for the selected content. 

 
The listed action items vary depending upon the content type represented in the tile. 
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2. The Quick reference section provides links to help get you started in Cognos Analytics. 

 
3. The Drag and drop feature usually appears at the bottom of the screen. 

 

End of Welcome screen topic. 

  



Cognos Analytics Basics Training/Reference Guide 

Copyright ©2021 University of Missouri Page 18 Division of IT, Cognos Training 
Modified July 29, 2021  techwriters@umsystem.edu 
 

Header bar 
The buttons available on the header bar vary depending on the content you're viewing.  

1. The Switcher, located at the top, center of the page, allows you to switch to other open content or back to your home screen, which is the Welcome 
page by default. 

 
Click the x next to the name of content you wish to close. 
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2. The More button (the ellipses icon in the upper right area of the page) displays options 
depending on the content you are currently viewing. 
 
The Set as home item in the More menu allows you to set the current page as your home 
page, replacing the Welcome screen as home. 
 

3. The Notifications button, denoted by a bell icon, lists any Notifications you've received. 
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4. The Personal menu lists personal options like Preferences and access to your Inbox. 
It is also where you can sign in or out. 
 
 
 
 

5. The Help menu displays options for information, help, and learning. 
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6. The following buttons appear on the header bar when some types of content are open:  
 

Save (floppy disk icon) - This button can 
be expanded to choose 'Save as' or 'Save 
as report view'. 

Edit  
(pencil icon) 
 

 
Undo and Redo  
(curved arrow icons) 

Run (circle with arrowhead icon)  
This button can be expanded to 
choose a run format. 

 
Refresh  
(circular arrow over a bar icon)  

Filter  
(funnel icon) 

 
Page views  
(eye icon) 

Properties  
(3 horizontal lines with dots) 

 
 
 
 

End of Header bar topic. 

 

END OF PROCEDURE. 
You have successfully navigated Cognos Analytics.  
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Creating and Formatting a List Report 
A list report is a type of report that displays data as a series of tabular columns. Each column is one field, and each row is one record. 

DISCLAIMER: The following demonstration is an example of applying formatting to a report. The formatting choices  
you apply to reports created with Cognos Analytics may not always correspond to this example. 

For report standardization, templates with extensive formatting can be built, saved, and then applied to the report pages  
and prompt pages to achieve a consistent look and feel. 

For formatting instructions specific to your own reports, consult a department style guide. 

Procedure A: Create a report using the Search feature 
In this first procedure, we will create a report using the Search feature  
as a short cut. 

1. Expand the Search button and type the name of the content folder in which your 
data resides. For this training example, type Samples in the search field. Possible 
matches appear in a list below the field; click the appropriate match (in this 
example, Samples). 

2. Search results based on your selection appear. Click the appropriate content link, 
which is Samples in this example. 
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3. The data we want to use is in the Models folder, so click Models in the Samples content menu. 

 
4. Hover over the appropriate link in the Models menu, GO Sales (query) in this example, and click the More button (ellipses icon) when it appears on 

the right side of the link. Choose Create report from the options that appear. 
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5. The Templates and themes page opens. Select the 1 column template and click the OK button. 

 
6. A Plus icon appears in the right screen area. Skip to Procedure B, Step 5 below to continue the process of creating a report. 

 

 

End of Procedure A. 
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Procedure B: Create a report by using the New button 
The following procedure involves using the New button rather than using the Search feature shortcut outlined in Procedure A above. If you've completed the 
steps above, you may skip to step 5. 

1. Click the New button at the bottom of the Access Content panel (left side of the screen)  
and select Report from the options that appear. 

 



Cognos Analytics Basics Training/Reference Guide 

Copyright ©2021 University of Missouri Page 26 Division of IT, Cognos Training 
Modified July 29, 2021  techwriters@umsystem.edu 
 

2. Select a template to work with. (In this example, we will use 1 column.) 

 
Click the OK button. 
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3. Choose a data source for the report. Expand the Data button on the Access Content panel if necessary, and click the Add report data button (circle 
plus icon). 

 
4. In the Open file dialog window, locate your data source. 

 
In this example we will use the GO Sales (query) sample content. 

 
Click the Open button. 
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The data is displayed in the Data pane. 

 

  



Cognos Analytics Basics Training/Reference Guide 

Copyright ©2021 University of Missouri Page 29 Division of IT, Cognos Training 
Modified July 29, 2021  techwriters@umsystem.edu 
 

 

5. Choose a report type by clicking the plus icon in the table cell 
in the right pane of the screen, and then clicking the List icon 
when the options appear. 
 
