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Cognos Analytic Basics

Cognos Analytics is a business intelligence tool for centralized and standardized reporting of University of Missouri data.lt 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, validatedata, 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 trainingmaterials can be found at
www.umsystem.edu/ums/is/ibm cognos business intelligence.



http://www.umsystem.edu/ums/is/ibm_cognos_business_intelligence

Accessing Cognos Analytics

This lesson provides an overview of the following topics:

e lLaunching the Cognos Analytics Web Site
e Accessing Team Content
e 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).

Attention:
Login with your Active Directory login
domain\username
(Exarmple: UM-ADWwsername).

E{' domain‘username

Password

Login



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

5+ UM Systemn Cognos Analytics - Development
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“. Welcome to UM System Cognos Analytics -
m Development
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4. Click the Team Content button to display a list of public folders.

B Welcome to U

=
fm " Development

I"‘\.. 4 Get started by openin
©
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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.

. UM System Cognos Analytics - Development

Welcome
Team content

MU SATidal Scheduled Repoi's -
4/21/2015 2:35 PM

* Public Reports
2 = 4/10/2015 12:59 PM An

=4 - * University of Missouri A Report’ Folder
3212017 1:53 PM

° - * University of Missouri ¥ Q! Folder
7/6/2009 3:35 PM

If you're not sure where to find a specific report, you can click the Search button to expand the search feature.

6.

= UM System Cognos Analytics - Develo

0 Search
. l O, o, |
N

= |
®
22|

| Search all your data




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.

.. | \‘-._.‘/
]
My schedules and subscriptions

)¢ My preferences

Log my session
r

My Inbox

My Watch ltems

F Signin

le SN
Sign out

3

END OF PROCEDURE.
You have successfully Accessed Cognos Analytics.



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.

Access content

This is where you can access your
/Fﬁ\“ personal content (My content) and

B“\_/ your organization's content (Team
" content).

|

Turn off hints 5= P2

E-Commerce Reports Portal
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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.

Oﬁ Access content
| &

This is where you can access your

®

personal content (My content) and

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

‘ Turn off hi@s '

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

® Scott, Riotta M.
mm scottrm@missouri.edu

|'l My schedules and subscriptions

/"ﬁ; preferen:::e;"'\
& N
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5. In the My preferences panel, check mark Show hints.

My preferences

General Personal

" Home page Default
Show hidden entries []
Report format HTML v
Turn on accessibility features []

End of Coach Marks topic.

Division of IT, Cognos Training
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Access Content panel

Training/Reference Guide

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.

Welcome tc
EEE Get started by oper

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.

Copyright ©2021 University of Missouri Page 10
Modified July 29, 2021

\ G Search

Oﬁ ¢ app| (]
[ s | App_SvsDW_DBATeam_ScoreCard

App_SvsDW_ARSystemn_SitesStaffTras

Division of IT, Cognos Training
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Press Enter to return results and reveal the Save search and Filter search features.

Y  Ssearch

O, App_

OSOM

oﬁ
2 |
2] B Daily Change Management Report

Team content > *Applicati ... > Change Management

g o A e T

Click an empty area outside of the search and filtering options dialog panel to dismiss the features.

Copyright ©2021 University of Missouri Page 11
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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.

Q PR Team content =0Y
O - * MU SA Tidal Scheduled Reports
* 4712015 2:35 PM
* Public Reports
n i 440/201512:59 PM

- * University of Missouri A Reports Folder
212007 1:53 PM

* University of Missouri ¥ OLAP Folder

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.

Copyright ©2021 University of Missouri Page 12 Division of IT, Cognos Training
Modified July 29, 2021 techwriters@umsystem.edu
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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.

0 BB Team content =079 T‘L/:_P—i

* MU SA Tidal Scheduled Reports

* - 4/2H72015 2:35 PM

To close the section without clicking a report link, click the Team content button again, or click an empty area outside the dialog panel.

Copyright ©2021 University of Missouri Page 13 Division of IT, Cognos Training
Modified July 29, 2021 techwriters@umsystem.edu
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5. The Recent button shows content you've recently viewed.

6. The Manage button lists options for managing content.

8’ base samples

Con ics -
UM System nos Analytics Team content > Samples

E-Commerce Reports Portal

Activities Team content > *FS5 Reports

Manage activities

QuikPay Reports Portal
Team content = *FS Reports

m Content
Create and manage conte

Configuration
Manage system settings

|-_|?I Administration consol

Copyright ©2021 University of Missouri Page 14 Division of IT, Cognos Training
Modified July 29, 2021 techwriters@umsystem.edu



Cognos Analytics Basics

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

eport

8 Dashboard

EI Story
"o

Data module

- Other

' Jpload files

w"s UM System Cognos An:

End Access Content Panel topic.

Copyright ©2021 University of Missouri

Modified July 29, 2021
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Welcome screen
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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.

Recent

REFORT

Version 11.0.8 base samples
& Edit report

1072018 T1:02 AM I} [z Create report view
%= Properties

PAGE [i Create shortcut

QuikPay Reports Portal < Embed

1272018 12:38 PM

The listed action items vary depending upon the content type represented in the tile.

Copyright ©2021 University of Missouri Page 16
Modified July 29, 2021

Welcome to UM System Cognos

Get started by opening a dashboard, report or story!

Verzion 11.0.8 baze samples

Division of IT, Cognos Training
techwriters@umsystem.edu
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2. The Quick reference section provides links to help get you started in Cognos Analytics.

Quick reference

y Get started

¥ Sample data

¥ Support

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

Iil Drag and drop your files or browse

End of Welcome screen topic.

Copyright ©2021 University of Missouri Page 17 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

Global sales

Welcome @

page by default.

E Global sales

E Version 11.0.8 base samples

Click the x next to the name of content you wish to close.

Version 11.0.8 base samples
Welcome

[x]
E Global sales °

oles we

hat are E Version 11.0.8 base samples




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.

Notifications

Wl TR el

a7

[ ok e T g

E
's

L

' Setas home

\ &
\

; Share

\

]

ﬁ_ Embed

E

? Subscribe
L‘\-—M



4. The Personal menu lists personal options like Preferences and access to your Inbox.
It is also where you can sign in or out.

® Scott, Riotta M.
am scottrm@missouri.edu

5. The Help menu displays options for information, help, and learning. My schedules and subscriptions

My preferences

Log my session

Docurmentation My Inbox
Support Portal My Watch ltems
i s i Rt i e R < il -
Signin
Sign out

AT e E A gl ST g A TEE A e T TR b g e




6. The following buttons appear on the header bar when some types of content are open:

Save (floppy disk icon) - This button can Edit

|':}| be expanded to choose 'Save as' or 'Save (pencil icon)

as report view'.

Run (circle with arrowhead icon)

Undo and Redo > This button can be expanded to

(curved arrow icons) choose a run format.
— Filter

I%I Refresh Y (funnel icon)
(circular arrow over a bar icon)
— Properties
& Page views = (3 horizontal lines with dots)
(eye icon)

End of Header bar topic.

END OF PROCEDURE.
You have successfully navigated Cognos Analytics.



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

m'= IBM Cognos Analytics

Welcome

In this first procedure, we will create a report using the Search feature

as a short cut. 0 Search
1. Expand the Search button and type the name of the content folder in which your . m
data resides. For this training example, type Samples in the search field. Possible .‘3 70, Samples - o
matches appear in a list below the field; click the appropriate match (in this - -SI
example, Samples). ® 50 Y
2. Search results based on your selection appear. Click the appropriate content link, m Samp! fics
which is Samples in this example.

Samples_Drillthrough

0 Search

Shortcut to Samples
3 =1
| O‘ 0. Samples o SRR IS S SIS DDl S P —_—
N\ %
@ 50Results
m L}
Samples .. A

- farnp‘\esj’\ﬂe‘mcs E
T
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3. The data we want to use is in the Models folder, so click Models in the Samples content menu.

. IBM Cognos Analytics Welcom

ﬁ BB Teamcontent > Samples
O Dashboards
hd W om0 1136 AM
Data
m
111/2016 11:40 AM
@®

- Extensions
44rzinode 4 e PM

P
Q?;y

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.

GO Data Warehouse (query)

= 4512013 10:05 Aan g —

= GO Sales (analysis)
1/8/2013 9:29 AM B2 Create dashboard
= GO Sales (query) " eee |55 Create dataset
1/31/2018 12:48 PM

Copyright ©2021 University of Missouri Page 23 Division of IT, Cognos Training
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5. The Templates and themes page opens. Select the 1 column template and click the OK button.

Templates and themes

Templ;at_eﬂ Thamoc

y
| OK ﬁl Cancel |

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

e T L R TR

End of Procedure A.

Copyright ©2021 University of Missouri Page 24 Division of IT, Cognos Training
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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.

N

M5 Dashboard

EI Story 3

Data module

18

it
-l- Other

Upload files

Copyright ©2021 University of Missouri Page 25 Division of IT, Cognos Training
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2. Select a template to work with. (In this example, we will use 1 column.)

