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Creating a Report View

And Setting Prompts

Report content, created by report authors and stored in available folders, may be saved as report views in your own My
content or departmental folders. This allows you to save your favorite reports in a location that is easily accessible.

NOTE: The steps below would be used to create a Report View for scheduled reports or general use of the report to

save selected prompts.

e Report views are a combination of a shortcut and a dynamic copy of the original report.
e |f the source report is moved to another location, the report view link is not broken.
e If the source report is deleted, the report view link to the source report is removed and the report view will have to

be re-created.

1. Navigate to the folder that contains the report.

N

3. Select the Create report view option.

Right-click on the report name.

) Runas

¢ Editreport

G'_'E' Create report view )

1] View versions

4. Notice the report name has been changed to include Report view
of in front of the title. Cognos defaults the original name of the report and adds Report view of at the
beginning. Navigate to the location you would like to save your Report View and then select Save.

Save as

I B Mycontent

B [ Reportview of Standard Content Metadata

Destination: My content

Save as

Report view of Standard Content Metadata

X

©

\
NOTE: Users will only be able to save the
report in their My content folder or
departmental folder in Team content. In
this example we saved it to My content.

J

Save
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5. Navigate to the folder where you saved your Report View. The Report View will alphabetize within the list. Notice

the report icon has changed.

Report view of Standard Content Metadata
/52017 1:00 AM

Right-click on the report name, or hover and click the ellipses.
Click Properties then hover to the right of the report name.
Click the Edit Pencil that appears.

Click inside the Report name block and remove

Report View of from the title. (NOTE: This step is optional.
Users may wish to keep the reference in the title).

L XN

Setting Prompts on the Report View

2l | Report View of Stan ... Metadaﬂ l

/2017 4:55 P
Liamer .

) b it Modiied: 2012017 4:56 PM
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Aeport View

1. Using the new Report View Copy just created, Right-click on the report name and select Properties from the list of

options.

Standard Content Metadata
9/5/2017 11:00 AM

=

) Runas

Subscriptions

8/31/2017 2:02 PM [1:] View versions

‘ == Properties b

2. Select Report on the menu.

3. Use the drop down arrow next to Report options to change the format to HTML.

General | Report | Schedule Permissions
Report options ~
Formats HTML v

4. Make sure the Prompt for values box is checked.
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5. Under Current values, select Set values or whatever text is displayed.

Prompt values

Prompt for values

Current values Set values >

6. When the pane changes, select Set or Edit, whichever is shown.

Select Clear if you want to change previously selected values.

< Back Current values Set l| Clear

7. When the prompt page opens, select the values for the prompts:

Subject Area (Optional)

Admissions
Endowment

Select all Deselect all

Title (Optional)

(

5 Year Revenue and Expenditure Trend

5 Year Revenue and Projection - Gift & Student Aid Funds A
AP Scores Report

Academic Performance - Term End

Account Balance Listing + 3 Year MTD Comparison of Balances

Account Balance Listing + 3month

Account Balance Listing + 5 Year-End Balance

Account Balance Listing 2017

Account Balance Listing 2017 Scheduled Version
Account Summal L
Account Summary Scheduled Version

8. Click

The prompt values selected will l < Back Current values Set | Clear
appear on the right side. Prompt

names appear on the left.

9. Click

to the Report View Options
pane.

the Submit button on the top or bottom of the prompt page.

NOTE: If the prompt page doesn’t open,
please refer to the Workaround for
Editing Existing Prompt Values QRC
located on the Cognos Resources page
in the Cognos Reference Documents for
all Users section.

\
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pSubjArea

Back option to return pContentName

FI

Account Summary
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Current selections are counted and displayed.

Current values

3 prompt values 2

10. Close the report.
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