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Introduction

Cognos offers areport scheduling feature to run reports at recurring dates and times based on your business needs. The
output can be savedto the Cognos servers and/or emailed to user’s Purdue email accounts. Users have the option of
disabling the schedule and re-enabling it without removing the report from the scheduled objects.

Along with this training, please be aware of the Cognos Scheduler Policies and Procedures and the Cognos Scheduler
Best Practices Guide. Content for the documents is covered in this training and included at the end of this document.
Quick Reference Cards (QRC’s) for both documents can be found on the Resources page in Cognos under the Cognos

General Reporting Links section.

Scheduler Use Warnings for All Users

e Users must have a Cognos license to create Schedules & Subscriptions on the scheduler.

e Users must renew credentials in Cognos after changing their university password.

e Usersecurity may affect where scheduling can be used/saved.

e Users must maintain prompt values for schedule output to render the proper outcomes.

e Reports will fail if Cognos or its data sources are unavailable at the time a report is scheduled to run.

Scheduled Report Location

There are different ways to schedule report output based on the user’s business needs and the user’s write access to
folders. All users have write access to My content. Scheduling reports in My Content is more for personal report use
and can only be changed or maintained by the user. (Scheduling reportsin My contentis covered starting on page 11).

Users may be given write access totheir departmentalfolders. This allows scheduled reports to be saved and used by
othersin the department. Scheduled reports can then be maintained by anyone in the department with write access.
This is very helpful with staff turnover as scheduled reports can be reassignedtoa new or different user.

This training manual assumes users have completed COG 101 Cognos Analytics Navigation
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Create a New Folder and Report View

NOTE: Users will need to create a Report View of the report they wish to schedule. DO NOT
SCHEDULE THE ORIGINAL REPORT!

1. Loginto https://reportingqga.itap.purdue.edu.

e NOTE: We will be working in the above test environment for this training. Outside ofthis training,
the general use URL (PROD) for Cognos is https://reporting.itap.purdue.edu

2. Click on the My content tab.
3. Create a new folder by clicking on the New Folder () icon in the My content panel.

| My content + Y N

0 My Scheduled Reports
11/25/2020 2:00 PM

4. Nameit My Scheduled Reports. Click Enter.
5. Addadescription in the Description blockif you prefer. Click on the ellipsis to the right of the folder name

and choose Properties.
6. The Properties pane for the folder will open and on the Generaltab under Description, enter the

description you want.

My content + Y 1l [[J My Scheduled Reports
»

My Scheduled Job

] 11/25/2020 2:02 PM Created: 11/25/2020, 2:00 PM
e o Owner

Modified: 11/25/2020, 2:00 PM

oy My Scheduled Reports / BICCTestACC.3 | 1o roder
11/25/2020 2:00 PM

‘:E’ Team content General Permissions

® Recent

¥ Description &
% (48

My scheduled reports for Admissions.
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7. Click anywherein the Content Pane toclose the Properties pane.

8. Navigate tothe Customer Lifetime Value Analysis report by clicking on Team content >Samples >
Reports > Standard Reports. Click the ellipsis to the right of the Customer lifetime value analysis report
to make areporting view. Select Create report view.

[ Runas

im Create report view
[0 View versions

%y Create answ job
=0 Share

'™ Copy

& Create shortcut

== Properties

9. Select My contentandthen Save.

Save as ®

iy

4 My content
[EI O My Scheduled Job

O My Scheduled Reports

Destination: My content

Save as: |Report view of Standard Content Metadata |
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10. Navigate to My content toview the new report view.

NOTE: You must click on the title of a folder to open it.

NOTE: Users will only be able to save the reportin their My content folder or their departmental
folder in Team content.

Notice the report name has been changed to Report view Of Customer lifetime value analysis. Cognos defaults the
original name of the report and adds Report view of at the beginning. The report will alphabetize within the list. Notice
the reporticon has changed.




PURDUE Business Intelligence Competency Center

Scheduling Cognos Reports e oo | INFORMATION TECHNOLOGY

Move a Report View to a Folder

1. Navigate to the report view in the My content folder and click on the ellipsis to the right of the report. Choose
Copy or move.

Search

My content

B Report view of Customer lifetime value analysis
9/26/2022 3144 PM

Team content [> Runas

View versions
Recent

%y Create answ job
a2 Share

17 Copy or move

& Create shortcut

Delete

=

i)

Properties

2. Onthe Copyormove pane, if not already positioned there, navigate to the My content folder by clicking on the
My content title within the breadcrumb menu. This will position you at the root level of My content.
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3. Click on the name of folder you created, My Scheduled Reports, to choose the destination. Click Move to.