Templates  Themes

Click the OK button.

Copyright ©2021 University of Missouri Page 26 Division of IT, Cognos Training
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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).

e

L mmc e cee e e e

4. Inthe Open file dialog window, locate your data source.

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

u . Team content > Samples > Models

|m =1 GO Data Warehouse(analysis

=1 GO Data Warehouse (query)

= GO Sales (analysis)

Im Interactive Sample GO Sales [query)

Click the Open button.

Copyright ©2021 University of Missouri Page 27
Modified July 29, 2021
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(—-J—i—ﬁﬂi—-ﬁ‘r‘-'ﬁ.#"_ﬁ#'
:E Cancel
4
H

The data is displayed in the Data pane.

b [0 BReturned items (query)
b [0 Sales (query)

Copyright ©2021 University of Missouri

Page 28
Modified July 29, 2021
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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.

Object and query name [x]

MName:
Listt |

Query Name: @

Queryl v

Show this dialog in the future

| OK || Cancel |

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

Training/Reference Guide

MNew report

BE

Crosstab Visualization

=2 \O)

w Text itern
H [
Lad

Table Block

example, we want to list all sales representatives Name-
by region and position, so we will name the ’E'__-""
ales Reps =

list Sales Reps. L\_/

Click the OK button.

Copyright ©2021 University of Missouri
Modified July 29, 2021

Page 29 Division of IT, Cognos Training
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7. Adrag-and-drop table appears, as well as a contextual toolbar, which is displayed whenever the table is selected.

Mew report *

“* Drop items here to create new columns

Copyright ©2021 University of Missouri Page 30 Division of IT, Cognos Training
Modified July 29, 2021 techwriters@umsystem.edu
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9. Add data to the table. Source  Data items

Click to expand Sales (query) in the data source pane.
v [# GO Sales (query)
» (O Inventory (query)
» [ Product forecast (query)
» [0 Returned items (query)

Under Sales (query) expand Sales staff.

Sales (query)
Sales target (query)

| Oy M|

Double-click Sales region to add it to the table.

oy
» i Retailers
¥ jii Sales staff
[} Sales region code
Il sales region '.'..
& Country code
[l Country
[l city

¥ B 12 1A

:%Sdes region=

:
:
:
i
:
i
:

=3ales region=
=5ales region=

EsmamEEsmang

Copyright ©2021 University of Missouri Page 31 Division of IT, Cognos Training
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Add Position, Staff name, Date hired, and Email.

Training/Reference Guide

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.

Y- B2 A& - e [0 ]

‘<Sales region= <Position> <5taff name> <Date hired> <Email=

=3Sales region= =Position> <5taff name> <Date hired> =Email=

=3Sales region= <Position= <5taff name> <Date hired> <=Email=

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

T
g M Sales region
y\ M Position
M Staff name
E M Date hired
M Email
—

Click the Source tab to return to the full list of available data items.

Copyright ©2021 University of Missouri Page 32
Modified July 29, 2021
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11. Click the Run options button in the header bar to expand its options, and choose Run HTML.

fi] Run HTML -.
Source Data iten K___in],/ ]

Run PDF

New report ~

Sales region Position Staff name Date hired

Southern Europe Level 2 Sales Representative  Silvano Allessori Jun 27, 2012 12:00:00 AM  SAlle
Q Northern Europe  Level 2 Sales Representative  Anders Nilsson Dec 9, 2008 12:00:00 AM  ANils

Americas Level 3 Sales Representative  Donald Chow Jan 28, 20086 12:00:00 AM  DChe
B3 Americas Branch Sales Manager Alex Rodriguez Sep 8, 2006 12:00:00 AM  ARo

A p— P P T [P —— R o S L N N Y ]
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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.

= New report fia T

1T o i o ey lal Tt s LT T LT T e S

£=4

=3ales region= =Position= =5taff name> =<=Date hired> <Email=

=3ales region= =Position= <«=5taff name> <Date hired> <Email=

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

y- Eﬁm:v .-

4
" Sales region M Staff name II

Date hired I Email

Page 34 Division of IT, Cognos Training
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The Background color options dialog window has three tabs: Basic colors (16 common swatches), Color swatch (216 swatches), and Custom

color (color ramp).

i B

EEEEEEEEEEEENEN
EEEEEEEEOOOOOO

«3:5::—;0:5 Color swatch Cm

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.

T OA2- = B-

=3ales region= =Position> <=5taff name> <=Date hired= <Email=

=3ales region= =Position>= <=S5taff name> <=Date hired= <Email=

<Sales region> <Position= <Staff name> <Date hired= <Email=

15. With the header row cells still selected, click the Font button to open the Font dialog window.

Copyright ©2021 University of Missouri Page 35 Division of IT, Cognos Training
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16. Choose options for font, size, etc., and then click the Foreground Color link.

Aria
Arial Blac|

Arial Unicode MS 14nt

Effects Preview

[ Underline

[] Overline Arial Black
[] Line-through

Foreground %nr

Apply Cancel

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.
e
% m Cancel
>

Copyright ©2021 University of Missouri Page 36
Modified July 29, 2021

Training/Reference Guide
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18. Click the OK button on the Font window to close the dialog and return to the report.

A i T — F_f_'--—r-"‘-.-n_..\_'"_-_"‘__—-—rr ——
Foreground Color

Apply

Y W My By

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

Y3 2B 08 12 ABLS Y ®WI=E - Bl [ ]

<3taff name:=

=Date hired=
=Date hired=

<Staff name ' mail

<Staff name:> Email=

Note that the toolbar contains more options for data cells than heading cells. We will examine those options in later lessons.

Copyright ©2021 University of Missouri Page 37 Division of IT, Cognos Training
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20. Expand the Horizontal alignment options list, and choose Center.

E S

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

<Staff name>

<Staff name>

<Staff name>

v B - |~
<Date hired> | <Email>

<Emait

<Date hired>

Copyright ©2021 University of Missouri

Modified July 29, 2021

<Email>

F==5

Page 38

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

3¥ Data format

Format type: perties:
tor (Default)
ict {Defauft]

Nurr'lber
Curency

23. In the Properties field, choose Date style.

¥ Data format

Date ordering

Copyright ©2021 University of Missouri Page 39 Division of IT, Cognos Training
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24. Expand the Date style options, select Medium, and click the OK button.

Properties:
Date style Medium n
Date separator (Default)
Date ordering -
Display eras
Display years
Display months
Display weekdays
Display days Er;
Calendar type v E

Kllimmimes soml vm mlmemebmes

Date style
Specifies the date style. The resulis rendered are
determined by the language. Generally, Short uses

only numbers, Medium uses some abbreviated words,
Long uses complete words, and Full includes all

Reset

Cancel

Copyright ©2021 University of Missouri Page 40 Division of IT, Cognos Training
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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.

/F:a-g; preview —N\

Page structure

i T P g s |

26. The Hire dates are center aligned in the chosen date format.

Silvano Allessori /m‘z\i}hne

Anders Nilsson ~ Dec9, 2008 Yilss
Donald Chow ~ Jan28,2008 Dtho
Alex Rodriguez Sep 8, 2006 AF odri

Julie Olsen \ Aug 15, 2006 .J"_Jllse
Jan &, 2007

P

Kwei-Ping Kao

Copyright ©2021 University of Missouri Page 41
Modified July 29, 2021
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27. Click the Save button to save your report.

Save as X

9 B My content L +]

m E Aggregated Revenue Product Line and Type ~
I GoSales- Percentage of products returned
I GOSales- Prompt for Product Line
TEI Report view of 1. ECC Transaction Report

Tm Report view of Corporate website visits

Destination: My content

Save as| /|Sales Staff Report

Copyright ©2021 University of Missouri Page 42 Division of IT, Cognos Training
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29. Hereafter, the report can be quickly accessed in My content.

=" IBM Cognos Analytics

ﬁ B My content [+ I O Y
Oﬁ E Sales - Canada Email and Mexico Web ~ N CD =
1/29/2018 10:02 AM

\H@Wy

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.

S

Sales region

Staff name

<Position>  <Staff name>

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

VEI B 0D
Sn’f;“"“'"‘"'"

5] Ascending
«Sales

Z| Descending

=Sales Stafi

Aol

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.

| 'Sales regio p




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, o Soubi ——
and then click Page preview. prsiie Page design

h m
Observe that the Sales region column is sorted with "Americas" appearing first but note i w
that the arrowhead icon is gone. “ —r

Sales Reps™ W

Double-click to edit text

mm S S “

! mencas . Branch Sales Manager Alex Rodriguez Sep §, 2006 ARodriguez@grtd123.com
/ 12:00:00 AM

3 Americas  Branch Sales Manager Bayard Lopes Mar 5, 2010 BLopes@grtd123.com

LY 12:00:00 AM

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

Training/Reference Guide

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. Sortthe 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.

Position

—

¥ - X gl Ec:v 7
HinenLas L anan Wm Lray

Americas

Branch Sales Manager Cat

Copyright ©2021 University of Missouri
Modified July 29, 2021
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4. The Sales Region column displays Americas only once now that it is grouped.

