B I ‘ Business Intelligence Channel

BIC Cognos
Reporting System

A Basic Guide to Accessing and Using the
BIC Cognos Reporting System

A Workforce System Training Program
For all Partners and Staff

REY 082018




Table of Contents

BIC Cognos Overview 3

BIC Cognos Overview Notes Page 4
Logging on to BIC Cognos (InnerWeb Option) 5-6
Logging on to BIC Cognos (OWCMS Option) 6
Logging on to BIC Cognos (Direct Link Option) 7
Introduction to BIC Cognos Analytics 7
Team Content Folder 8
Office of Workforce Development: OWCMS Folder 8

Run a Report with Default Options 9-10
Run a Report with Options 1115
Public Folders Notes Page 16

My Content Folder 17
Create a New Folder 17-18
Copy an Entry to My Content 18-19
Delete a Report from My Content 20
Create a Report View 21-27
Scheduling a Report 28-30
Logging Off 31

My Account Information Icon 31
Glossary 32-33




BIC Cognos Overview
What is BIC Cognos?

The Business Intelligence Channel (BIC) Cognos is a reporting tool that is used to extract data from
the Ohio Workforce Case Management System (OWCMS).

Who can access BIC Cognos?

Anyone who has a valid OWCMS logon and password has access to BIC Cognos. It is important to
remember that the information contained within OWCMS is ‘Confidential and Personal Infor-
mation’ (CPI) in nature and can only be viewed or shared as required to perform your official duties.
Viewing or sharing of information for other purposes could result in a violation of agency rules and
policy concerning the handling of CPI.

How does BIC Cognos work?

Every night an OWCMS batch is run to update the reporting database with all the newly added
changes and/or deletions in OWCMS. The database is always one day behind the current date.
When BIC Cognos searches for information from the reporting database, this is called a ‘QUERY’. A
‘QUERY’ is done by selecting data fields that are desired from the BIC Cognos ‘FOLDERS’. BIC
Cognos accesses a system of OWCMS data tables that are connected by ‘JOINS’. When the
‘QUERIES’ are created and ran, BIC Cognos searches for the information and returns it in the form
of a usable report.

What data can | extract utilizing BIC Cognos?

BIC Cognos can retrieve data items that have been added to OWCMS. There are some ‘QUERIES’
or ‘REPORTS’ that have been set up by Cognos Administrators for public use. These are called
‘CANNED REPORTS’. BIC Cognos can also be used to create new reports. This is known as ‘AD-
HOC REPORTING’ (creating your own).

Is the information from BIC Cognos accurate?

BIC Cognos extracts the information that was input into OWCMS. As with any reporting system, the
information is only as accurate as the information that was entered. If the data entered into OWCMS
is accurate, then the reports from BIC Cognos will be reliable and accurate.

Is the information received from BIC Cognos real time?

All information extracted from BIC Cognos will always be from the previous business day. Every
night an OWCMS batch is run to update the reporting database with all the newly added changes
and/or deletions in OWCMS.

What is the direct link to access BIC Cognos
The following URL will directly link to the BIC Cognos reporting tool:
https://bic.jfs.ohio.gov/

& This symbol will be used throughout this guide. This is a directive used during in-person
training sessions to remind the user how a training scenario in this guide may apply in a
real-life scenario.
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Logging on to BIC Cognos (InnerWeb Option)

1) Open an Internet browser (BIC recommends Internet Explorer) and click on the
“‘Business Intelligence Channel (BIC)” link listed under the Popular Links section on
the InnerWeb.
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2) The BIC Cognos log-in screen will display. Enter your Novell ID or Partner
Username and password and click the Sign In button.

IBM Cognos Analytics

Fig 1

Logging on to BIC Cognos (OWCMS Option)

1) Log-in to Ohio Workforce Case Management System (OWCMS). On the OWCMS
Case Load View Screen, select Reports and click on BIC Cognos Reports.

WICA PErovider Staff Fun!.ll Administrative Help

Case Load View

JLAL 1208

Currently there are no job seeker cases in your Case Load View.