Copy or move: Reportview of a Standard Content Metadata X

Select a destination

D
@ o

My content

My Scheduled Job

O My Scheduled Reports

& Job - Bxample

B Reportview of a Standard Content Metadata

Destination: My content

Select a destination

[ (] My content > My Scheduled Reports
@ T
Destination: My Scheduled Reports

Cance!

Copy or move: Report view of a Standard Content Metadata %

|

EnE

4. Openthe My Scheduled Reports folder to see the report view by clicking on the folder name.

D My content

&

20242022 1116 PM

5. The report will be alphabetized within the list.

My content > My Scheduled Reports

Report view of Customer lifetime value analysis

6. Add aDescription tothe report view if desired. To add a description, click the ellipsis to the right of the report

name.

Choose Properties from the pop-up menu.

Search @

My content

Team content

Recent

My content > My Scheduled Reports + ¥

Report view of Customer lifetime value analysis
2[24{2022 1:16 PM

T

[> Runas

] View versions
% Create anew job
=2 Share

Copy or move
Create shortcut

Delete

=

74

Properties
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7. Add the description you wish.

My content > My Scheduled Reports + ¥ 1 @ Report view of Custome ... v ... analysis
Q 5 h Report view of Customer lifetime value analysis
(EEIME @ 2/24/2022 1:16 PM Ouner Created: 3/3/2021,8:25 AM
Q ) Modified: 2/24/2022, 1:16 PM
Hendryx, Katie R Type: Report View

(3 My content B 10/29/2020 5:50 am

General Report Schedule Permissions
[E' ez g B 6/16/2022 1:25 PM — :

Description
® Recent P
This sample standard report showcases the updated
visualizations that are now available in IBM Cognos
Analvtics. The renort sets customer lifetime valus as 7

8. After entering the description, click anywhere in the Content Panelto close the Properties pane. Then,
navigate tothe My Content folder by clicking on the breadcrumb menu.

My content » My Scheduled Reports

B Report view of Customer lifetime value analysis
2/24/2022 1316 PM

|:| My content

[E Team content

@ Recent

10
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Schedule Cognos Reports to Run Automatically

1. Navigateto open My Scheduled Reports folder.

2. Click on the ellipsis to the right of the report title and choose Properties, clickon the Schedule tab and then

click the Create schedule button.

Create schedule

My content > My Scheduled Reports

Q Search =) =

f Customer lifetime value analysis

I:I My content

[E Team content

@ Recent

The Schedule settings window will open over the Properties pane.

Schedule Options Prompts

Frequency

Type Weekly -

Repsat every 1 C veek

Repeat on M T W T F g 5

@ [] Daily time interval (3)

Period

Start [ 2020-11-35 (1) 9:304M
End [/ 2021-02-25 (0 8:30AM
] Mo end date

+ @ Report view of Custome ... v ... analysis

Created: 3/3/2021, 8:25 AM

2 Owner _ Modified: 2/24/2022, 1:16 PM
Hendryx, Katie R Type: Report View
General Reportf Schedule ™ Permissions
Used to set Daity
schedule Weekly
frequency
Monthly
‘By trigger’
NOT available Yearty
By trigger
Used to set day(s) of
the week, specific
dates, or specific
days and months.
DO NOT USE

Used to set Start
and End Dates

11
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Schedule Tab settings:
A. ChooseFrequency forthereportto run - Options change with each frequency option.

Daily Days and Time

Weekly | Week, Dayof the Week, and Time
Monthly | Day by Week, Date, Monthand Time
Yearly Day by Week, Date, Monthand Time

B. ChooseaStart Date and time - The selectedtime determines the time and date the report will start
processing in Cognos. Ifreports are long running, consider setting the start time for early mornings or
evenings (review Cognos Scheduler Policies and Procedures at the end of this training guide (page 35)).

Choose an End Date - If the report needs to remain on the scheduler, leave the No end date checked.

C. SettheDay(s)thereportistorun
Choose the day(s) of the week the report should run by clicking on the day.

12
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Schedule Options Prompts

Q, Find

Format

HTML |:| PDF
Edit options
[] Excel Data [] csv

Accessibility

[[] Enable accessibility support

Dot Delivery: Savereportis required! A
eliver
Y copyis saved on the Cognos server
save with the Report View.
@ Save report

[] Save report as an external file

Send Report: Choose this optionif

[] Send report by email you want thereport outputto be
@ [] Send report to mobile device DO NOT USE delivered via email.
@ [ Frine DO NOT USE
I
Options Tabsettings:
D. Options
1. Formats: Select the format you would like the report to be saved in. You can select multiple output
types.