Training/Reference Guide

Use the page controls located under the report to confirm that the various Sales regions have been appropriately grouped.

\/

i

Branch Sales Manager

Branch Sales Manager

Branch Sales Manager

Branch Sales Manager

Branch Sales Manager

Branch Sales Manager

Branch Sales Manager

m

Alex Rodriguez

Bayard Lopes
Catarina Couto
Corey Wright
Georges Saint-
Germain

Gepetio Perez

Julie Olsen

#51 Page down

Copyright ©2021 University of Missouri

Modified July 29, 2021

4 Bottom %

Date hired

Sep 8, 2006
12:00:00 AM

Mar 5, 2010
12:00:00 AM

Mov &, 2008
12:00:00 AM

Jan 22, 2008
12:00:00 AM

Sep 5, 2007
12:00:00 AM

Jul 29, 2009
12:00:00 AM

Aug 15, 2006
12:00:00 AM

Page 47
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BlLopes@grid123.com
CCouto@grtd123.com
CWright@grtd123.com
GSaint-
Germaini@grid123.com
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JOlsen@grid123.com W
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5. Select the Position column heading and click the Group/Ungroup button to group the positions within each sales region.

Sales
region
Americas b ' '
¥ - X
LEVE! J Jdiey
Representative

Observe that the report is still grouped by Sales region, and that Positions within each sales region are appropriately grouped as well.

"--..__*.

—

N

Copyright ©2021 University of Missouri
Modified July 29, 2021

Level 1 Sales Representative

fsnics rogion] —rosition | sttt e

© Americas Branch Sales Manager

Alex Rodriguez
Bayard Lopes
Catarina Couto

Caorey Wright

Georges Saint-Germain

Gepetio Perez
Julie Qlsen
Sally White
Samantha Floyd
Anna Valdez
Bealriz Couto
Brendon Pike
Carole Claudel
Elaine Vamey

Harold Germmaine

Sep &, 2006 1
Mar 5, 2010
Mov 5, 2008
Jan 22, 2008
Sep 5, 2007
Jul 29, 2009
Aug 15, 2006 1
Mar 4, 2009
May 2, 2006 1
Aug 10, 2011
Mar 15, 2010
Feb 24, 2009
Jan 2, 2010
Mov 17, 2009
Apr 18, 2009

Page 48
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6. As always, click the Save button and save your report in My content.

Save as

m E Aggregated Revenue Product Line and Type
[ cosales- Percentage of products returned
GO Salas - Prompt for Product Line

Report view of 1. ECC Transaction Report

a &8 8

Report view of Corporate website visits

END OF PROCEDURE.
You have successfully grouped lists.
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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).

Source  Dataitemns

* u GO Sales (guery)
P [0 Inventory (query)
* [ Product forecast (query)
* [ Retumed items (query)
* = Sales (guery)
~ [ Sales
i Quarntity
i/ Unit cost
B Unit price
i Unit sale price
i/ Revenue
i/ Product cost
i Gross profit

Product line Product type Revenue
=Product line= =Product type= <Revenue=
=Product line= =Product type= =Revenue>
=Product line= =Product type= <Revenue=
_-=rall - Summary <Summary{Reven*

i Planned revenue

Copyright ©2021 University of Missouri Page 50 Division of IT, Cognos Training
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2. Select the Product line column header and click
the Group/Ungroup button.

Z - AH

. . Revenue
Change the page view to Page preview.
<Revenue=
=Product line= <Product type= <Revenue=
=Product line= <Product type= <Revenue=
- o e e el et Owverall - Summary <Summary|Revenue)>

I e

The data are grouped by Product line, but we need to also group them by Product type.

Product line Product type Revenue
Camping Equipment Cooking Gear 3272,835954.18
Lantems $126,925,660.64
Packs $351,580,402.34
Sleeping Bags 5309, 172 85835
Tents $528,221,728.02
Golf Equipment Golf Accessories $51,514,343 88
Irans 5254,514,337.99
Putters $106,184,271.37
Woods $313,398,414.65

$726,411,367.89

581,096,552 45

Golf Equipment - Summary

Mountaineering Equipment Climbing Accessories

Copyright ©2021 University of Missouri Page 51
Modified July 29, 2021
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3. Select the Product type column header and click the Group/Ungroup button.

Choose Average.
Product line | Product type Revenue
Camping Equipment Cooking Gear mon_enn onaan
i ¥ S E B OS2
Packs $351,830 4 Default summary
Sleeping Bags 5309,1728 5
Tents $528,721 7:
g ® comt
Golf Equipment Golf Accessories £51,514,3
Irons 5254 514,
Putters 5106,184,2
$313,895 41

Page 52 Division of IT, Cognos Training
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5. The report displays the average data as required.

T‘ ' Product line | Product type | Revenue
Camping Equipment Cooking Gear F272 835,954 18
Lanterns 5126,925 66064
Packs 351,880,402 84
Sleeping Bags 309,172,888 35
$528,221 725.02

Camping Equipment - Summary 1,589,036,664.03
Camping Equipment - Average $31T 807, 332.81

Golf Equipment Golf Accessories $51,514,343.88
Irons 254,814,337 .99

Putters $106,184,271.37

313,895,414 65

Golf Equipment - Summary $726,411,367.89
Golf Equipment - Average $131,602,841.97

Mountaineering Equipment Climbing Accessonies 581,096,552 48
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6. Asalways, click the Save button and save your new report in My content.

Training/Reference Guide

Save as

@ B My content

Aggregated Revenue Product Line and Type

GO Sales - Percentage of products returned

m|

M|

[ GO sales - Prompt for Product Line

2 Report view of 1. ECC Transaction Report
i2

Heport view of Corporate website visits

Destination: My content

fovos: [poduot e revenel3

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 areport 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).

w u GO Sales (guery)
4 Inventory (query)
J Product forecast (query)
¥ Returned items (query)
* = Sales (query)

* i Sales
b Quantity
faa m B p==a
i Unit cost ¥ & 2 ABH& - a -
i/ Unit price % :
? Year Month Sales region Revenue
i Unit =ale price
? = P <fear> =Monih= =S5ales region= =Revenue=
i Revenue
;, Product cost <tear= =Month= <=S5ales region= =Revenue=
g Gross profit =Year= =Month= =5ales region= =Revenue=
i/ Planned revenue Owverall - Summary < Summary(Revenue)>

B oo




Cognos Analytics Basics

2. Change the page view to Page preview so that we can see our results instantly.

3. Select the cells in the Revenue column.

“Year  Month
2010 MNovember
2011 July

2011 Sepltember
2012 December
2012 November
2013 June
2012 October
2011 September

Sales region Revenue
Americas
Americas
Americas
Americas
Americas
Americas
Asia Pacific
Asia Pacific

Copyright ©2021 University of Missouri Page 56
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Cognos Analytics Basics
5. Inthe Properties pane, click the Conditional styles link to reveal its options button, and then click the button to open the Conditional styles dialog

window.

| =i~ List column body
COMNTTRORI AL

P Conditional styles
; 3

6. Click the New conditional style button (+ icon) in the Conditional Styles window to expand its options, and choose New Conditional Style...

& Conditional styles [ %]
S #NEW Conditional STYIE N
— — K Cancel
Use Existing Conditional Style...
- Advanced Conditional Style...

Division of IT, Cognos Training
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7. In the New conditional style dialog window, select the appropriate data item, - Americas oo |
which is Revenue in this example, and then click OK. ' =" New conditional style o

8. Inthe Conditional style - numeric range dialog window,
click the New value button (+ icon).

pe Conditional style - numeric range (%]

Bazed on the folowing: Revenue
Mame:
Conditional Style 1 |

Range Style
Highest value -

Copyright ©2021 University of Missouri Page 58 Division of IT, Cognos Training
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Training/Reference Guide

9. Inthe 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.

é‘bﬁ Conditional style - numeric range [ x]

{| Based on the folowing: Revenue
Eb Mame:
|Conditional Style 1 |

be
=

{Defaultl
X 15,000,000 1 dﬂ!mm_ .
ry 5,000, Sy
] Average AaBbCe |
f"w 1] Below average
: Lowestvalue - 0 Poor

=

r
e Range Style
ry Highest value -
g!be (Defautl Q £ iBoCe| /

be Missing values (Defaul) E 4

Copyright ©2021 University of Missouri Page 59
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11. Click OK.

{“Mﬂw_—\wwmmm

Excellent v 4
{ ® 15,000,000
g

o
f; I

Lowest value -

i

Missing values [Default) N 4
=

12. The new Conditional style appears in the Conditional styles dialog window. -
& Conditional styles (]

Note that you can edit or delete selected styles (and rearrange their order if there is

. . . ™ Conditional Style 1
more than one listed) in the buttons under the list box. B onal Style

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.

Conditional style - numeric range [x]

Style
Highest valug -

Excellent

X 15,000,000

& Conditional styles (]

ks 1omillionExcellence

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.