WIOA

Case Load View
NAME: PERIGO, PAIGE OFFICE: WIA CENTRAL OFFICE
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Four of crs
SSN

Update

Remove from  Ca -
Select o su:u. - Participant Name Assessment

Last Updated On I Activity Sent to OMJ

View Pendi
Programs So.: é:g

No data

2) The BIC Cognos log-in screen (Fig 1) will display. Enter your Novell ID or Partner
Username and password and click the Sign In button.



Logging on to BIC Cognos (Direct Link Option)

1) BIC Cognos can be accessed directly by using the URL:
https://bic.jfs.ohio.gov/

2) Follow the log-on instructions as indicated by Fig 1.

Introduction to IBM Cognos Analytics

0 Home ~
O, Search wa"w Welcome to IBM Cognos Analytics
SEE  Get started by opening a dashboard, report or story!
R My content
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[ Team content Recent Show mong Quick reference
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1) Folders and Reports Section: The Folders and Reports Section contains links to
previously created public reports (canned reports). The reports links are organized in
folders for ease of locating.

2) Cognos Connection Toolbar: This section contains the actions for the main application.
For example, the login/logout menu, the IBM Cognos Help menu, and the Notifications
menu.

3) Modification Date: The modification date displays the last date and time the report was
updated.



Team Content Folder

The Team content folders contain reports that are relevant to many users. These
reports are known as the “canned reports”. In Team content, data is grouped and
organized in folders. When drilling down (or clicking through) in a folder, the user
may see additional folders and/or additional reports contained within those folders.
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Office of Workforce Development: OWCMS Folder

1) After clicking on Team content, users will see Office of Workforce Development:
OWCMS Folder. There may be other data folders displayed, depending on the
accesses the user holds. However, all OWCMS reporting is contained within this folder.
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Run a Report with Default Options

*Scenario Description- In this scenario, we will imagine that we need to run a report that

will show us participants who have exited their program. We would like a report that
shows us Adults, Dislocated Workers, and CCMEP Youth on one report. This report is
available as a canned report in the Team content folder.

1) The report is called Exit Report and is contained in the WIOA folder.
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Office
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*Refer to this scenario when you want
to run a canned report without making
any changes

1) After opening the WIOA folder, click on the Exit Report (click on the blue text to run the report).
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Prompt Page

1) The Exit Report prompt page displays. Required prompts are indicated by an orange
asterisk. We can see that all of the fields on the Exit Report contain an orange asterisk,
so all of the fields for this report are required. Prompts without an asterisk indicate that
the field is optional.

o
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2) Select the required/desired criteria for the report and click the Finish button.

3) A dialogue box will display asking the user to Open, Save, or Cancel. Click on the Open
button on the dialogue box to view the Exit Report. This dialogue box may be different de-
pending upon Internet browser.

I Do you want to open or save WIA Exit Report.xlsx from bic-internal.jfs.ohio.gov? Open Save |¥ Cancel x I

4) The Exit Report opens in Microsoft Excel.

Office of Workforce Development

WIA Exit Report
Staf Ofice: X901 OhioMeansJobs Wilson County, X-0-2 OhioMeansJobs Johnson County, X-0-J OhioMeans.Jobs Dade County, X-04 OhioMeansJobs Scenic County
[ Case Status: EXITED
Case Status: CLOSED
WA Staf Oice WA Staf FrstMame  LastName SN WA Program Program St Dt Program End Date Ciose Reason Bt Outcome  Envolled in Education Flag  Youth School Status 2 Bt
0N OO
........ AT 0T
o b SOH R
Apr 12, 2018 1 15841 AN
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Run a Report with Options

*Scenario Description— In this scenario, we are going to use a report that we have previously
generated and it appears in our Recent section on the IBM Cognos Analytics dashboard.
We ran the Exit Report and as a canned report, this report is set up to automatically generate
as an Excel report.

Let’s imagine that for this scenario, your administrator has requested to see this report as a
PDF.

1) Locate the Exit Report in the Recent section of the IBM Cognos Analytics dashboard.

e
0 [
O, = b Welcome to IBM Cognos Analytics
o
m- Recent -
o ~ o 0 ee (1} N
- a
o
i ]
o e ' g
o - *

2) Click on the three dot icon in the bottom right hand corner of the Exit Report and a list
will display.

3) Click on Run As.