2. Delivery:Savereportis required! A copy is saved on the Cognos server with the Report View.

3. Savereportas an externalfile: This requires a special set up. You must have made previous
arrangements for this delivery type with the BICC

4. Email delivery options: Email options are used to add additional users, update subject and body, and
verify report output delivery. Use the information below to build your scheduled report email.

13
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Delivery
Save
(@) Save report

[] Save report as an external file

oo\

Send report by email

\x/

N

-

Edit details

< Send report by email

BICC Test Account3  x

Cc | Beo

Subject

A new version of Report view of a Standard Content Metadat= is avai

Directory

Message

B @

B I UGS x %

Include the following with mwg

@D Include lin

P Attach report outpu

~ssage

Subject line & email body: You can revise the Subject
line and enter additional information into the email
body if desired.

Including alink: Use this option if you need the report
to stay within Cognos. Recipients receive the link and
loginto Cognos to review the output. Recipients must
have access to Cognos to use the feature. This is the
more secure option for report delivery.

Attach report output: Use this option ifyou want the
output as an email attachment. Alloutput typescan
be attached. This option is less secure. Consider any
sensitive report output before using this feature.
Recipients do not have to have access to Cognos to
view the output.

14
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5. Sendreportto mobiledevice: Donot use. This feature does not work.
6. Print: Donot use. This feature does not work.
7. Prompts: This is where you would maintainthe prompt values if the report contains a prompt.

2. Select the back arrow to save any changes

Schedule Options Prompts
€ Send report by email
To

BICC Test Account 3 X

Cc | Bcc

3. Choose Prompts to set values.

PURDUE  15u Cognos Analytics

Report view of Standard Content Metadata You currently have no prompt values

Schedule Options Prompts - Set values

4. The reportview opens sothe prompt values can be set up.

Prompt

Provide values for the report you are about to run.
State_para

| California v

15
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Example of other prompt pages:

5. The three prompts are optional for this report and therefore would not need a value chosen. However, in this case
the values will be set. Choose the prompt values shown below and leave the Key Word Search prompt blank and
then click Submit. *The prompts are now saved on the schedule.

Subject Area (Optional) Key Word Search (Optional)

—

¥ Degrees
[ Endowment
Il

™M

™ GM

[~ HR

[ sTu

r

Select sll Deselect all

Title (Optional)

Advisor Continuing Student Workspace
Advisor STAR Workspace ~

All Assigned Instructors with Emails-Course ID Sort

Animal Transaction for Grants and Sponsored Programs

Annual Budget Summary

Applicants and Admits by Geographic Location & High School - Census

Asset Summary

Athlete Data for TeamWorks

Athletic Ticket Sales v
Average Credit Hour Distribution - Frozen

Select all Desslect all

Cancel ]

6. The valuesare now in the Property pane in the Currentvalues pane. You can delete or edit the values by clicking

theseicons. \ \

Report view of Customer lifetime value analysis
Schedule Options Prompts
Q, Find Nl 2
Parameter name Parameter value
State_para California

7. Languages:Englishis the default language and in most cases, youwon’t need to do anything.

8. Click on the Save on the Properties panetocreate the schedule.

- Save Cancel

16
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Edit Promptsin a Schedule

1. Navigateto open My Scheduled Reports folder. Clickon the ellipsis to the right of the report title and
choose Properties, clickon the Schedule tab.

2. Click on the arrow for the schedule just created.

My content > My Scheduled Reports + ¥ i @ Report view of Custome ... v ... analysis

Report view of Customer lifetime value analysis

Search
& 2/24/2022 1:16 PM

Created: 3/3/2021, 8:25 AM

Owner
2 Hend Katie R Modified: 9/26/2022, 5:06 PM
endryx, Katie S o
My content - I " Type: Report View
1 Fa 20209 Al
General Reportf Schedule ) Permissions
Team content B ¢/16/20222:250m PO
() Enable Edit Delete
Recent
Schedule
Run every 1 week(s) from September 26, 2022 at 4:40 PM on
Monday.
Credentials

3. To edit the prompt values, click the Edit go to the Prompts tab. The Current values pane will open. Choose
Edit and update the prompts as desired, or you may also choose Delete to remove all prompt values.

4. Click Save on the Properties pane.

- Save Cancel

17
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Disable or Delete a Schedule
1. Click on the ellipsis of the Report View
2. ChooseProperties
3. Click on the Schedules tab
4. Todisable the schedule, click on the white circle next to Enable.
_..J If Enabled is grey, clicking on the white circle will enable the schedule. Schedules are automatically
<? enabled when the schedule is created
5. Todelete aschedule, click Delete. The schedule is deleted.