Save as
B My content
m M| Aggregated Revenue Product Line and Type
[ cosales- Percentage of products returned
[ Gosakes- Prompt for Product Line
2 Report view of 1. ECC Transaction Report

iz Report view of Corporate website visits

Destination: My content

END OF PROCEDURE.
You have successfully applied conditional formatting.
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" Year honth
2010 Movember
2011 July

2011 September
2012 December
2012 Movember
2013 June
2012 October
2011 September
2012 February
2013 MWarch
2011  September
2011 August
2012 February
August

Sales region Revenue 3
Americas $15,852 73286
pmercs
Americas $19,593, 162 26

Americas $25,995 21279

s
A
Asia Pacific
Asia Pacific $17,057,095.04
Northern Europe  $9,931,585.47
Northem Europe  $13,845,407.39
Northemn Europe  $7,352,203.04
Northem Europe  $7,409,979.53
e e T £52,583,329.23
%65,458,905.49

Southern Europe

Division of IT, Cognos Training
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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.

* ¥ GO Sales (query)
¥ [0 Inventory {query)
¥ |0 Product forecast (query)
* [= Retumed items (guery)

i Retumed items
i/ Return quantity
[ Retumns follow up fields

Ve B 2 AP L& - e D

I -

b i Assigned staff

b E Order S —— —— S —

¥ E Order method Retaler <Producte et -

¥ 1 Products : _ mﬂnllt]r-

¥ @l Retailers =Retailer- <Product- =Return quantity=

* @il Retum reason =Retailer= =Product= =Return quantity=
Sales staff | overall - summary  <Summary(Return quantity)>
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2. Change the page view to Page preview so that we can see our results instantly.

{
E.

I B N

Training/Reference Guide

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.

M ecbolie —El- e = 35k deo

¥ - T B !@,&“ AL (= [F [
P ' ection / unsection
- < T Skl T

Sports Vision e I 141

Hartman's
Consumer Club
Surfs Up!

Copyright ©2021 University of Missouri
Modified July 29, 2021

Set page break

Set page break uging master/detail
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4. The information is sectioned by Retailer.

Retailer: 1 for 1 Sports shop

Canyon Mule Exfreme Backpack 36
Cat Eye 105
Crante 14
Fainway 187
Inferno 7
Infinity 11
Legend 32
Idaximus 9
Opera Vision

Sun Shelter 15 &5
Sun Shelter 30 1,016
Trail Star 2
Trendi 105
1 for A fnastasbon - Summa

' Astro Pilot 22
' Blue Steel Max Putter &7
- CatEye 92

| Course Pro Golf and Tee Set
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5. Asalways, click the Save button and save your new report in My content.

Save as

BB My content

m m| Aggregated Revenue Product Line and Type

Destination: My content

GO Sales - Percentage of products returned
GO Sales - Prompt for Product Line
Report view of 1. ECC Transaction Report

Report view of Corporate website visits

END OF PROCEDURE.
You have successfully sectioned lists.

Copyright ©2021 University of Missouri Page 66 Division of IT, Cognos Training
Modified July 29, 2021 techwriters@umsystem.edu



Cognos Analytics Basics Training/Reference Guide

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).

Source  Data itemns

* u GO Sales (guery)

¥ [0 Inventory {query)

¥ | Product forecast (query)
¥ | Retumed items (query)
¥ = Sales (guery)

m line Year Retailer Revenue Gross profit

Ylimee  SWears  <Retailer- <Revenue: -

« [l Sales .
Ua ) =Product line= <=Year- = er= ue= =Gross profit=
uantity
& Unit cost =Product line>= <Year- =Retailer= <Revenue: <iGross profit=

Owverall - Summary <Summary(Revenue)> <Summary{Gross profit)>

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

2010 Depories La

40 P Denadme

4. Click the Filter button in the contextual toolbar to expand its options list, and then click the Create Custom Filter... option.

(< BT

F Inchude Mull

I Exclude b Deportes La

Create Custom Filter.. %= Deparl
" P Depart

Clear Valley

Inzert Filter Text

Galf Equipment

Page 68 Division of IT, Cognos Training
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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.

Training/Reference Guide

Filter condition - Product line

Specific values

Find

Golf Equipment

W_.!WWM—“—MLWM—"—W e
( ‘
Camping Equipment ~ Camping Equipment =
i Golf Equipment
£
? Mountaineering Equipment
E W
: I o T W R ., T R 1 —
F  DSelected
{ [ Can be changed in the viewer
A T ——
o =
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6. Now select the Year column heading, expand the Filter button, and click Create - Y- B D8
Custom Filter... :

r Include Mull
: Product line
 Camping Equipment Exchude
Filter condition - Year | . .
7. Since Year is numeric, we will - Camping Equipment
specify a range. Click

- Camping Equipment

Specific values  Compariso

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.

Filter condition - Year (]

Specific values  Comparison  Range

20

[0 Can be changed in the viewer
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9. Select the Revenue column heading and sort the column in descending order.

Product line
Camping Equipment
Camping Equipment
Camping Equipment
Camping Equipment
Camping Equipment
Camping Equipment
Ca

ing Equipment

53282 242 67
52 004,572 40
2013 P; : $325,365.58
2013 g Oher Sort Options $1,569,025.78
2013 gz CoitLayout Sorfing.. $960,035.66

5 12 AHS -

2013

Dimensions

%27 515.88

Training/Reference Guide

The report is sorted by Revenue in descending order, revealing that Extreme Outdoors generated the most camping equipment revenue in 2013.

Product line
Camping Equipment
Camping Equipment
Camping Equipment
Camping Equipment
Camping Equipment
Camping Equipmient
Camping Equipment
Camping Equipmient
Camping Equipment

C-amping Equipment

Year
2013
2013
2013
2013
2013
2013
2013
2013
2013
2013

Retailer
Extreme Outdoors
Chen Yu Enterprise Co.,
Second Wind Sports
Articulos de Campismo El Aquila, 5.4, de C.V.
Maranco de Bulnes
Arjan Ajtta
Edward's Department Store
Kanga Kampers
Grand choix
Beach Beds Pty Ltd.

Copyright ©2021 University of Missouri

Modified July 29, 2021

Revenue
$8,465,561.94
57,608,235 .66
$5,758,057 .73
55,728,880.77
$5,661,505.41
$5,631,535.96
$5,039,257.83
54,854, 103.51
$4,711,232.36
%4, 505,365.18
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10. Create a custom filter on the Retailer column.

| Productline | Year Revenue |

il LY L T A AR FeA D

kB D8 2 AB& - = B jwe
lude Mull Wind Sports 35, 7540,057.73
-de Campismo El Aquila, 5.4 de CV. 5572338077

Campir EBulnes 35,661,505.41
B Create Custom Filter...
Campir h‘ - £5,631,53596

Campir Department Store 35,039 25783
Campir Edit Filters... ampers 54,354,103 51
C.ampir 10ix 54711,232.36

Insert Filter Text

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.

;

Extrem!

Extreme Outdoors

Copyright ©2021 University of Missouri Page 72
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Filter condition - Retailer

Specific values
® Keep
O Exclu
Find Q,
1for 1 Sports =hop ~
4 Golf only

4 Your Eyes
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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.

Filter condition - Retailer (]

Specific values

@ Keepthese values
extre )

Extrem! Extreme Outdoors

@

Extreme Outdoors

0 Selected

[ Can be changed in the viewer
=

M Apply to individual values in the data source

Copyright ©2021 University of Missouri Page 73
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14. The first report that Marketing requested is complete.

Product line Year Retailer Revenue Gross profit
2013 Extreme Outdoors 55,465.561.94 53.263,3153.96
§8,465,561.94 $3,263,318.96

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

Camping Equipment
Owverall - Summany

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

17. The second report requested by —— .

Marketing should include product a M
. Save as X
types for Extreme Camping, and

only show product lines that |I'=I B My content °
generated over S5 million in

revenue. We will add the Product type column, BB @ aggregatedRevenue Product Line and Type ~
and edit the filters to create the second report. GO Sales - Prompt for Product Line

X X E Repaort view of 1. ECC Transaction Report
18. Select any column heading, click

the Filter button to expand its options, and

choose Edit Filters... 2 Report view of Customer lifetime value analysis
Destination: My content

[[2 Report view of Corporate website visits

(V% - & 08 12 AH

clude Null
Produt T | Revenue

CampingE  Fciude Nl idoors  55,465,561.94
Overall - £ Create Custom Filter... $8,465,561.94

@Dp Camping Equip Refaller] %)
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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.)

Source  Dataitems

» il Order method

~ §ii Products ~

§ Product line code

I! Product line

» ade peEessssssssssss——— - .