The Object and query name dialog window appears. 

 
6. Type a name in the Name field.  In this training 

example, we want to list all sales representatives 
by region and position, so we will name the 
list Sales Reps. 
 
Click the OK button. 
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7. A drag-and-drop table appears, as well as a contextual toolbar, which is displayed whenever the table is selected. 
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9. Add data to the table. 

 
Click to expand Sales (query) in the data source pane. 
 
Under Sales (query) expand Sales staff. 

 
Double-click Sales region to add it to the table. 
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Add Position, Staff name, Date hired, and Email. 
Note: In addition to double-clicking an item to add it to the table, you can right-click and choose Insert, or click, drag, and drop an item onto the 
table. 

 
10. Click the Data items tab to view the query you've created. 

 
Click the Source tab to return to the full list of available data items. 
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11. Click the Run options button in the header bar to expand its options, and choose Run HTML. 

 
The report opens in a new tab. 
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Observe that the report ran with the default formatting. Close the new tab in which the report was run; we will format the report next. 

 
12. Select the cells in the header row in the List Report (select Sales region and then Shift-click Email). A blue border indicates that a cell is selected. 

 
13. In the contextual toolbar, click the arrow beside the paint bucket icon to expand the Background color options. 

 



Cognos Analytics Basics Training/Reference Guide 

Copyright ©2021 University of Missouri Page 35 Division of IT, Cognos Training 
Modified July 29, 2021  techwriters@umsystem.edu 
 

The Background color options dialog window has three tabs: Basic colors (16 common swatches), Color swatch (216 swatches), and Custom 
color (color ramp). 

 
14. Click a color from any of the three options. 

Note: If you choose a Custom color, you must click the Apply link once you've made your choice. If you click a color swatch from Basic colors or Color 
swatch, the dialog window closes, and the selected cells are painted with the chosen color. 

 
15. With the header row cells still selected, click the Font button to open the Font dialog window. 
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16. Choose options for font, size, etc., and then click the Foreground Color link. 

 
17. In the Foreground Color dialog window, choose a color that contrasts well with your 

background color choice so that the headings are easily readable. 
 
 
Click the OK button to close the Foreground Color window and return to the Font 
window. 
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18. Click the OK button on the Font window to close the dialog and return to the report. 

 
19. Click a cell under the Date Hired heading to select the data cells for that heading. 

 
Note that the toolbar contains more options for data cells than heading cells. We will examine those options in later lessons. 
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20. Expand the Horizontal alignment options list, and choose Center. 

 
21. Click the Data format button (curled page icon with % symbol) in the contextual toolbar. 

 



Cognos Analytics Basics Training/Reference Guide 

Copyright ©2021 University of Missouri Page 39 Division of IT, Cognos Training 
Modified July 29, 2021  techwriters@umsystem.edu 
 

22. In the Data format dialog window, expand the Format type field and choose Date. 

 
23. In the Properties field, choose Date style. 
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24. Expand the Date style options, select Medium, and click the OK button. 
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25. Rather than run the report again, we'll check our results by changing the Page view.  Click the Page views (eye) icon on the right side of the header 
bar to expand its options, and then click Page preview. 

 
26. The Hire dates are center aligned in the chosen date format. 
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27. Click the Save button to save your report. 

 
28. In the Save as dialog window, click the My content icon, type a name for the report in the Save as field, and click the Save button. 
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29. Hereafter, the report can be quickly accessed in My content. 

 

 

END OF PROCEDURE. 
You have successfully created and formatted a List Report. 
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Sorting Lists 
The ability to sort lists is important, especially with large reports. Cognos Analytics makes it very easy to sort by the information in a column. 

Procedure: 

In this exercise, we will sort the Sales Rep report we created in the previous procedure by Sales Region. 

1. With the report you created in the previous lesson open in Page design view, click the Sales region heading to reveal the contextual toolbar. 

 
2. Click the Sort icon to expand its options and click Ascending to sort the sales regions alphabetically from A to Z. 

 
Observe that the Sales region heading now has an upward-pointing 
arrowhead icon to the right of its title, indicating that the column is 
sorted in Ascending order. 
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3. Rather than run the report again, we'll check our results by changing the Page view. 
 