> My Scheduled Raports v ou @ Report view of Stan ... Cont ... Metadata

- Report view of a Standard Content Metadata @ ~
11/25/2020 3:45 PM Owner Created: 3/18/2021, 3:41PM
o} Madified: 3/18/2021, 3:54 PM
BICC Test Acc ... 3 Type: Repart View

Team content

General Report  Schedule  Permissions

() Enable g Edit Delete

Recent
Summary

Run every 1 week(s) from March 18, 2021 at 3:43 PM to
March 12, 2021 at 3:44 PM on Wednesday.

18
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Set Report Outputs and Run Histories

By default, Cognos keeps a Run history of 5 occurrences so you can verify the report processed each time as expected.

Therei

4.

s also a Report Output Version that keeps the data results from report runs.

Navigate to the Customer Lifetime Value Analysis report. Todo so, open My content > My Scheduled
Reports.

Click on the ellipsis to the right of the report name and choose Properties
Click on the Reporttab andthen click on the Advanced down arrow.

My content > My Scheduled Reports + ¥ i @ Report view of Custome ... v ... analysis
g h Report view of Customer lifetime value analysis
eare B 2/24{2022 1:16 PM Owner Created: 3/3/2021, 8:25 AM
o] o odified: 9/26/20232, 5:06 PM

M
Hendryx, Katie R Type: Report View

My content

Generalf Report 4Schedule Permissions

Team content

Source Customer analysis
Recent ¥

Prompt values

Prompt for values
Current values Set values »
Report options v
H Advanced A
Run History 5

Report output versions 1 Occurrences v

Run history: displays processing detail. This is a nice feature for testing run times when authoring reports. The
run history defaults to the value of 5. You can change the Number ofoccurrences (double click on the 5 and
setit to the desired number of occurrences) or select the Duration based on your needs (click on the down
arrow and setitto the desired duration, choose Day(s) or Month(s) on the drop down list).

Report output versions: are the number of outputs you want to retainin the content storein Cognos. The run
history defaults to the value of 1. When the reportis ran and saved again, the first occurrence is removed and
the new one takes its place. You can change the Number of occurrences or select the Duration based on your
needs as you did for the run history.

Note: These values typically do not need changed. Consider the real need for multiple versions.
Storing too many copies can affect Cognos performance for all users and/or cause user confusion.

19
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View Run History

1. Navigateto the Customer Lifetime Value Analysis report. Open My content > My Scheduled Reports.
2. Click on the ellipsis to the right of the report and choose View versions.

My content » My Scheduled Reports + ¥ 1l

Report view of Customer lifetime value analysis

Search
@ 2242022 116 PM

[> Runas

My content

View versions
Team content %, Create a new job
Recent %5 Share

'O Copy or move
& Create shortcut
] Delete

== Properties

3. The Versions panel will open. The last saved version of a successful execution of the reportis listed. Check the
Showall history box in order to view all the executions of the report that is available. You canchange the
Number of occurrences or Report output versions based on your needs within the schedule itself.

« Bmm My Scheduled Reports @ T Ty Versions

B Report view of Standard Comtent Matadata
DFE0200T 1:40 AM

Search Versions  Archives

Check this bax to show all

My content Show al history B+— histories for a repart
This report falled with an

Tearmn condent P error [ Oct 30, 2007 1140 A i I

Recent (1) oct 20, 2007 9:40 A0 0>

4. Notice thatin this example, the first report failed with an error message. Toview a successful execution or an
error message, click onthe blue arrowto the right of the date and time.

WARNING: Ifyou click onthe name of thereport to generate anewreportinteractively (not
scheduled), Cognos will display the last saved version output!

20
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Pictured below are the details concerning each execution of the report.
L\\) < Back Oct 30, 2017 9:40 AM < Back Oct 30, 2017 11:40 AM
@ Successful ( : ) Failed
Messages -~ Messages -~

_ CNC-5D3-0408 There are email messages waiting
1o be sent.

_ CNC-5D3-0409 The email messages were sent to

"L .I

recipients.

Run time

Request time Oct 30, 2017 9:40 AM

RQP-DEF-0177 An error occurred while performing
operation "sglPrepareWithOptions' status="-126".
_ UDA-5QL-0218 The function "nvl" is being used for
“local processing but is not available as a built-in

function, or at least one of its parameters is not
supported.

Run time

Business Intelligence Competency Center

Start time

End time

Report

Formats

Languages

Location

Request time

Oct 30, 2017 9:40 AM

Start time
Oct 30, 2017 9:40 AM
End time
s
Report
HTML
Formats
English (United States)
Languages
My content = My Scheduled Reports
Location

Oct 30, 2017 11:40 AM

Oct 30, 2017 1:40 AM

Oct 30, 2017 11:40 AM

HTML

English (United States)

My content = My Scheduled Reports

21
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5. Inthe below example, the schedule was built to include Excel 2007 Data, PDF, and HTML formats in the email

output. Allthree types are displayed.