*Refer to this scenario when you want to run

a canned report but need to make a change

to the way the report is delivered, like if you
would rather have a PDF than an Excel

sheet.
/N
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4) A menu will display on the right-hand side of
the screen with report format options.

5) Select PDF from the menu options.

6) Make sure that the Prompt me checkbox is
selected, so that the Prompt page will display.

7) Click the Run button.

8) Complete the desired/required information
on the Prompt page (as demonstrated on page
10) and click Finish.

9) The Exit Report will display as a PDF.

Run as

Run in background

() Excel

() Excel Data

® POF

() HTML
O csv

) XML

Prompt me

Run

12



Run a Report with Options

*Scenario Description— In this scenario, we are going to use a report that we have NOT previously
generated. So, this report does not appear in our Recent section of the IBM Cognos Analytics
dashboard.

We have been asked to run the canned Enrolilment Report with Demographics.

Let’s imagine that for this scenario, your administrator has requested to see this report as a PDF.

1) Click on the Team content folder and click on the Office of Workforce Development:
OWCMS folder. When that folder opens, click on the WIOA folder.

. IBM Cognos Analytics

Q Home <« @Bm > Office of Workfore...OWCMS Y T,
CCMEP
o‘ Search i 12/M11/2017 4:51 PM
conten Employer Services
H M et @ i Sr'QSF:QIJYF 5:28 PM
Team content Labor Exchange
E i 12/6/2016 1:02 P%
K i 0 Recent - Mini .Ftegistration
*Refer to this scenario 12/112017 4:29 PM
when you want to run a [ NewdobSeeker Report
canned report, but it Now Feport Tompiato
does not appear in the O joeazoezo0rm
Recent section of your - OM
Af26/2017 2:07 PM
dashboard

OMJ Job Order Report

o 2/2372017 2:45 PM
| - Rapid Response
- 3/28/2017 3:01 PM

Special Grants
= 3/28/2017 3:05 PM

Trade
10/24/2016 3:31PM

Veteran
= 3/8/2017 3:59 PM

WIOA
12/11/2017 4:46 PM

Home &« BB > Officeof...OWCMS > ..A T Ty

OB

2) Locate the Enrollment
Report with

Search o Active Training Report A
1/6/2017 5:07 PM

. . B My content o Client Eligibility
Demographics and click @ AmINFM
on the blue text to Run the | B ™= O Someaem
report o Recent o Enroliment Report with Demographics

9/9/2016 3:53 PM

ES Caseload Area Report
12/27/2016 5:24 PM

o Exit Report
10/24/2016 3:37 PM
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3) Select the required/desired criteria for the report and click the Finish button.

e =
: t
o, % \k a
ol
u “/ |
. :
m
<]
Degin Panticipation Date
T EE
A g Sep  Ox W D
Sun Mom Tee Wed Thu Fri Sat
2 3 4 5 6708
s
1B 17
3 M

Enrolment Roport with Demographics

L 8
BIC
Business Intelligence Chathl

Office of Workforce Development
Enrollment Report with Demographics

» 7
V-

Case Manager

T ABDFATEL UMAT
| ) amDt, maDiR ~

_JADEL JOHK

| (/ ADNER. JOMATHAM

_J ADRAHAM, CHAD

| ADRAMS, JOHR

I ADRENA, NRE

A, KENYA

AR, S “
ATANES, L

Ending Participation Date
;

1 M A M
28 A Sep Ol W D
Sun Mon Tus Wed Thu Fri Sat

2 3 4 53 8 708
9 10 M 17 13 1448
1€ 17 18 19 X 3 22

23 0M B X BN

4) When the next screen displays, DO NOT click Open to open the report. If you do so, the
report will open in the default option of Microsoft Excel.

| & Ervoliment Report with Demographics
ﬁ “ our rey resacly and will download o your Web browser in a few moments.
o,
B
@
111
| Inteenaljfv.chinges’ Open Zve (|| Cancel | |

5) Click on the third button on the left side of the blue Cognos Connection Toolbar, the
button resembles a “play” button. This button will display a menu of options to run the
report.
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will d

u Run HTML

oo

Run PDF

6) The list of run options displays.
Click on Run PDF.