Click the Page views (eye) icon on the right side of the header bar to expand its options, 
and then click Page preview. 
 
Observe that the Sales region column is sorted with "Americas" appearing first but note 
that the arrowhead icon is gone. 

 
4. To change the sort order to Descending, click the column heading to activate the contextual menu and change the sort using the Sort feature. This 

can be done in either Page preview or Page design view, and will remain when switching between views. 
5. If you want to sort by a different column, expand the sort options on the currently-sorted column and choose Don't sort before applying a sort order 

to another column. 
 

END OF PROCEDURE. 
You have successfully sorted a list. 
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Grouping Lists 
Grouping lists is another feature that makes it easier to locate and read specific data in a report. 

Procedure 
In this exercise, we will group the data in the Sales Reps report that we created in the Creating List Reports procedure by Sales Region and by Position. We will 
work in Page preview to see our results instantly, but you can apply grouping in Page design view as well. 

1. Sort the column that you wish to group in either Ascending or 
Descending order. 
 

2. With the Sales region column heading still selected, click 
the Group/Ungroup button. Since the column is not yet 
grouped, this action will group identical data in the column. 
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4. The Sales Region column displays Americas only once now that it is grouped.  
 
Use the page controls located under the report to confirm that the various Sales regions have been appropriately grouped. 
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5. Select the Position column heading and click the Group/Ungroup button to group the positions within each sales region. 

 
Observe that the report is still grouped by Sales region, and that Positions within each sales region are appropriately grouped as well. 
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6. As always, click the Save button and save your report in My content. 

 

 

 

END OF PROCEDURE. 
You have successfully grouped lists. 

  



Cognos Analytics Basics Training/Reference Guide 

Copyright ©2021 University of Missouri Page 50 Division of IT, Cognos Training 
Modified July 29, 2021  techwriters@umsystem.edu 
 

Aggregating Lists 
Aggregating data makes it possible to examine trends, make comparisons, and reveal information and insights that would be difficult to discern if viewing the 
data elements in isolation. 

Procedure 
In this example, we will aggregate data to view average revenue data by product line and type. 

1. Create a list report from the sample GO Sales (query): Sales (query) data that includes Product line and Product type (from the Products data item), 
and Revenue (from the Sales data item). 
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2. Select the Product line column header and click 
the Group/Ungroup button. 
 
 
Change the page view to Page preview. 

 
The data are grouped by Product line, but we need to also group them by Product type. 
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3. Select the Product type column header and click the Group/Ungroup button. 

 
4. Select the Revenue column header and click the Summarize button in the contextual toolbar to expand its options. 

 
Choose Average. 
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5. The report displays the average data as required. 
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6. As always, click the Save button and save your new report in My content. 

 

END OF PROCEDURE. 
You have successfully aggregated lists. 
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Applying Conditional Formatting 
Conditional formatting enables you to highlight exceptional data and draw attention to specific rows. 

In this training example, Marketing wants to determine which sales regions have generated the most monthly revenue over the years. They would like to see, at 
a glance, any region that generated over $15 million in any given month. We will use conditional formatting to highlight the specific data that Marketing wants 
to see. 

1. Create a report from the sample GO Sales (query): Sales (query) data that includes Year and Month (from the Time data item), Sales region (from 
the Sales staff data item), and Revenue (from the Sales data item). 
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2. Change the page view to Page preview so that we can see our results instantly. 

 
3. Select the cells in the Revenue column. 

 
4. Click the Show properties button on the right side of the header bar to open the Properties pane. 
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5. In the Properties pane, click the Conditional styles link to reveal its options button, and then click the button to open the Conditional styles dialog 
window. 

 
6. Click the New conditional style button (+ icon) in the Conditional Styles window to expand its options, and choose New Conditional Style... 
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7. In the New conditional style dialog window, select the appropriate data item,  

which is Revenue in this example, and then click OK. 
 

8. In the Conditional style - numeric range dialog window,  
click the New value button (+ icon). 
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9. In the Threshold - Value dialog window, type the value that you want to base the condition on, which is $15,000,000 in this example, and then 
click OK. 
 

10. Back in the Conditional style - numeric range window, click the top (Default) in the Style section to expand its contents, and then choose Excellent, 
which applies a green background style to any cells in the Revenue column that are above $15,000,000. 
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11. Click OK. 

 
12. The new Conditional style appears in the Conditional styles dialog window.  

 
Note that you can edit or delete selected styles (and rearrange their order if there is 
more than one listed) in the buttons under the list box.  
 