6. Clicking on the output type will open the report in the associated format.

Versions

Versions

Archives

Show all history

EN-US

Delete report version

Feb 24, 2022, 1:16:00 PM

Feb 23, 2022, 1:16:01 PM

O
@ Feb 22,2022, 1:16:00 PM

i

i g

7. Ifthe report(s)are no longer needed, click on the Delete report versions can next tothe report output.

Versions

Versions

Archives

Show all history

May 7, 2019, 3:04:00 PM

Delete report version

EN-US

8. (Click OK in the warning popup window.

AN

NOTE: To rerun the report for current data, you will need to click the ellipsis next to the report name
and choose Run as. This will not execute the schedule.

22
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Using Jobs to Schedule Multiple Entries

A job allows a user to setthe same schedule for multiple reports, report views, and other jobs. The collection
of reports (entries) are categorized into a job and scheduled together sharing the same schedule settings.
Therefore, whena scheduled job runs, all the entries in the job run. Users can specify running a job all at once

or in sequence.

This QRC assumes users know how to create report views and schedule reports.

1. Launch Cognos.
Create report views of the reports you intend to use in the jobor move reports to a specific folder
if necessary.

3. NOTE: Disable any schedule(s) currently on the report view(s) youintend to usein the job. Ifthe
schedule is not disabled, it will run along with the job schedule.

4. Eachreport view within the job can be customized (Output format, Delivery and Prompt selections).

Creating aJob

1. Tocreateajob, selectthe plus sign and then choose the Job choice.

3]

Upload files

B Datamodule

@ Exploration

B Dashboard

El Report

23
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2. Click on the Start by adding some steps.

-— | O

Start by adding some steps

3. Gotoyour My Content folder and in the My Scheduled Reports folder and check the box next to Report view of
a Customer Lifetime Value Analysis

Add job steps Add job steps
( D My tent | My content My Schedule Reporis
comen
=] @ Report view of Standard Content Metadata

4. Now click Add job steps

5. Itis recommendedthe prompt values are set in the report view. Setting prompt values in the report
view will allow for easier management of the prompt values.
6. Hover over the report view and select the pencil to Edit options

Type Name Step options ©

[
0

|:| = [@ Reportview Report view of Standard Content Metadata Defined by report LY

7. The Options Tab allows youto select the report output format as well as the delivery option.
8. The Prompt Tab allows you to save the prompts on each report view.

NOTE: If you would like to have the reports within the job emailed to you/others, continue to the Emailing the Reports
within a Job section.

24
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Emailing the Reports within a Job

9. The same process is completed to creating a scheduled report.
Select a format output HTML Options Prompt

a.

b. Inthe Deliverysection, select Send report by email

c. Click on Edit details to add recipient(s) tothe scheduled Job.

d. Usethe arrow under the Options tabto get back to the options p: Send report by email
menu. ™

10. Now click on the Prompts tab.

11. Click on Set values toenter your prompts.

12. When finished, click Submit/Finish and now your prompt values are saved.
13. Select Close to get back to the Steps page.

14. In the Run Optionssection, Under Run Order select Run in sequence.
a. The Runinsequence selection means the entries are executed in the order they appearin the Steps
lists. Runin sequence means when one report finishes running the next report will run and is BEST
PRACTICE as this allows report executions to be staggeredsothe system resources are not taxed.
b. Make sure Continueon erroris Enabled. Ifthis is checked, the job will not stopif it runs into an error
with a report.

15. If an asteriskis still visible on the Application bar, the Job has not been saved. Click Save

- E

16. Select the location where you want your Job housed. Itis recommended you save the job and report view(s) in
the same folder location.

17. Enter the name for this job and click Save in the My Schedule Reports folder.

My content > My Schedule Reports

JOBE
OI\ EETE % 5/13/2021 3:07 PM
Report view of Standard Content Metadata
[ My content B 51372021 3:04 P
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Scheduling the Job

18. Navigate tothe folder that contains the job.
19. Click on the ellipsis to the right of the job and then the Properties option.
20. Select the Schedule taband click on Create schedule.

21. Another way to view your schedule options is to go into the Job properties
22. Notice under the Run Options area, Run Now is an available option as well as Schedule

3 Schedule

a. Runnowallows you to easily run all reports in the job.
Schedule s a feature to run the job(s) at recurring dates and times based on your business needs. The
output can be savedto the Cognos servers and/or emailed to user’s Purdue email accounts. Users have
the option of disabling the schedule and re-enabling it without removing the report(s) from the

scheduled objects.

23. Click Schedule and Create schedule
24. Select the Select the appropriate Frequency and Start/End time for the schedule.