Bun Excel

Bun Excel data

ﬁ Run CSV
ﬁ Run XML

@ Heset prompts and run

Enrolimert Report with Demographics

o,
tld :
] Department of
m
o Ohlo Job and Family Services
—— = EY
r <
7 )
F .' /3 i
N i / Business Intelligence Chaﬁgjel %ﬁ%
Office of Workforce Development
Enrollment Report with Demographics
Office Name: 19-0-3 OhioMeansjobs Portage County
Beginning Participation Date: Aug 21,2018
Ending Participation Date: Sep 21, 2018
Case Manager: All
WIOA . Age -
WIOA Office Case 5"';';" NF ISt ' lastName SSN  Gender  Race Ethnicity. | At | 'Make | Eligibility
ame Date Date
Manager Intake

The report will display within Cognos as a PDF.
The user can now Save or Print the report.
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My Content Folder

The My content folders contain reports that are personalized to the user. These reports
allow you to customize, create, organize, and save reports that are specific to your needs.
You can also add new folders to create a hierarchy for more levels of organization.

0 B My content oY n
Oﬁ

i CCMEP Service Report- Cuyahoga
8/30/2017 1118 AM

County Request
T/3/2018 142 AM

L

Cuyahoga .
4372018 1:17 PM

Internship Report
41872018 10:14 AM

ITA Performance Report
2/8/2MM8 414 PM

ITA Performance Report-Franklin
Sr8/2018 4:19 PM

License Suspension
9/6/2016 1:39 PM

B B B B H

Create a New Folder

1) Navigate to the My content folder. Click on the Plus sign on the right side of the menu
to add a new folder.

ﬁ B My content Qo\Y n
O“-

e CCMEP Service Report- Cuyahoga ~
8/30/2017 11:18 AM




2) A folder will appear in your list of My content folders with a blinking dash allowing the
user to name the new folder.

IBM Cognos Analytics
0 B My content oY n
LTSN DI MU
O A
- e ITA Performance Report-Franklin

5/8/2018 419 PM

License Suspension
@ 9/6/2016 1:39 PM

- MNew Folder
Q212018 11:41 AM

3) Name this new folder “Training Folder” and press Enter. Training Folder will display in
the My content folders.

Copy an Entry to My Content

*Scenario Description— In this scenario, we are going to copy a canned report from the Team
content folders into our personal My content folder. When you create a copy of an entry, you
create a replica of that report in another location. If you make changes to that report in your My
content folder, those changes are not reflected in the Team content folder.

You have no access to make changes to reports in the Team content folder.

For this scenario, we will imagine that we need to make changes to the Exit Report, so we will
need to first copy it into our My content folder.

*Refer to this scenario when you
want to save canned reports to
your My content folders. You may
do this for reports you use often
or if you want to be able to make
a change to a canned report.
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Copy an Entry to My Content

1) Click on the WIOA folder link in the Team content section of the Office of Workforce
Development: OWCMS folder.

2) In the WIOA folder, locate the Exit Report.

3) Click on the three dot icon on the right-hand side of the Exit Report to open the menu
that contains Copy or move and click on Copy or move.

[ ES Caseload Area Report
° 12/27/2016 5:24 PM E REPORT

Exit Report I WIA Demographics Report

10/24/2016 3:37 PM N )
= Properties

[ Job Placement Report: Basic
5302017 507 PM [F] Copy or move rew

-2 Job Placement Hegort: Closed Cases

4) Click on the My content folder and select the folder that you want to place the report in.

5) For our scenario, select your Training Folder.

Copy or move: Exit Report X

Select a destination

Bl &m mMycontent [ +]

m [ ccMmEP senvice Report- Cuyahoga ~
W County Request
E]| Cuyahoga
E]| Internship Report

E ITA Performance Report

Destination: My content

Copy to | | Move to | | Cancel

6) Click the Copy to button.

The report will now display in the Training Folder
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Delete a Report from My Content

1) Click on the Training folder in the My content section.
2) In the Training folder, locate the Exit Report.

3) Click on the three dot icon on the right-hand side of the Exit Report to open the menu
that contains Delete and click on Delete.