We will edit the name of the conditional style before we close the dialog. 
 
With Conditional Style 1 selected, click the Edit button (pencil icon). 
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13. In the Conditional style - numeric range window, type a descriptive name into the Name field, and then click OK. 

 
14. The new descriptive name appears in the Conditional styles list, which 

will make it easier to find if or when you add more conditional styles. 
 
Click OK to close the window. 
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15. Revenue that is in the "Excellent" range is now highlighted with a green background. 

 
16. As always, click the Save button and save your new report in My content. 

 

 

END OF PROCEDURE. 
You have successfully applied conditional formatting. 
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Sectioning Lists 
Sectioning lists is another way to make reports easier to read. 

Procedure 
In this training example, we will develop a list report that organizes products and return quantity by retailer. 

1. Create a list report from the sample GO Sales (query): Returned Items (query) data that includes Retailer (from the Retailers data 
item), Product (from the Products data item), and Return quantity (from the Returned Items data item) columns. 
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2. Change the page view to Page preview so that we can see our results instantly. 

 
3. Divide the report by each retailer by selecting the Retailer column heading, clicking the Section/Unsection button in the contextual toolbar to 

expand its options, and then choosing Section/Unsection from the list. 
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4. The information is sectioned by Retailer. 
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5. As always, click the Save button and save your new report in My content. 

 

END OF PROCEDURE. 
You have successfully sectioned lists. 
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Filtering Lists 
Filtering lists enables you to focus analysis, exclude irrelevant data, and reduce processing time. 

Procedure 
In this example, the marketing staff wants one report that shows gross profit and revenue data for the retailer that generated the most camping equipment 
revenue in 2013. They want a second report that shows product types for that retailer as well, but only shows product lines that generated over $5 million in 
revenue. We will use filters to create these reports. 

1. Create a list report from the sample GO Sales (query): Sales (query) data that includes Product line (from the Products data item), Year (from the 
Time data item), Retailer (from the Retailers data item), Revenue and Gross profit (both from the Sales data item). 
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2. Switch to the Page preview view so that we can see the report change as we work. 

 
3. Select the Product line column heading, where we will add our first filter. 

 
4. Click the Filter button in the contextual toolbar to expand its options list, and then click the Create Custom Filter... option. 
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5. In the Filter condition dialog window for Product line, make sure 
that "Keep these values" is selected. 
 
Hover your mouse over Camping Equipment to reveal 
its Add button (plus icon), and click it to add Camping Equipment as 
a value that will be kept when the report is run. 
 
 
 
 
 
 
Also make sure that "Apply to individual values in the data source" 
is checked, and then click the OK button. 
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6. Now select the Year column heading, expand the Filter button, and click Create 
Custom Filter... 
 
 

7. Since Year is numeric, we will 
specify a range. Click 
the Range tab. 
 
 
 
 

8. We want to return results for 2013 only, so 
type 2013 in both the To and From fields, and make 
sure that both "Keep these values" and "Apply to 
individual values in the data source" are selected. 
Click the OK button. 
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9. Select the Revenue column heading and sort the column in descending order. 

 
The report is sorted by Revenue in descending order, revealing that Extreme Outdoors generated the most camping equipment revenue in 2013. 
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10. Create a custom filter on the Retailer column. 

 
11. In the Filter condition dialog window, records are sorted in ascending order in 

the Find list, and you can scroll down to locate the record you wish to use in the filter. 
 
You can scroll to locate Extreme Outdoors in the list, or click the word Find and begin 
typing the value you wish to locate. The dialog returns results as you type. 
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12. Hover the desired record to reveal the Add button (plus icon) and click it to add the 
record name as a condition. 
 

13. Verify that "Keep these values" and "Apply to individual values in the data source" 
are checked, and then click the OK button. 
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14. The first report that Marketing requested is complete. 
 

15. Click the Save button in the upper 
left corner of the page to open 
the Save as dialog. 
 

16. Choose a destination, type a name, 
and click the Save button.  
 

17. The second report requested by 
Marketing should include product 
types for Extreme Camping, and 
only show product lines that 
generated over $5 million in 
revenue. We will add the Product type column, 
and edit the filters to create the second report. 
 

18. Select any column heading, click 
the Filter button to expand its options, and 
choose Edit Filters... 
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19. In the Filters dialog window, select [Product Line] includes ['Camping Equipment'] and click 
the Delete button (red X icon). Click the OK button to close the dialog window and return to 
the report. 
 