/‘I - — N :' Product line i Revenue

Product type :C . : ! ]

. e _ann:lng Equipment | 201,. Exireme Outdoors 58,465 561.94

1/ Product Mounta'neﬂ'hgaﬂ F"" 2013 Exireme Cutdoors  36,018,644.10

i
'
. i
I Base product number ‘ EFersonEl.m&isule_
1 Outdoor Protection
H

k Introduction date
I Discontinued date iOveralI-Surrnlary 4

} Product color code

013 Exireme Outdoors ~ 53,641,470.53
3017 Edreme Outdeors  $26,792.46
' $18,152,469.03

21. Select the Product line heading and click the Group button from the contextual toolbar.

Copyright ©2021 University of Missouri Page 75
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T Filters - Query1

Detail Filters  Summary Filters

le‘l"—D;l:Ct line] includes ['Camping Equipme

Dol between 2013 and 2013
T [Retallef ncioes rexmeme OdGors |

e

¥ = zf*a-@ 2

Camping Equipment
Camping Equipment

Camping Equipment

Cooking Gear

Division of IT, Cognos Training
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22. Select any report cell to display the contextual toolbar, expand the Filter icon, and click Edit Filters...

&u I F o OB

Inciude Sleeping Bags

23. In the Filters - Query dialog window, click the Summary Filters tab and then click the Add (+ icon) button.

Exclude Sleeping Bags gy
Include Null
Exclude Mull

Create Custom Filter...

Detail Filte

T Filters - Query1

Summary Filters

Copyright ©2021 University of Missouri
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24. In the Create filter dialog window that appears, select Revenue from the Custom based Create filter
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.

Filter condition - Revenue Q

Comparison  Range

The values being filtered are floating point numbers. Filtering on floating point numbers is known to
be imprecise. This may result in the value specified not being fitered as expected.

Operator: Value:

=
Dgh the viewer

O I'nfmu sz vanues (NULL)

b Apply to individual values in the data source
] Prompt for values when repart is run in viewer ‘» Cancel

Page 77 Division of IT, Cognos Training
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26. In the Filters - Query1 dialog window that reappears, click the Scope list button.

T Filters - Query1

Detail Filters  Summary Filters

T Revenue == 5000000 Usage
(@ Required
(1 Optional
() Disabled

Scope:

27. Put check marks beside Product line and Summary(Revenue) and then click the OK button.

T Filters - Query1 Q
Detail Fiters Sumimez Scnpe e

| Retailer pd

[ ] Revenue al

[ Gross profit d

Copyright ©2021 University of Missouri
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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.

Training/Reference Guide

T Filters - Query1 U<

Detall Fiters  Summary Filters

T Revenue >= 5000000 ¢ Usage
@ Required

() Optional
() Disabled

Scope:
Defined) QG |-

Copyright ©2021 University of Missouri
Modified July 29, 2021

Product line Product type Year Retailer Revenue Gross profit
Camping Equipment Tents 2013 Exireme Outdoors 52,517 18519  $521,193.93
Packs 2013 Exreme Outdoors  52,037,985.88  §829,912.62

Sleeping Bags 2013 Exireme Outdoors  §1,734,106.50  $723.28117

Cooking Gear 2013 Exireme Outdoors  51,406,200.40  $573,260.76

Lantemns 2013 Extreme Outdoors 720,083.97  §315,670.48

Mountaineering Equipment Tools 2013 Exireme OQutdoors  $2,171,189.41 5907 47973
Rope 2013 Exireme Outdoors 51,384 41639  $435.319.81

Cimbing Accessories 2013 Edreme Outdeors  $1,376,780.35  §705,515.85

2013 Exireme Outdoors  §1,086,257.95  $427.427.23

Overall - Summary 514,484,215.04 35,742,051.53

Page 79 Division of IT, Cognos Training
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30. As always, click the Save button and save your new report in My content.

Save as

BB My content

m m| Aggregated Revenue Product Line and Type

Destination: My content

GO Sales - Percentage of products returned
GO Sales - Prompt for Product Line
Report view of 1. ECC Transaction Report

Report view of Corporate website visits

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).

5 B ~ -"'* i > Mew repart *

Source  Dataitems

w* u GO Sales (query)

| [ %ﬁ‘[}

o]
¥ Inventory (guery)
b Product forecast (query) : Country “ear Order methed type Revenue
¥ Retumed items (query) =Country= <Year= =Order method type= =Revenue=
¥ (= Sales (query) =Couniry= =Year= =Order method fype= =Revenue=
[[]] ’ ﬁ ST <Couniry> <Year= <=0Order method fype> =Revenue=
Gl Margin Owverall - Summary < Summary{Revenue)=>

» il Branch
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2. Switch to Page preview to more easily view the changes we make to the report in the upcoming steps.

- Page design

f Page preview '\

3. Select any item in the list report to reveal the contextual toolbar, expand the Filter options and choose Edit Filters...

: Inclhude Mull
[ wethod type

Exclude Mull =it

Create Custoym Filter., 'ne

é’ﬁ\

b i o

sit

United States 2011 Mail

Copyright ©2021 University of Missouri
Modified July 29, 2021

SN v s 2 &
LY BB OG- 12 AHA

Revenue
513,404 47075
%44 960 491 53

$4,766,294.30

521882898
$79,529,412.44

54,346,724.58
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4. In the Detail Filters section of the Filters dialog window, click the Add (+ icon) button.

T Filters - Query1 [x]

Detail Filters !umma'y Filters

Usage

) Required

() Optional

(_) Disabled

Application

() Before auto aggregation

{_) After auto aggregation
4 |

Can be changed in the viewer

[ ox | [Ganem |

Sweden 2013 Web B17,522,011.56

5. Inthe Create filter dialog window, select combined and click OK.

 Create filter 0 -

) Custom based on data item Ipti

Copyright ©2021 University of Missouri Page 83 Division of IT, Cognos Training
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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.

Training/Reference Guide

Filter condition - Order method type

Specific values

Find O

Fax

Mail

PN T

0 Selected

[ Can be changed in the viewer

[ Inclede missing values (NULL)

[ Apply to individual values in the data source
[ Prompt for values when report is run in viewer

Copyright ©2021 University of Missouri
Modified July 29, 2021

® Keep these values
O Exclude these values

o =

Page 84

| Canarla NN Snerial 24 TRR

T Filters - Query1

peta Combined filter

B e PSP oo
Create filter
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8. In the Combined filter dialog window, click the Add button (+ icon) to add another condition.

T Filters - Query1

Dets Combined filter

Order method type] ncludes ('E-mai

AND OR MNOT

9. Inthe Create filter dialog window, select Country from the list, and click OK.

T Filters - Query1

Deta Combined filter

JOrder method type] ncludeLaaiald

4 # W o oor uc

Copyright ©2021 University of Missouri
Modified July 29, 2021

Cancel
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10. In the Filter condition - Country dialog window, add Canada and click OK.

Filter condition - Country (%]

Specific values

L Keep these values
O Exclude these values

Find O,
. > s
Canada
China LY

0 Selected

[ Can be changed in the viewer

[ Include missing values (MULL)

M Apply to individual values in the data source
[ Prompt for values when report is run in viewer

Copyright ©2021 University of Missouri Page 86 Division of IT, Cognos Training
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11. Observe that the AND operator separates the two filter conditions. Click the Add button (+ icon) again.

T Filters - Queryl

Deta Combined filter ‘ o

[Order mathod type] ncludes {E-mai’] AND [[Eaii L I e =y

AND OR NOT

12. In the Create filter dialog window, expand the list and select Order method type and then click OK.

§ Combined filter

[Order method type] ncludes FE-mait ann TR T ey

Create filter (%]

Copyright ©2021 University of Missouri Page 87 Division of IT, Cognos Training
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13. In the Filter condition - Order method type dialog window, add Web as a condition and click OK.

Filter condition - Order method type
Specific values
] Keep these values

O Exclude these values

Find O,
]
Special

Telephone

0 Selected

[ Can be changed in the viewer

[ Include missing values (MULL)

kA Apply to individual values in the data source
[ Prompt for values when report is run in viewer

Copyright ©2021 University of Missouri Page 88
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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.

T Filters - Query1

Deta Combined filter (%]

[Order method type] includes 'E-mai’) AND [Country] inchudes [
[Corder method type] ncudes ('Web')

Copyright ©2021 University of Missouri Page 89 Division of IT, Cognos Training
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15. Click the Add button to add the final condition.

T Filters - Query1

pDeta Combined filter (%]

16. Choose Country and click OK.

nciudes 'Eomaill AN Ernmend incl dac fPanad=l O

Create filter (%]

Copyright ©2021 University of Missouri Page 90 Division of IT, Cognos Training
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17. In the Filter condition - Country dialog window, add Mexico as a condition and click OK.

Filter condition - Country (%]

Specific values

] Keep these values
O Exclude these values

Find O,
T
A| Mexico =
Korea
hexico
Metherlands g
0 Selected

[0 Can be changed in the viewer

[ Include missing values (MULL)

b Apply to individual values in the data source
(] Prompt for values when report is run in viewer

Copyright ©2021 University of Missouri Page 91 Division of IT, Cognos Training
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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.