25. Then Save. The job set-up is now complete.

Editing the Job or Schedule

26. Navigate tothe folder that contains the job. Generall Job Schedule Permissions
27. Click on the ellipsis to the right of the job and then the o Hisr;w_ 4 ] —
Properties option. [Cccurrences ]
28. Select theJob taband click on the word Advanced. Advanced e
29. Click on Set to open the Job. N
Properties \ Set...

Reset Options to Default

Removes the output Add Job Step Click the
e B el Y S plus signto add additional

Report view reports to this job

Edit Options Allows you to customize the Remove Job Step Deletes
output format, the Job delivery, and the reports within the Job

make edits to the prompt selections
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30. To make changes tothe schedule, go to the Schedule tab. Y N
G ] C le 9P 55
31. Click Editto getinto the Job Schedule. eneral Jong “chere germissions

‘) Enable Edit Delete

32. Click Save when finished editing the job properties or Summary

schedule. Run every 1 week(s) from May 13, 2021 at 3:25 PM to

May 14, 2021 at 3:18 PM on Thursday.

To add a report view to an existingJob

33. Navigate tothe folder that contains the job. . O
34. Click on the ellipsis to the right of the job and then the Properties option.
35. Select the Job taband click on the word Advanced.

36. Click on Set to open the Job.

37. Click on the plus sign to Add Job Steps

38. NOTE: Repeat steps 3-15
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Subscriptions

Subscriptions are reports that you set up to run like a schedule but the report is only for you. This could be useful for
reports that you run for auditing on a regular basis.

Setting up a Subscription

1. Navigatetothe Sales Summary report following the bread crumb memo below. Click on the ellipsis on the
right side of the report name, Sales Summary, and choose Run as.

B0 Teamcontent > Samples > Reporis » Standard reports

Standard roports ) Yynu

Search

My content

Team content

Recent

t

na
@ ® Aunas

2. The Run As pane will open. Click Run.

This report does not have any prompts, but if it did, the prompt pane would open here allowing you to filter the report.

Run as

Run in background C)
) Excel

() Excel Data

O PDF

@ HTML

O csv
Make sure this is always
checked to pare down
results. If not checked, the =" Prompt me
query runs wide open and
can affect performance.
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3. Once the report executes and displays the results, click the More ellipsis and choose Subscribe.

Set as home

Share

Embed

4. The Subscribe panel will open. Thisis where you set/review the

report subscription options.

You can choose multiple formats as you did for a schedule.

If the report contained prompt values that you chose when you
executedthe report they are retained and cannot be updated here.
You will need to rerun the report with different prompt values to
update them or you can update them in your My Schedules and

Subscriptions space (described starting on page 29).

Click on the Delivery arrow.

5. The Delivery panel opens. You cannot email the subscriptionto

another user.

L

€ Back Delivery

(=] Send report by email

Attach the report

Include a link to the report

0 9

ﬁ Print report r@ Do not use.

| O

E‘ Save report

@ +— [ Reaured |

There is no option to send
the report to another user.
By checking here you will
be the only recipient of
the report

6. Click on Done, then Create to create the subscription.

Subscribe

When do you want to receive this report?

On day(s) M T W T F S S
Time ) 837 AM
Format HTML ?
Delivery |1_1 Save >
Prompts 4 schedule prompt values 2
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My Schedules and Subscriptions

My Schedules and Subscriptions displays user schedules and subscriptions and can be used to research failed report

schedules, delete schedules/subscriptions, and modify schedule/subscription rules.
Q

m
1. Onthe Application bar, select the me icon.

2. Click on My schedules and subscriptions.

bitest04
am bitest04@purdue.edu

My schedules and subscriptions

My preferences

Log my session

Sign out

3. Your schedules and subscriptions will be displayed.

Schedule w
Enabled 3
Disabled | g
I T T T T
0 2 4 5 5
J Name Modified 4
[] » Reportview of Customer lifetime value analysis Sep 26,2022, 5:06:08 PM
[] » Reportview of Customer lifstime value analysis Sep 23,2022, 3:54:47 PM
[0 » My Account Balance Listing Aug12, 2022, 4:32:34 PM
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4. The default view of the My schedules and subscriptions space is set to Schedule, but you can choose from the

switcher which view you would like to see.

Scheduld »

v Schedule

Upcoming

Past

Current

MName

i) Job

I -

TE My Degrees Conferred - Term End

2 Report view of Admissio ... Report - Undergraduate

5. Toview the properties, modify the schedule/subscription, and other options, click on the ellipsis to the right of

the schedule/subscription and choose your appropriate choice.