IBM Cognos Analytics

0 Home = My conient [+ I SN
7  Exit Report .. metolBM (
O, search O or24/2016 3:37 PM
== Properties
MNew Folder
I B My content M o008 P
sEee e ’ [F] Copy or move
£ R i f O C R - -
eport view of Open Case Report
B Team content B2 o/10/2018 245 PM @ Delete
Report view of WIA Exit Report
© Recen 2 o0/2018 2:15 P

R Report view of WIA Exit Report 2
= 9A49/2018 214 PM

Training 8-24

9/11/2018 9:07 AM

Training Folder

B/30/2018 11:12 AM

WIOA

4/24/2018 B:52 AM

4) A pop-up box will display prompting the user to confirm the deletion.

Confirm Delete X

Deleting entries can break links. Are you sure you want to delete the selected entries?

If OK is selected, the Exit Report will be deleted from the My content folder. However, the
Exit Report still exists in the WIOA folder in the Team content folder.
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Create a Report View

A Report View is a reference to another report that has its own properties, prompt values,
schedules and results. Report views can be created to share a report specification, instead of
making multiple copies of the same report.

From Recent

1) Click on the three dot icon of the WIA Exit Report on your Recent section of the IBM
Cognos Analytics Dashboard.

Recent
[Z] reroRT [l rePORT
WIA Demographics Report Enroliment Report with
Demographics
9/21/2018 4:15 PM 9/21/2018 9:02 AM wes
[E] rREPORT [iE] REPORT
WIA Exit Report LE Caseload View
9/20/2018 1:59 PM 9,18/2018 3:30 PM sue
[iZ] rEPORT [l reFORT
WIA Exit Report LE Caseload Vie
9/20/2018 1:59 PM . ® Runas
& Edit report

[I2 Create report view

[1}) View versions

*= Properties
2) When the drop-down menu displays,

click on Create report view. [ Create shortcut

of» Embed
ey Share

(= Remove from recent
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2) A pop-up box displays prompting the user to save the Report View in the My content section.
Select the My content folder and click on Training Folder.

Save as

B B wmycontent Training Folder

BB @ comerenolied
@ e Employer Services Report
B LEMini Registration Report by Office 2
[ LE Mini Registration Report by Office 3

[ Lemini Registration Report by Office 8232017

Destination: Training Folder

Save as: |Repor1 view of WIA Exit Report

Save

Cancel

3) Name the file “Report view of WIA Exit Report” and click Save.

The Report View of the WIA Exit Report will display in the Training Folder.
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Create a Report View

From My content

1) Click on the My content folder and click on the Training Folder.

'=:'. IBM Cognos Analytics

ﬁ Home

B My content

O‘ Search

I| BB My content

[ Teamcontent

° Recent

I CCMEP Service Report- Cuyahoga
8/30/2017 11:18 AM

- County Request
92772018 9:41 AM

= Cuyahoga
972872018 2:56 PM

Exit Report
10/24/2016 3:37 PM

)

ITA Performance Report
9/21/2018 8:35 AM

ITA Performance Report-Franklin
5/8/2018 419 PM

Training Folder
10/2/2018 3:52 PM

L+ I g

BB > Training Folder Q

yn

CCMEP Enrolled
4/19/2017 12:05 PM

Exit Report
10/24/2016 3:37 PM

IBM Cognos Analytics
o Home &«
O, search |
Il My content J o
B Team content e
° Recent 0
[

LE Employer Services Report
8/14/2017 915 AM

LE Mini Registration Report by Office 2
6/28/2017 3:55 PM

LE Mini Registration Report by Office 3
8/23/2017 10:02 AM

. .. e

2) The copied version of
the Exit Report should
be displayed in the
Training Folder.

3) Click on the blue text
of the Exit Report.
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4) When the report
opens, click the Pencil
icon to edit in Authoring
mode.

5) Complete the required
information on the
Prompt page to validate
the report and click
Finish.

6) The report update/
validate box displays.
Click OK.

7) The Save icon is now
available. Click on the
drop-down arrow next to
the Save icon to display
Save as.

8) Click Save as.