Combined filter

19. Use Ctrl + click to select the first two filter conditions, E-mail and Canada, and click the AND button.

T Filters - Query1

Deta Combined filter

iorder method type] includes ('E-mail it o N [country] includes. (*Canada s 2]
[Order method type] includes ("Web')) AND [Country] includes | Mexico')

Copyright ©2021 University of Missouri Page 92 Division of IT, Cognos Training
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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.

T Filters - Query1

Deta Combined filter

—_—

[{{Order method type] indludes (E-mail’) AND [Country] includes (‘Canada’)) OR
{[Order method type] indludes (Web’) AND [Country] includes ('Mexico'])

21. Click OK to close the Combined filter dialog window.

Combined filter (%]

{[Crder method type] indudes (E-mail’) AND [Country] includes (- Canada’}) OR
{[order method type] includes (Web?) AND [Country] nchudss {'Mexico'])

g F XK oo on woT

Copyright ©2021 University of Missouri
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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.

Ouunhy| vear|umme1hndtype| Revenue |

Canada 2010 E-mail $20,309,137.51
2011 E-mail $9,403,369.06
2012 E-mail $6,480,580.74
2013 E-mail $4,403,161.66

Mexico 2010 Web $4,251,399.15
2011 Web $13,886,304.99
2012 Web $43,724,327.72
2013 Web $32,341,116.79

Overall - Summary $134,800,406.62

Copyright ©2021 University of Missouri
Modified July 29, 2021
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T Filters - Query1 e

Detail Filters  Summary Filters

T (([Order method type] includes ('E-mail’)) AND ([Country] L. Usage
@) Required
) Optional
) Disabi
Application
() Before auto aggregation
(@) After auto aggregation

* X 7 O
Can be changed in the viewer
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24. As always, click the Save button and save your new report in My content.

Save as

BB My content

m m| Aggregated Revenue Product Line and Type

Destination: My content

GO Sales - Percentage of products returned
GO Sales - Prompt for Product Line
Report view of 1. ECC Transaction Report

Report view of Corporate website visits

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 areport 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).
Double-chick to edit text

O N

Source  Dataitemns

* | GO Sales (guery)

v M|

b Inventory (guery)
k Product forecast (query)

J Retumed items (query)
¥ = 3ales (guery)

[

i Sales
B Margin

[ |
|
|
-

I Branch

Order

Order method
Products

w
-
—

w
-
—
—1

" Productline  Producttype  Product  Introduction date  Product description
<Product line= =Product type= <Product= <Infreduction date= =Product description=
<Product line= =Product type= <=Product> =Infreduction date> =Product description=
<Product line= =Product type= <Product= <Infreduction date> =Product description=

w
-
—
—1

b Product line code
I Product line
& Product type code



2. Expand the Page views options and click Page preview.

/W\

N

3. Create a custom filter on the Product line column heading.

Mew rep

Source  Dataitemns 1" Product line uct Prg
= ' -
Efn“‘\. - l'\-l___.'_._ LI S—
* (1 GO Sales (guery) N Y- M- Y- B D&
} + (9 Inventory (query) Mclude Ml Jalar |
¥ [0 Product forecast (query)
= E:":.C Ll'l':" fula gll

¥ | Retumed items (query)

(Q\Jmar €
¥ = Sales (guery) reate Custom Filter..

j—| — ;
i » i Sales w.ﬂﬂ
B Margin - Zdge
* il Branch nzert Filter Text

k. Ban (Cierar, fo i — B or® =B
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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.

Filter condition - Product line

Specific values
® Keep these values
O Exclude these values
Find
Camping Equipment N
Golf Equipment

Mountaineering Equipment

P T N T il i Y S L TR I T T TR Y SN

W
[] Can be changed in the viewer
[ Inciude missing values {NLILL]
gﬂnnl JTUR T -;_.-..-unr.n,:- Q
"ﬁar_ﬂrnpt for values when report is run in viewer OK CE”CEI-;
%_ %’M‘MNW

5. Expand the Run options list and select Run HTML.

’@ Run HTML ™%
Source  Data iter \._____,..f/
= Run PDF @

¥ GO Sales jqu
g

Ll
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6. The report opens in a new tab, and prompts for a Product line value.

=5 New report * i Eé Mew report [ T

Prompt

Provide values for the report you are about fo run.

Product line
*

O

Camping Equipment A
Golf Equipment
Mountaineering Equipmeni

Qutdoor Protection

© B O

Personal Accessories
€ >

Select all Deselect all

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.

rf OK \I: Cancel
S
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8. Asalways, click the Save button and save your new report in My content.

END OF PROCEDURE.

Save as

BB My content

Destination: My content

Aggregated Revenue Product Line and Type

GO Sales - Percentage of products returned

GO Sales - Prompt for Product Line

Report view of 1. ECC Transaction Report

Report view of Corporate website visits

B i N I T e T I

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 ltems data item).

0 | Double-chick to edit text
Source  Dataitemns
* u GO Sales (query) o
? 4 Inventory (guery)
* [0 Product forecast (quer " Productline  Product Quanfity shipped Return quantity
= ™ = Retumed items (query, =Product line=  =Product= =Cwantity shipped:= =Retum quanfity=
— ~ i Retumed items =Product ling= =Product= =CQuantity shipped= =Retum quantity=
1T | Retumn quantity N i i X
=Product line= <Product= <Quantity shipped= <Return gquantity=
» Returmns follow
— Owverall - Summary < Summarny(Quantity shipped)> <Summary(Return quantity)=

F o Assigned staff

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

S

------- Page design

. E:[‘h,] =

Page structure



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.

Product line Product 1 Cuantity shipped || Return quantity ™
L p

Camping Equipment Canyon Mule Carryall Ty
|~ t =
Camping Eqguipment Canyon Mule Climber Backpack E ac B A i v o=
Camning Eouiopesrt | Carven Mujs Cooler a40/02 q 716
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.

Mew report * @ == e

Drouble-click to edit text

ct ] Quantity shipped || Retum quantity

al ppe— P
a1 Backpack E E:= N I: H i ’

r H""—'—'ﬁl.larr. ity shipped + Return quandtity
ne Backpack

Cuantity shipped - Return guantity
=y Backpack

Cuantity shipped * Return quantity
snder Backpack

Cuantity shipped / Retum quantity
% (CQuantity shipped, Return quantity)

i

S Difference (Cuantity shipped, Retum guantity)

\%——A}/ o

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.

Insert custom calculation (]
Operation: ‘

% (percentage) v

Calculation

2 9 (Quantity shipped, Retum quantity)
® % [Return quantity, Quanfity shipped)

Mew data item name

) Use the default name
% (Retum quantity, Quantity shipped)

@ Use the custom name ’
|F'ermntagereh.lrﬁd

e e i A e T ity et A B e g o ey,

=

|

e VB e i T i T S L e
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6. The calculated column Percentage returned is added to the report.

MNew report*

n Mule Carryall

n Mule Climber Eackpack
a1 Mule Cooler

n Mule Extreme Gackpack

in Mule Journey Backpack

el BT S - . S

Quantity shipped  Returm quantit:

470817
39319
940302
142697
259485

T

38 8
5.13
9116
1902
22110
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7. Asalways, click the Save button and save your new report in My content.

END OF PROCEDURE.

Save as

BB My content

Destination: My content

Aggregated Revenue Product Line and Type

GO Sales - Percentage of products returned

GO Sales - Prompt for Product Line

Report view of 1. ECC Transaction Report

Report view of Corporate website visits

B i N I T e T I

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).

MNew report *

>

Source  Dataitems

- GO Sales (guery)

Yy [

- -~
¥ Invent LiEny) T
- ory \a W'_ © Year Order method type Revenue

¥ ¥ Product forecast (query)
= . ) <Year> =Order method type= =Revenue=
= ¥ ¥ Retumed items (query)

~ % Sales query) <fear> -=0rder method type= =Revenue=
= p—
m ~ i Sales <Year> =0rder method type= =Revenue=

b Quantity Overall - Summary <Summary({Revenue)>

_ LB | ot st
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2. Switch to Page preview to more easily view the changes we make to the report in the upcoming steps.

- Page design

" Page preview ,

3. Select the Year column heading and sort in ascending order.

Data itermns

1A
— [ Year '
E 2010 ’lzI Ascending N
}
=

Source

* ¥ GO Sales (que
- fquery] A 2010\‘1*55:515@"]"\(

¥ ¥ Inventory (query) 2011

¥ ¥ Product forecast query) 2, Don't sort
; 2012 701
¥ ¥ Returned items (query) .
Oiher Sort Oplions
* i Sales (query) 2011 2
Edit Layout Sorting...

* i Sales 2011
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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.

Edit Data ltemn Label...
Insert

Select

Apply table style..