Status

Enabled

Enabled

Enabled

Priority

3

More
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6. The options are dependent on if you are looking at a schedule or a subscription.

Schedule Subscription
[ Runonce [> Runonce
o= Properties B Madify this subscription

B Modify this schedule ol View versions

(] View versions ) Disable this subscription

) Disable this schedule (=) Remove this subscription

(=) Remove this schedule

7. The Schedule choices allow you to modify your schedule along with many other options which were described
earlier in this manual, starting onpage 11.

8. The Subscription choices allow you to modify your subscription, view your subscription’s versions, disable the
subscription, and remove the subscription.

9. Tocancel ascheduled report or a report running in the background, use the Current view to Cancel the run.

Using the Cancel feature is helpful in keeping the Cognos server performing at optimal level when a report is
not returning as quickly as expected.

r
Current ~ :J ? Applied|
4
F
Pending | g 4
Executing 1 p
Suspended | g 1
I = T 1
.
o
P
MName
3
| List of Current Admits 4 _
- (x) Cancel
[
o 1] Sg;jpend
X
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Departmental Scheduled Reports
How do | know if | have write access my departmental folders?
Departmental scheduled output can be based out of departmental folders if the user has write access tothe folder

containing the report. This works well if users within the department need to share report output. Please work with
your Cognos Departmental Administrator on the preferred option for your area.

Note: Users MUST have write access tothe departmental folder where the report is storedto setup a
schedule within the departmentalfolders.

Dol Have Write Access to My Departmental Folder?

Find a report currently savedin your Cognos departmentalfolder.

Click on the ellipsis to the right of the report name.

Click on Properties.

Click on the Advanced downarrow.

Your permission will be to the right of the word Permission. You will need either Write or Full permissionto
save to your departmental folder.

uhwNeE

P_URDUE IBM Cognos Analytics Welcom|

Home BB Teamcontent > Student- PWL b St Il shared Content (Temporary)
. Academic Program Assessment i
Search [ ] 5/4/9016 8:28 AM Owner Created: 10/3/2016 11:21 AM
o) B"k Kathy E Modified: 10/27/2017 3:14 PM
. aker, Kaf 3
My content - Academic Schools Type: Folder

5/8/2014 1:49 PM

Admissions General

Team content [
/2372016 8:16 AM

Recent - Athletic Department Description
5/4/2016 8:28 AM
This folder is for Student data related reports to be placed =
[ ] Dean of Students temporarily for sharing with other report authors. Thisisa |2
2/22/2016 10:53 AM remp ! naring w Srrep e < |3
‘swap’ folder which will be automatically cleared ona

- Digital Education quarterly basis. Please do not store departmental
2/24/2017 2:58 PM content or schedule reports from this folder. All Student
Division of Recreational Sports =)
i 2/2272016 10:57 AM (Advanced @)
- Grad School =~
2M15/2017 1:23 PM L . .
=|  Disable this entry O
- Packages I
8/24/2017 2:38 PM
Hide this entry O
- Packages - EDW
9/28/2(16 2:37 PM
Location Team content > Student - PWL
- Packages - Unitime
9/1/2016 1:36 AM
D i4F823056B9ECA07TCOASETO6031E0TE2B
- Shared Content (Departmental Support)
4/17/2017 3:20 PM
Permission —
- Shared Content (Temporary)
10/27/2017 3:14 PM
Languages Set...

SSTA
4/15/2016 1:56 PM

Please work with your Cognos departmental administrator for questions on folder access and/or
scheduling shared departmental output.
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Renewing Cognos Credentials after Network Password Change

Renewing your credentials in Cognos after changing your network password is required to avoid disruption of scheduled
reports running on a daily, weekly, or monthly basis.

1. Loginto Cognos and click on the E icon; $os 0 2 o
click on the My Preferences link.

bitest04
mm  bitest04@purdue.edu

My schedules and subscriptions

My preferences

Log my session

Sign out

2. Click on the Personaltab. Click the Advanced

: o & @
down arrow. Under the Credentials
section of the Personaltab, click on Renew. My preferences
General
Emal
bitest01@purdue.edu
Advanced ~
N
I Credentials Renew
J/

3. A message boxwill appear confirming the credentials have been renewed.

Q Your credentials were renewed with your current user ID and password.
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Cognos Scheduler Policies and Procedures

Below are the policies and procedures for using the schedule component in Cognos. The policies are used to

protect the shared environment which affects all report consumers. Abiding by best practices and adhering to
policy will preserve the integrity and performance of the Cognos reporting environment for all.

User Process / Schedule

Student datareports are NOT to be

scheduled orran between
12:00AM and 5:00AM.