Note: Alternatively, you could click the Edit button (pencil icon) and add or remove specific 
products to the filter. In this report, we don't want to filter any of the product lines, so deleting 
the filter is the more efficient step. 
 

20. Click and drag Product type (from the Products data item) from the source pane to the report, 
releasing the mouse when a black, vertical line appears between the Product 
line and Year columns. (This is another way to add columns to a report.) 

 
21. Select the Product line heading and click the Group button from the contextual toolbar. 
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22. Select any report cell to display the contextual toolbar, expand the Filter icon, and click Edit Filters... 

 
23. In the Filters - Query dialog window, click the Summary Filters tab and then click the Add (+ icon) button. 
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24. In the Create filter dialog window that appears, select Revenue from the Custom based 
on data item list, and then click OK. 
 
 

25. In the Filter condition - Revenue dialog window that appears, type 5,000,000 in 
the Value field, and select the Greater than or equal to (≥) symbol from 
the Operators options list and then click OK. 
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26. In the Filters - Query1 dialog window that reappears, click the Scope list button. 

 
27. Put check marks beside Product line and Summary(Revenue) and then click the OK button. 
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28. Verify that the summary filter includes the options 
necessary to create the desired filter, and then click 
the OK button. 
 
 
 
 

29. The report now lists product types for the top seller, 
showing only product lines that generated over $5 million 
in revenue, as requested by the marketing staff. 
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30. As always, click the Save button and save your new report in My content. 

 

 

END OF PROCEDURE. 
You have successfully filtered lists. 
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Filtering Lists Using Boolean Filters 
Using Boolean logic in filtering data allows you to limit, widen, or define parameters for returning results by using Boolean operators such as AND and OR. 

Procedure 
In this training example, the marketing staff would like to see one report that shows revenue data for Web sales in Mexico and Email sales in Canada. This report 
will require using Boolean filters and grouping. 

1. Create a list report from the sample GO Sales (query): Sales (query) data that includes Country (in the Branch data item), Year (Time data 
item), Order method type (Order method data item), and Revenue (Sales data item). 
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2. Switch to Page preview to more easily view the changes we make to the report in the upcoming steps. 

 
3. Select any item in the list report to reveal the contextual toolbar, expand the Filter options and choose Edit Filters... 
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4. In the Detail Filters section of the Filters dialog window, click the Add (+ icon) button. 

 
5. In the Create filter dialog window, select combined and click OK. 
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6. The Combined filter dialog window opens and instantly launches another Create 
filter dialog window. Expand the list and choose Order method type, and then click OK. 
 
 
 

7. In the Filter condition - Order method type dialog window, add E-mail as a filter and 
then click OK. 
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8. In the Combined filter dialog window, click the Add button (+ icon) to add another condition. 

 
9. In the Create filter dialog window, select Country from the list, and click OK. 
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10. In the Filter condition - Country dialog window, add Canada and click OK. 
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11. Observe that the AND operator separates the two filter conditions. Click the Add button (+ icon) again. 

 
12. In the Create filter dialog window, expand the list and select Order method type and then click OK. 
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13. In the Filter condition - Order method type dialog window, add Web as a condition and click OK. 
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14. In the Combined filter dialog window, the new condition was added behind another AND operator.  
 
Click to select the second AND and then click the OR button to change the operator. 
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15. Click the Add button to add the final condition. 

 
16. Choose Country and click OK. 
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17. In the Filter condition - Country dialog window, add Mexico as a condition and click OK. 
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18. Check the filter for accuracy. The report should filter for (E-mail AND Canada) OR (Web AND Mexico). Observe that the parentheses are not 
positioned correctly in our combined filter. 

 
19. Use Ctrl + click to select the first two filter conditions, E-mail and Canada, and click the AND button. 
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20. Repeat the steps for next two filter conditions, Web and Mexico, and make sure the operator separating the two combined filter conditions is OR. 

 
21. Click OK to close the Combined filter dialog window. 
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22. Click OK to close the Filters dialog window as well. 
 
 
 

23. The filters have been combined to return a report that 
only lists Email revenue for Canada, and Web revenue for 
Mexico. Group the Country column to better view the 
results. 
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24. As always, click the Save button and save your new report in My content. 