"]

R

Ohio

Department of
Job and Family Services

Oﬂ' ice of Wurkfnrce Develoy

WIA EXxit Report

- Staff Office:
Case Status:
Case Status:

Department of
Ohlo ‘ Job and Family Servi

<% ParamDisplay...%>
EXITED
CLOSED
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9) Save the report into
the My content
>Training Folder.

10) Click Save.

IB B Mycontent > Training Folder

BB [ comverenroled

Exit Report

LE Employer Services Report

B B o

LE Mini Registration Report by Office 2

I LE Mini Registration Report by Office 3

Destination: Training Folder

Save as: |WIA Exit Report

Save

Cancel

Department of
Job and Family Ser

Dashboard.

1) Click the Home button to navigate
back to the IBM Cognos Analytics
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. IBM Cognos Analytics

Home < Bm > Training Folder

CCMEP Enrolled

Search @
419/2017 12:05 PM
My content o Exit Report
@ 10/24/2016 3:37 PM

Team content LE Employer Services Report

8/14/2017 9:15 AM
Recent LE Mini Registration Report by Office 2
6/28/2017 3:55 PM

LE Mini Registration Report by Office 3
8/23/2017 10:02 AM
8/23/2017 11:21 AM

LE Mini Registration Re ... by Office_Training.
8M16/2017 3:34 PM

LE Registration Report
419/2017 2:32 PM

E|
E|
E|
B LE Mini Registration Report by Office 8232017
E|
E|
B Open Case Report
10/2/2018 3:52 PM
R Report view of CCMEP ... Report- Cuyahoga
S /272018 3:18 PM

R Report View of Open Case Report
B 4/24/2017 5:30 AM

R Report view of WIA Exit Report
= 9/21/2018 4:30 PM

B WIA Exit Report
10/15/20r18 10:07 AM

[+ I G

2) Click on the My content >Training
Folder. Locate the WIA Exit Report.

3) Click on the three-dot icon and
click Create report view.

fi2

fiz

fi2

Open Case Report
10/2/2018 3:52 PM

Report view of CCMEP ... Report- Cuyahoga
Q72772018 318 PM

Report View of Open Case Report
4/24/2017 5:30 AM

Report view of WIA Exit Report
9/21/2018 4:30 PM

WIA Exit Report
10/15/2018 10:07 AM

Runas

Edit report

Create report view

{f»

=

View versions

Properties

Copy or move

Create shortocut

Embed

Share

Delete
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Save as

BB B Mycontent Training Folder [+
BB @ comepEnlied
O Exit Report
E LE Employer Services Report
[ LE Mini Registration Report by Office 2
[ LEMini Registration Report by Office 3
Destination: Training Folder
Save as: ‘F{epor‘t view of WIA Exit Report
|| Save || Cancel

4) Save as the report into the My content >
Training Folder. Click Save.

5) A Report View of the WIA Exit Report has
been created.
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Schedule a Report

Reports can be scheduled to run at a time that is most convenient for the user. For example, you
can schedule a report to run during off hours or when demand in the system is low. When
scheduling a report, the user can have it printed, e-mailed, or saved.

The user can schedule a report to run by minute, hourly, daily, weekly, monthly, or yearly. There
can only be one schedule for each report, so if multiple schedules for a specific report, are
required then the user could create report views and a schedule for each report.

After the schedule has been created, the report will run at the time and date specified.

1) Click on My content folder

z. IBM Cognos Analytics

0 Home B My content oY n
O, search | CCMEP Service Report- Cuyahoga .- IM Coanns An!
* 8/30/2017 11:18 AM
(») Runas

n My content - County Request

9/27/2018 9:41 AM & Edit report

@ .

m Team content E Cuyahoga [I2 Create report view

9/27/2018 10:14 AM =
° Recent Exit Report [ View versions

1

10/24/2016 3:37 PM
= Properties

[ ITA Performance Report

Fo4 foH -5
9/21/2018 8:35 AM [ Copy ormove
|E| ITA Performance Report-Franklin
5/8/2018 4:19 PM [i Create shortcut
- Training Folder </> Embed
9/21/2018 4:30 PM
« Share
I Delete
s 9/27/2018 of

2) Click on the three dot icon of the report you would like to schedule. A list will display on
the right-hand side of the screen.