______________________________________________ ) This is to allow the overnight

Explanation / Risks

BICC Policy / Actions

processes within ODS and SAP to The BICC will review the schedule
HR and Fl dataare NOT to be
— complete. Scheduled or manually quarterly for reports scheduled
scheduled orran . t< during those h during dat ine ti
Monday-Friday 6:00AM to 7:00AM runnlng r‘epor S url'ng ose hours uring : ata proc':gssmg imes.
will result in no data, incomplete data, Users will be notified to change
Saturday 9:00AMto 9:30AM . . .
R or incorrect data which slows down schedule times.
) ] the delivery of data for all users
University Development reports are
NOT to be scheduled between
11:45PM to 5:00AM.
. The BICC will review the schedule
Scheduled reports should NOT be Thesetlmes a_re PurdL.Je ITAP quarterly for reports scheduled
—— maintenance window times and . o
scheduled between 4:00PM and ] during data processing times.
. should be avoided as systems can be . o
12:00AM on Saturday nights. . oL Users will be notified to change
down during this time. .
schedule times.

The maximum output copies
allowed is dependent on number of
Move the saved output to another , o .
. copies and/or file size. Deletions
secured location or delete them. . ) ;
will be at the discretion of the

Keep saved report outputto a
minimum for business needs.

technical teamand user.
Disableinactive scheduled reports Change s.tatus toDisabled when The BICC will review the schedules
) schedule is not needed for a short . )
from the scheduler when not being . . — bi-annually and remove expired or
. length of time. Like termto term .
actively used. . failing reports.
reporting.
Delete reports fromthe scheduler This aids in keeping the maintenance

when no longerneeded or past their
expired date.

Renew credentials each time your
Purdue account password is changed.

The BICC will review the schedule
quarterly and remove expired or
failing reports.

BICC will review credentialissues
and send users a warning email.

manageable within the Cognos
systems.

Scheduled reports will not run until
the credentials are updated.

My Content should not contain

departmental scheduled report data.

My Content is for personal report

consumption. The riskis employee

changes and losing report data the

report was scheduled from My

Content.
*Disabled or Expired schedules over 1 year old are subject to removal without notification.

Departmentalreport Schedules
should be scheduled from

Objects from My Content will be
departmentalfolders.

deleted 30 days after anemployee
separates from the university.

35



PURDUE Business Intelligence Competency Center

INFORMATION TECHNOLOGY

Scheduling Cognos Reports

Cognos Scheduler Best Practices Guide

The list below contains best practices for using the schedule feature. Abiding by these guidelines will assist in
keepingthe Cognos systems running smoothly for everyone. Please refer to them when considering adding a
report to the scheduler.

e Makea Copy of the Original Report - This will avoid saved scheduled copies being unknowingly used by others.
Schedule departmental reports from the departmentalfolders. Copies can be saved within your My content,
but if the report output is to be shared with others, place the copy in the departmental folder). Use the Create

reportview = feature found with the original report to make the copy. Report View ensures your new
scheduled copy will receive any updates made to the original report. Shortcuts are problematic as links are
broken if the original report is moved to another folder in Cognos. Using Report View ensures you will not lose
your link to the original report.

e Use My schedules and subscriptions —This feature is found under the me E icon on the Application bar. It
displays user schedules and subscriptions and can be used to research failed report schedules, delete schedules,
and to modify the schedule rules.

e Removelnactive Schedules and Subscriptions - Review your Schedules and Subscriptions and delete those no
longer needed. This helps prevent unnecessary report runs against the Cognos system.

e Maintain a Record of Current Schedules — Create a spreadsheet of scheduled reports. Include when the report
is scheduled to run, any date/term prompts and when they need changed, and everyone who receives a copy of
the scheduled output. This will also help you maintain proper report output and aid supervisors in the event of
employee departure or time away.

o Cognos Email Notifications — Users need to be aware when Cognos is unavailable and if it will affect your
scheduled report(s). Cognos users canto sign up for Cognos Service Alerts at:

https://lists.purdue.edu/mailman/listinfo/service alerts for cognos

OR

e Watch for Cognos, ODS, EDW, or Boiler Insight (HR and FI) email notifications from the BICC containing
information on system down times.

Please take time to review email messages and be aware of any scheduler disruptions. Users may need to
run the reports manually if Cognos was unavailable during scheduled run times.

36


https://lists.purdue.edu/mailman/listinfo/service_alerts_for_cognos

PURDUE Business Intelligence Competency Center

Scheduling Cognos Reports INFORMATION TECHNOLOGY

Troubleshooting

Users may contact BICC at bicc@ purdue.edu with questions specific to this manual or for any Cognos questions or
issues.

Feedback on this Document

Questions and feedback specific to this document are welcomed. Please email your comments to bicc@ purdue.edu.
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