 

END OF PROCEDURE. 
You have successfully filtered lists using Boolean Filters.  
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Setting up Prompts 
A prompt is a filter that is satisfied at report run time. 

Procedure 
In this training example, the call center representatives need a report that allows them to quickly view product information for a particular product line. 

1. Create a report from the sample GO Sales (query): Sales (query): with the following columns: Product line, Product type, Product, Introduction 
date, Product description (all from the Products data item). 
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2. Expand the Page views options and click Page preview. 

 
3. Create a custom filter on the Product line column heading. 
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4. In the Filter condition - Product line dialog window, check mark Prompt for values when report is run in viewer and then click the OK button. 

 
5. Expand the Run options list and select Run HTML. 
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6. The report opens in a new tab, and prompts for a Product line value. 

 
7. Select one or more values in the Product line list (Ctrl + click to select multiple values) and then click the OK button at the bottom of the page to 

continue running the report. 
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8. As always, click the Save button and save your new report in My content. 

 

END OF PROCEDURE. 
You have successfully set up Prompts. 
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Calculating Data 
In this training example, we will add a calculation column to a list report to determine what percentage of the products shipped from inventory were returned. 

1. Create a list report from the sample GO Sales (query): Inventory (query) data that includes Product line and Product (from the Products data 
item), Quantity Shipped (from the Inventory data item), and Return quantity (from the Returned items (query),  Returned Items data item). 

 
2. Switch to Page preview so that we can see the report change as we work. 

 



Cognos Analytics Basics Training/Reference Guide 

Copyright ©2021 University of Missouri Page 102 Division of IT, Cognos Training 
Modified July 29, 2021  techwriters@umsystem.edu 
 

3. Select the column headings of the data to be used in the calculation. For this training example, ctrl + click to select both the Quantity 
shipped and Return quantity column headings. 

 
4. Click to expand the Insert Calculation options and note that there are several pre-determined options for inserting a calculation based on the 

selected column headings. For this training example, click Custom. 

 
5. In the Insert custom calculation dialog window, expand the Operation list and select % (percentage), select the % (Return quantity, Quantity 

shipped) radio button in the Calculation section, and for the New data item name, select Use the custom name and type Percentage returned in the 
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name field. Then click OK. 
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6. The calculated column Percentage returned is added to the report. 
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7. As always, click the Save button and save your new report in My content. 

 

END OF PROCEDURE. 
You have successfully calculated data. 
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Creating a Crosstab Report 
Comparative analysis uses a report, such as a crosstab report (a.k.a. pivot table), to show summary measure values as intersections of row and column data. 

Procedure 
For the purposes of this training example, the sales planning group wants to compare annual revenue by order method. We will create a crosstab report, as it 
offers the best way to present results. 

1. Create a list report from the sample GO Sales (query): Sales (query) data that includes Year (in the Time data item), Order method type (Order method data 
item), and Revenue (Sales data item). 
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2. Switch to Page preview to more easily view the changes we make to the report in the upcoming steps. 

 
3. Select the Year column heading and sort in ascending order. 
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4. Click the More button (ellipses) at the far right of the 
contextual toolbar to display more options. 
 
 
 
 

5. Select Pivot List to Crosstab from the listed options. 
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6. Because Year is selected when you choose ‘Pivot List to 
Crosstab’ the values of Year become the columns. 
Because Revenue is a measure it becomes the content 
of the crosstab cells.  If you have more than one 
measure, they appear as columns. The remaining data 
item, ‘Order method type’ become the rows.  If you 
have multiple unselected columns, that are not 
measures, they appear as rows and nested rows. The 
remaining data item, ‘Order method type’ become the 
rows.  If you have multiple unselected columns, that 
are not measures, they appear as rows and nested 
rows. 
 

7. As always, click the Save button and save your new report in My content. 
 

 

 

 

 

END OF PROCEDURE. 
You have successfully created a crosstab report. 
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Creating a Nesting Crosstab Report 
Nesting crosstabs are used to compare data at varying levels of detail and in report organization. 

Procedure 
In this training example, we will create a report that shows the sales revenue by sales region, country, and city. 

1. Create a list report from the sample GO Sales (query): Sales (query) data that includes Sales region and Country (in the Sales staff data item), Year (Time 
data item), and Revenue (Sales data item). 
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2. Switch to Page preview to more easily view the changes we make to the report in the upcoming 
steps. 
 