3) Select Properties.
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4) A pop-up box will display. Select Schedule and click on the plus sign New button on
the right side of the menu to schedule a report.

TEJ CCMEP Services Report- Cuyahoga

Created: g/19/2018 2:15 PM
0 Owner

Modified: gr4g/2018 2:15 PM
- WILSOS05
Type: Report View

General Report | Schedule | Permissions

@ New
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Prompts in Scheduled Report

£ Back Create schedule

The user can schedule the report to
Schedule Weekly W

run weekly, daily, monthly, etc.

Period
Start W 2018-09-01 ) 8:15 AM
_ The time period that the user would
End @ 2018-12-31 () 4:30 PM like the report run can be populated.
D Mo end date
Run every 1 week(s)
On day(s) M T W T F 5 5
The user can select which day of the
week they would like the report to be
|| Daily time interval delivered.
Options

The user has the option to choose the
Format PDF > delivery format of their report (PDF,
Excel, etc.) as well as, choose be-
tween delivery options like Save or

Delivery | save ’ Email. The user can also choose to
set the values for the report prompts in
this section.

Prompts Setvalues 7

5) After selecting the desired report
criteria, click Create.

b4

Languages English (United States)

PDF Select

6) The report has been scheduled.

30



Log-Off

1) To log-off, click on the person icon on the right-hand side of the Cognos Connection
Toolbar. A drop-down will display. Click on Sign out.

My Account Information Icon

My schedules and subscriptions: The
user can view the reports that they have
scheduled.

My preferences: The user can set time
zone and language preferences.

WILSOS05

mm Sarah.Wilson@jfs.ohio.gov

My schedules and subscriptions

My preferences

Log my session

My Inbox

My Watch ltems

Sign out

WILSO0S05

mm Sarah.Wilson@jfs.ohio.gov

My schedules and subscriptions

My preferences

Log my session

My Inbox

My Watch ltems

Sign out
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Term Definition
Cognos The portal interface of Cognos
Connection
Comma Separated Values (CSV), a file format that contains text data, where
CSVv the fields in each record are separated by a character, such as a comma or
a tab. In Cognos, each record is separated by a tab.
Hypertext Markup Language (HTML), a markup language used to structure
HTML text and multimedia documents, as well as to set up hypertext links between
documents. HTML is used extensively on the World Wide Web.
Portable Document Format (PDF), a file format that maintains the formatting
PDF of the original document without the program and fonts that were used to
create it. In Cognos, you can view and print reports using this format.
A website or page that provides a single presentation and a single starting
Portal . . . .
point for a set of information— for example, IBM Cognos Connection.
Prompt A report element that asks for parameter values before the report is run.
Q A specification for a set of data retrieved from a data source. A report
uery specification can contain one or more queries.
A representation of a column of data in a data source. It contains a reference
Query Item ) .
to a database column, a reference to another query item, or a calculation.
Report Report is a generic term for the objects created or edited in Authoring Mode.
A query item added to a report is known as a report item. Report items ap-
Report Item pear as columns in list reports and as rows and columns in crosstab reports.
In charts, report items appear as data markers and axis labels.
Report output combines data at the point in time when the report was run
with a report specification. It is a document that can be displayed or printed.
Report Output IBM Cognos can produce report outputs in HTML, PDF, Excel or CSV
formats.
A reference to another report that has its own properties, such as prompt
. values, schedules, and results. You use report views to share a report
Report View
specification instead of making copies of it.
A specification for a time and date for a report to be ran.
Schedule
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Session The time during which an authenticated user is logged onto BIC Cognos.
Sort Organizing data in a sequential order.
In reporting, summaries are aggregate values that are calculated for all
Summary the values of a particular level or dimension. Examples of summary types
are: total, minimum, maximum, average, and count.
Structures in a database that contain data organized into rows and col-
Tables .
umns. In a model, query subjects represent tables.
A reusable report layout or style that can be used to set the presentation
Template
of a report or query.
A language that uses markup symbols or tags to create descriptions of
XML the structure of data. Unlike HTML, XML is extensible because the tags
aren’t predefined or limited.

For additional information on BIC Cognos reports or to request

training, please contact:

Paige Perigo
WIOAQNA@jfs.ohio.gov