Columns fitle style

Columnz body siyle
Headers & footers
Build prompt page
Show Text...
Show Empty Cell

Pivot List to Crosstab

Copyright ©2021 University of Missouri
Modified July 29, 2021
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V- A L B OB /- ABL- =0 e 0‘
" Year 0rdﬂrmﬂtt‘m|tjlm| Revenueg |

2010 Telephone $178.793,530.36

2010 Mail $22 T66,850.51
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6. Because Year is selected when you choose ‘Pivot List to

= )
Re  Summary |
Crosstab’ the values of Year become the columns. venue | 2010 2011 2012 2013
) i Telephone  178793580.36  $107,160,284.09 237,199,342 80 $17,332,073.81  $340,985,781.06
Because Revenue is a measure it becomes the content
fth cab cells. [fvou h h Sales visit  $10107272110 579721524 37 $73.918,652 38 $55,431,936.15  $310,194,834.00
of the crosstab cells. If you have more than one
: Y I " o Fax $28,639,47214  $19,896,187.76 513,445 559.93 58,092,322.18  $70,073,542.01
-meaSLIJre, they appear as C'O umns. The remaining data E-mail 905,402, 796.21 244 318,886.43 223 701,042 57 $16,420,318.95  $179,843,044.16
item, ‘Order method type’ become the rows. If you Mail 522 766,850.51 516,013,779.49 56,905,730.44 5404,975.53 $46,091,338.97
have multiple unselected columns, that are not Special 51390591875  $10,769,180.34 $1,006,100.01 31,670,121.15  $27,351,320.25
measures, they appear as rows and nested rows. The Web 247377146465 588131574768 S133071417277 51,017,43452330 $3,712,235,908.40

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

$914,352,803.72

$1,159,195,590.16  $1,495,591,100.90  $1,117,336,274.07  $4,686,775,768.85

rows.
Save as 3
7. As always, click the Save button and save your new report in My content. h
Il B Mycontent
w—

m ] Aggregated Revenue Product Line and Type

GO Sales - Percentage of products returned

GO Sales - Prompt for Product Line

&

Report view of 1. ECC Transaction Report

2 Report view of Corporate website visits

END OF PROCEDURE.

Destination: My content
You have successfully created a crosstab report.

Copyright ©2021 University of Missouri
Modified July 29, 2021

Page 109 Division of IT, Cognos Training

techwriters@umsystem.edu



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).

" = ~ 7 O ) Mew report*

Source  Dataitems

| 0y @D

4 v v e gt
b Sales {guery) ~ ? p— B S
— < Hg ﬂ ) ulm [
.= Gaea AH
I/ Quantity " Sales region =~ Country | Year Revenue
" .
i Unit cost =5ales region> =Country= <Year= <Revenue>
" N
& Unit price =5ales region> <Couniry= <Year= <Revenue=
(] i Unit sale price .
- =Sales region= =Country= <Year= <Revenue:>
I Overall - § s Reven
rall - Summa <Summa ue|
i Product cost - v P

el e e e B e R e e R e R



Cognos Analytics Basics Training/Reference Guide

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.

Mew report *

| Sales region Cou Year Revenue Edit Data ltem Lakbel...
Y-S LB 08 A AR '
5 Amernicas United States 2013 $126,305,726.63 Select b
i Amenicas Mexico 2013 $32,341,116.79 Apply table style..
Morthern Eu Swed 2011 770,212.11
= Europe =n 522,710, = Columns title style
j Morthern Europe  Sweden 2010 $17.780, 03481 —
Central Europe  France 2011 545,745704.79 Columns body style
Central Europe  Switzerland 2010 $295,528,033.90 Headers & footers b
| | southem Eurcpe Austria 2010 $13,866,004.52 Build prompt page
Americas Mexico 2011 §35,589,920.02
Show Text...
3 Asia Pacific Korea 2012 54899364520
¢ Asia Pacific Australia 2013 §29,323,674.25 Show Empty Cel
! Morthem Europe Metherlands 2013 $33,459,084.00 //"__vrmugn-m_\"\
j Morthern Europe  Finland 2010 527206811841 Pivot List to Crﬂﬁtﬂh
“L |- Pagedown - Bottom .
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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.

2011 2012 2013 2010

$22,580,246.05 $28939,86892 52144789923  $17,566,891.21

$131,677,071.69 5164,986,189.21 512630572663 311083497432  $533,803,961.2

$35589,92002 §50,770,34D.19  S$3234111679 5$22359707.90  $141,061,554

~anada $49.366,410.09  $67,341,09459 S$53511,041.09 $41468882.87  $211,687,428.6

$239,213,647.85 $312,037,992.91 $233,605,783.74 $192,230,456.30  $977,087,880
Morthem  Sweden $22770212.11  §28,629,690.81 S$23,089,90572  $17,780,084.31 $92,269,8
BUrOPE ethedands 53195964039 S42550,83635 53345908400 52524394419

146.05
171.69

120002
Ho.os
M7.85

Morthe Edit Layout Sorting... 21211

Europs

Metherands | 331,955,640 39

Copyright ©2021 University of Missouri
Modified July 29, 2021

$28,939,368.92
$164,986,189.21

$50,770.340.19
$67,341,094.59
$312,037,992.91
$28,629,690.81
$42 550,836.35

521,447 59923
$126,305,726.63

532341,116.79
£53,511,041.09
$233,605,783.74
523,089,905.72
£33,459,084.00

- O plale

17,
F110.4
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Training/Reference Guide

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.

il Sales staff

I sales region
¢ Country code
Il Citilp *

k¢ Branch code

k Sales region code

I Country -

MNew report *

Austia ||| 419,343 686.43
Spain § 782217846
\ * 41 113.988.15
78,279,853.08
$22,770,212.11
Netherlands 531,959 640 39
Finland §35.485.794.15
Summary $90,215,646.65

{2

2012 2013

$28345.0967.66 52195176643
$41467.572.14  531,586,471.26
$45622,153.53  §33,788,364.66
$115,438,693.33  $87,357,102.35
$25,629690.31  $23,089,90572
$42 55083635  533,450,084.00
$45967,540.48  §357396,200.54
$117,148,067.64  $91,945,289.26

2 S43 908 OAR 57

7. The City column is now nested within the Country column.

Revenue 2010 2011 2012
Southem  Italy §2222785692 531,113988.15  $45,622,153.53
Europe | stria 513,366,004.52 $19,343,686.45 528,345 967.66
Spain $20230,164.18  527,822175.46  541,.467,572.14
Sunmary'f \ $56,324,025.62  $78,279.853.09 $115,438,693.33
Netherian & Amterdam} §25,243944.19  $531,950,64039  $42,550,336.35
Sweden Kista $17,730,084.81 S$22.77021211  $28629,690.81
Finland Kuopio $27.20611841 53548579415  $45067,540.45
Summary | S70,230,14741  $90,215546.65 $117,145,067.64
Switzerlan  Ziirich f $15522,736.97 52538893234
| Genéve  5295520,03350 536526701050 $456,726,018.48
United | 32070006613 52992064016  $36,573,360.12
§18,554578.76 517,585523.41  $20,535.762.12

Copyright ©2021 University of Missouri
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Cognos Analytics Basics
8. As always, click the Save button and save your new report in My content.

Save as

BB My content

m m| Aggregated Revenue Product Line and Type

Destination: My content

GO Sales - Percentage of products returned
GO Sales - Prompt for Product Line
Report view of 1. ECC Transaction Report

Report view of Corporate website visits

END OF PROCEDURE.
You have successfully created a nesting crosstab report.

Copyright ©2021 University of Missouri Page 114
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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).

Mew report *

Source  Data items

- GO Sales (query)

T s
P ¥ Inwentory (Query)
# ¥ Product forecast (query)
¥ ¥ Retumed items (query)
* i BSales (query) -
v i Sales Sales region Product line: Unit price Unit zale price
i Quantity =Sales region= <Product line= =Unit price= <Unit zale price=
i Unit cost =<3ales region= =Product line= =Unit price= =Unit sale price=
i Unit price =%ales region= <Product line= =<LInit price> =Init gale price=
i Unit sale price Overall - Summary <Summary{Unit pricej> <Summary{Unit zale pricej>
B

RO p — — " " p r



Cognos

2. Select the Unit price and Unit sale price headings (Ctrl + click), and click the Insert Calculation button to expand its options.

Analytics Basics

" Sales region Product line

=Sales region> <Product line>

=Sales region> <Product line> <Unit price> <Unit sale price>

=Sales region> <Product linex <Unit price> <Unit sale price>

Overall - Summary <Summary(Unit price)> <Summary(Unit sale price)=

Training/Reference Guide

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.)

" Sales region Product line

=Sales region> <Product line>
=S3ales region= <Product line>

=3ales region> <Product line> Unit price / Unit sale price

Overall - Summary =Sumr

Copyright ©2021 University of Missouri Page 116
Modified July 29, 2021
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4. The calculated column is added to the report. Next we will delete some unnecessary columns.

L
ct line Unit price Unit sale price | nit price - Unit sale price
ct =Unit price> <Unit sale price> 1 ale |

<Unit price> <Unit sale price> <Unit price - Unit sale price>

<Unit price> <Unit sale price> <Unit price - Unit sale price>

<Summary({Unit price - Unit sale

<Summary(Unit i
price)> |

price)>

<Summary(Unit sale
price)=

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.