3. Select the Year column heading, click the More (ellipses) button on the far right of the contextual 
toolbar to expand its options, and choose Pivot List to Crosstab. 
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4. Because Year is selected when you choose ‘Pivot List to Crosstab’ the values of Year become the columns. Because Revenue is a measure it becomes the 
content of the crosstab cells.  If you have more than one measure, they appear as columns. Because there are 2 remaining data items, ‘Sales Region’ and 
‘Country’, they become the nested rows. 

 
5. Select the Sales region by clicking on any cell in the Sales region column and sort by descending order. 
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6. Expand the Sales staff data item in the Source pane and drag City to the right of the Country column, releasing the mouse when a solid black verticle line 
appears between the Country column and the first Year column. 

 
7. The City column is now nested within the Country column. 
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8. As always, click the Save button and save your new report in My content. 

 

END OF PROCEDURE. 
You have successfully created a nesting crosstab report. 
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Using Comparative Calculations 
In this training example, we will create a report for product line unit sales amounts (unit price minus unit sale price) by sales region. 

1. Create a list report from the sample GO Sales (query): Sales (query) data that includes Sales region (in the Sales staff data item), Product line (Products data 
item), and Unit Price and Unit sale price (Sales data item). 
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2. Select the Unit price and Unit sale price headings (Ctrl + click), and click the Insert Calculation button to expand its options. 

 
3. Choose Unit price - Unit sales price. (Alternatively, you could click Custom... and manually create this calculation, but Cognos Analytics saves you time by 

giving you possible options for inserting calculations based on your selections.) 
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4. The calculated column is added to the report. Next we will delete some unnecessary columns. 

 
5. Select the Unit price and Unit sale price column headings (Ctrl + click) and then click the More button (ellipses icon) in the contextual toolbar, and 

choose Delete from the list of options. The new column will continue to calculate based on the data in unit price and unit sale price columns, but they do not 
have to display in the report. 
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6. We will also remove the Summary row. Select the Overall - Summary column heading, click the More button (ellipses icon) in the contextual toolbar, and 
choose Delete from the list of options. 

 
7. Switch to Page preview to more easily view the changes we make to the report in the upcoming steps. 
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8. Select the Sales region column heading, expand the More (ellipses) button in the contextual toolbar, and select Pivot List to Crosstab. 

 
9. The report displays the unit sales amount (unit price - unit sales price) by product line and region. 
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10. As always, click the Save button and save your new report in My content. 

 

END OF PROCEDURE. 
You have successfully used comparative calculations. 
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Creating a Chart Report 
Chart reports are used for trending and forecasting. These reports use summarized historical data to make calculated projections. 

Procedure 
For the purposes of this training example, we will trend quantity shipped data by product line for 2010-2013 to determine supply needs for 2014. 

1. Create a list report from the sample GO Sales (query): Inventory (query) data that includes Product line (in the Products data item), Quantity 
shipped (Inventory data item), and Year (Time data item). 

 
2. Switch to Page preview to more easily view the changes we make to the report in the upcoming steps. 
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3. Sort the Year column in ascending order. 

 
4. Select the Product line column heading, click to expand the Section/Unsection options and choose the Section / unsection link. 
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5. Select any item in the list to reveal the contextual toolbar, then click the Change chart type button to expand its options, and choose Column chart. 
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6. Charts are displayed for each Product line. 
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7. As always, click the Save button and save your new report in My content. 

 

END OF PROCEDURE. 
You have successfully created a chart report. 
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Sorting Charts 
Sorting charts assists with chart organization. 

Procedure 
In this training example, we will sort an item within a chart. 

1. Create a list report from the sample GO Sales (query): Sales (query) data that includes Product line (in the Products data item), Year (Time data item), Order 
method type (Order method data item), and Revenue (Sales data item). 
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2. Switch to Page preview to more easily view the changes we make to the report in the upcoming 
steps. 
 
 

3. Select the Year column heading, click the More (ellipses) button on the far right of the contextual 
toolbar, and select Pivot List to Crosstab. 
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4. Select the Order method type column in the list report to reveal the contextual 
toolbar, click the Chart button to expand its contents, and choose Column chart. 
 

5. Select a Year in the Categories axis, click the Sort button to expand its options, and 
click Descending. 
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6. The chart displays the Years in descending order. 
 

7. As always, click the Save button and save your new report in My content. 

 

 

 

END OF PROCEDURE. 
You have successfully sorted a chart. 

 

END OF TRAINING AND REFERENCE GUIDE. 
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