Headers & footers »

sale price |
8 pricy Build prompt page  ypjt sale price>

of Cut

=Unit price> =Unit sale prici

Unit sale price=

<Unit price> =Unit sale pr Unit sale price=

=Summary({Unit price) <Summary({Unit sa iL g:ifa v Jrice - Unit sale

Copyright ©2021 University of Missouri Page 117 Division of IT, Cognos Training
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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.

MWMW—HMWWW‘-——\nWMW
ii Sales region = Product line Unit price - Unit sale § Pivot List to Crosstab

=Sales region> <Product line> <Unit price - Uni Go to query

= B IZIEF | o ou

BRI UL o

<Summary(Unit price - Unit Copy
E| Paste

Copyright ©2021 University of Missouri Page 118 Division of IT, Cognos Training
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Product line

Unit price - Unit sale price

Edit Data ltem Label...

Training/Reference Guide
8. Select the Sales region column heading, expand the More (ellipses) button in the contextual toolbar, and select Pivot List to Crosstab.

Y-S -8 08 - ABL- 12 '
Central Europe  Mountaineering Equipment $5.09 Select ¥
Southern Europe  Personal Accessories 5401 Apply table style..
Morthemn Europe  Personal Accessornies 5427 = Columns fitle style
Morthem Eurcpe  Golf Equipment 53472 —

j Southem Europe  Outdoor Protection $0.50 Calumns body style
Americas Personal Accessones 5435 Headers & footers ¥

{ Asia Pacific Cutdoor Protection 30.55 Build prompt page
Asia Pacific Camping Equipment $9.34

j Morthern Eurcpe omrpr:mgn 5053 Shaw Text-
Morthem Eurcpe  Mountaineering Equipment $5.15 Show Empty Cell

; Southemn Europe Camping Equipment $9.12

? Southern Eurcpe  Goelf Equipment 53366
Americas Camping Equipment §9.22

9. The report displays the unit sales amount (unit price - unit sales price) by product line and region.

“Unit price - Unit sale price Americas Asia Pacific Morthern Europe Central Europe Southern Europe
Personal Accessories $4.35 £4.61 5427 50.21 $4.01
Camping Equipment 5922 $9.34 $9.38 5922 $9.12
Qutdoor Protection 5049 $0.55 50.53 50.54 50.50
Golf Equipment $33.66 $34.06 53472 53346 533.66
Mountaineering Equipment $5.12 517 5515 55.09 $5.13

Copyright ©2021 University of Missouri
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Cognos Analytics Basics Training/Reference Guide
10. As always, click the Save button and save your new report in My content.

Save as

@ B My content

Aggregated Revenue Product Line and Type

GO Sales - Percentage of products returned

m|

M|

[ GO sales - Prompt for Product Line

2 Report view of 1. ECC Transaction Report
i2

Heport view of Corporate website visits

Destination: 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).

* ¥ GO Sales foueryi

i e
L= Tnventory (queryl
gl =
» T Irventory
» i Branch e e 2 - AH R R R R
» i Products - : : -
> 5 Time Product line Quantity shipped Year
I Year =Product ling= =(luantity shipped= <Year=
b Quarter key =Product line= «Quantity shipped= <Year=
I Quarter jnumeric) =Product line:= =0uantity shipped= <Year=
Il Quarter Overall - Summary <Summary(Quantity shipped)>

I Quarter (caption)

2. Switch to Page preview to more easily view the changes we make to the report in the upcoming steps.

.@ E N & = e

My
= Pagedesign %0 memesssssssssssssssass

—

Y Page preview
£

Yo _ﬂ_’__.-

H‘"-\_
Page strucumrs



3. Sort the Year column in ascending order.

Mew report *  w B T eee f:‘- = 9

I Double-clin's St texd

Product line Casantity shigliRl] Ve |
/,-lq.‘\:h-l--i:-_ I'F.lﬁf\a\““;-:;/
Y Sl- Do OB AHL = B - (e |53
R, e—— 2636032 2011

* 2] Ascendigg =, TER5862 2010
R‘b"——-—.—%—u”/ 8872573 2011

G 1092742 2010
c @ Dontsor 5839663 2010
O Other Sort Oplions 1610254 2012
o Edit Layout Sorfing... 693456 2013

4. Select the Product line column heading, click to expand the Section/Unsection options and choose the Section / unsection link.

New report * @B == ees a [ ) Q

— -

I Double-click to edit text

¥ 5 - B e AH LS
Lo Mountaineenng Equipmen’ J'ﬂ Section / unsection”, ™
Personal Accessories \‘Smﬁsf’e%;mn

C-amping Equipment

(]
(=

3 Set page break
Gaolf Equipment

Camping Eguipment Set page break using master/detail

—~ - - Sy s
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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.

8- O |- ABL - = - B 8l 55
{ - - - - H
'l"fnrurnnchaﬁ"
= Year L E e
2040 E Bar chaM
201 F= Line chart
2012 i Areachart
2013
Camping Equipment - Summary
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6. Charts are displayed for each Product line.

[ Cuantity shipp=d

Quantity shipped

B
gy

i 1

F i

............................................................ 7

[l Quantity shipped: 3

i 3

10000000 ?

| i
i - - e, 1, ekl i, N b e T
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7. Asalways, click the Save button and save your new report in My content.

Save as

@ B My content

Aggregated Revenue Product Line and Type

GO Sales - Percentage of products returned

GO Sales - Prompt for Product Line

Report view of 1. ECC Transaction Report

Heport view of Corporate website visits

Destination: My content

Save as: |Product line

f
Mwmwwuwwmvwgq

END OF PROCEDURE.
You have successfully created a chart report.

I Ty i T s it o WPV T DT

a
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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).

Mew report ®  w &>

Source  Data itemns

L]

GO Sales (query)
¥ Inventory (query)
b Product forecast (querny)

I
>

¥ Returmed items (query)
i Sales (query)
i Sales

|y m|o

i v " Product line Year Crder method type Revenue
" .
i Quantity <Product linex= <Year- <=Order method types =Revenue:=
L .
;“ Unit cost <Product line= <Year= =0rder method type= <Revenue=
) Unit price .
- ) P _ <Preduct line= <Year= <=Order method type= =Revenue=
i Unit =ale price
Y Revenue Owerall - Summary < Summary{Revenue)>



Cognos Analytics Basics

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.

MNew report *

Double-click to edit text

_____________________ — —— Edit Query Expression...
- Product line u |Yem| ?'er method type Revenue Edit Data ltem Label...
Persong® *------=-- . - - mnn AR Fas e
= [ L — Inzert ]
{owe ¥- - E- B OB 12 ABL- =
jF’ersunal Accessories 2010 Web $284 622 526 .47 Select b
Camping Equipment 2010 Fax 59,634, 76339 Apply table style...
Campi i t 2011 Tel 47 562 25631
g ping Equipmen clephone $47.582, = Columns titke style
[ Perzonal Accessories 2011 Mail 31,719, 74582 _
;antainmring Equipment 2011 Web 365,855,439 46 Columins body style
Ouidoor Protection 2011 Web 316,479 270.50 Headers & footers 3
é Golf Equipment 2012 Web $203,385,896 .61 Build prompt page
Personal Accessories 2012 Telephone 5,979 547 46
Show Text...
Mountaineering Equipment 2012 Sales visit $14,798,621.63
Golf Equipment 2013 Sales visit 53,912,340.24 Show Empty Cell
%Pemunal Accessories 2013 Fax F586,679.75 Drill-FhapemiaGadnitions...
| Camping Equipment 2012 Special 3332095 44 Pivot List fo Crosstab

Outdoor Protection 2013 Fax 522,614,564
i $318,175.50

b o ey

Special
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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. Mew report*

Training/Reference Guide

5. Select a Year in the Categories axis, click the Sort button to expand its options, and
click Descending.

C O B 5 @7 - ABL- B =

$30,467,596.88  S47,562.256.31 1771545140 8149
it | 562,069,990.37 54335287407  337,660,178.39

912463473  $21291,00531 51061230402 54871 [ Line chart
P S———— 2552051992 527048341585 $42635367575 S92 o L
$600,000,000.00 - $10,01562115  SBE46759.096 5248276626 Shomuie  werp
$9.63476339 5622827427 5522645157 5196490925  $230
F500,.0:00,000.00 —
$400,000,000.00
:
§ $300,000,000.00 -
G200, 000, 000,00
5100.000,000.00 4
50,00 -
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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. $500,000,000 00 -

Training/Reference Guide

$600,000,000.00

Save as

B My content

B8 [ Aggregated Revenue Product Line and Type
[ GO sales - Percentage of products returned
[ o sales - Prompt for Product Line
= Report view of 1. ECC Transaction Report

2 Report view of Corporate website visits

Destination: My content

2400 000, 000,00 -

D000

2000 -

0000 -

0,00

n - n [l
T T
= gpaaelp > cnngaPp =
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END OF PROCEDURE.
You have successfully sorted a chart.

END OF TRAINING AND REFERENCE GUIDE.
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