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Revision Histor
Date ‘ Revision Notes/Comments

January 13, 2022 Updated the copyright year; no other changes; cover date not updated
July 8, 2021 Applied minor edits and fixed some typos in the guide.
June 22, 2021 Fixed typo. Added "Studio" to "Query Studio" in the following sentence:

Query Studio is accessed from the New menu on the left navigation pane by
clicking New > Other > Query Studio.

June 21, 2021 Initial publication
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Cognos 11

NOTE: Multiple SAP Concur product versions and UI themes are available, so this
content might contain images or procedures that do not precisely match your
implementation. For example, when SAP Fiori UI themes are implemented, home
page navigation is consolidated under the SAP Concur Home menu.

Section 1: Overview

The SAP Concur reporting solutions known as Analysis and Intelligence are powered
by IBM® Cognos®. Currently, these solutions use Cognos version 10.2.1, and we
are updating to Cognos version 11.1.7. This change comes with an updated user
interface (UI) to improve customer experience, and Cognos version 11.1.7 is
designated by IBM as a Long Term Support (LTS) release.

This update brings some enhancements to Analysis and Intelligence, such as the
following:
e Enhancements to the user interface (UI):
¢+ More modern looking interface

+ Instead of hovering over actions such as ‘run a report’, ‘schedule a report’,
and more menu items, they can be found with just a right click.

e Report Studio is renamed to Report in Cognos 11

+ Report now has data element searching within the Concur Data
Warehouse Model

NOTE: The Cognos 11 update does not impact Standard Reports or existing data
elements offered within the Concur Data Warehouse Model. It is an update to the UI
only. All existing custom reports will be retained by design.

However, customers should pause on authoring new reports on the Friday before
they are scheduled to be migrated. Any reports in-progress over their migration
weekend may not be reflected after the upgrade.

Any scheduled reports queued during the assigned Saturday update window will not
run, similar to your experience during a regularly scheduled maintenance window.

The following pages describe the enhancements.

In this Guide

In this guide, the current Cognos version 10 user interface is called the Cognos 10
UI. The Cognos version 11 user interface is called Cognos 11 UI.
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Affected Users

This update only impacts users who have access to Analysis and Intelligence on the
Reporting tab within SAP Concur solutions. This includes users with the following
system roles:

e Cognos Consumer
e Cognos Business Author
e Cognos Professional

e BI Manager (depending on your set up, may be all people managers)
Screen Samples and Features
Your user role assignments and company configuration determine which features you
have access to in the Analysis or Intelligence products, so the fields, layout, options,
and other functionality shown in this guide may differ from those chosen by your
company.

Section 2: Accessing Cognos

There are no changes to how Cognos is accessed from within the SAP Concur
solutions.

To access Analysis from within SAP Concur solutions, click Reporting > Analysis.

SAP Concur Expense Approvals Reporting ~ App Ce

Analysis

To access Intelligence from with SAP Concur solutions, click Reporting >
Intelligence.

SAP Concur @ Requests Travel Expense Approvals Reporting ~

Intelligence

Section 3: Home Page

When you click Analysis or Intelligence from the Reporting menu in SAP Concur
solutions, the Cognos Home page appears.
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Cognos 10 UI

In Cognos 10, the Home page defaults to the Public Folders view, but you can
customize the Home page to display to specific page, report, or dashboard of your

choosing by clicking the home icon, llil “|, and then clicking Set View as Home.

SAP Concur Logoff & [ Q. fi- & Launche @«
O Public Folders My Folders  Persona Dashboard

Public Folders EE o % ¥ = =2

O | | Name ¢ | Modified ¢ | Actions

D ] CommaSavvy (p0132500irfk) June 16, 2020 1:33:47 PM E More

O H Concur Data Warehouse June 10, 2020 12:32:35 PM =l More

O - Dashboard Mefrics July 29, 2014 11:32:22 AM = More

D ] Intelligence - Standard Reporls January 29, 2013 1:45:15 PM E| More

The Home page contains a number of icons for managing the view and reports.

Log Off | | &~ fit~ &~ Launch. @ -

=T CEYYE L BEX BN

Entries: [1 | -[24 2]

The Launch menu provides access to the Cognos Workspace features, Report
Studio, Query Studio, and the SAP Concur Analysis / Intelligence Help.

Log Off & | |§v fir- &~ Launch:\‘@v
Cognos Workspace
@ Cognos Workspace Advanced N
\ Query Studio
—= =- A Report Studio H
L EI Dril-through Defintions [j/
Enfi « Help - Concur Model
| Modified © » Help - Report Catalog
Iarch & 2071 6-04-47 P = TarE
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Cognos 11 UI

In Cognos 11, the Home page defaults to the Welcome page, which contains a list of
the most recently viewed reports, dashboards, and pages. Like the Cognos 10 UI,
you can customize the Home page to default to a page, report or dashboard of your

choosing by clicking the More icon, -, in the top navigation bar, and then
clicking Set as home.

In Cognos 11, most of the icons are now located on the left navigation pane instead
of the upper-right corner of the Home page.

The public and personal folders and the Persona Dashboards are now also available
from the left navigation pane. Some of the features in the existing UI have been
renamed in Cognos 11. For example, Public Folders is now renamed to Team
content and My Folders is how renamed to My content.

L1 For more information about the icons on the Home page, refer to the Icons
section in this guide.

| For more information about navigating in Cognos 11, refer to the Navigation
section in this guide.

SAP Concur Welcome Resources - O
{ay Home
Search 0 .
a Hello. Welcome to reporting for SAP Concur solutions.
[ My content
[& Team content
Recent =
My portal pages
(© Recent Iﬁl : @
&) PersonaDashboards Quick Acce...enu Report  Report vie... Employee)
Report Report view
Last modified Last modified
4/20/2021, 11:01 PM 4/20/2021, 11:01 FM
Co
Persona Dashhoard Expense Entry Analysis
+ New @® Page Report
ICONS

A number of icons previously available on the Cognos 10 Home page are no longer
available on the Cognos 11 Home page, but the same functionality is still available in
Cognos 11. The access to the functionality has just been moved to another part of
the UI in Cognos 11.
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For example, in Cognos 10, there are icons for creating a new folder, , or job, ,
and for copying selections, , on the Home page.

In Cognos 11, the options for creating a new folder are moved to the top of the
folder list, and the option for creating a new job is accessed by clicking the New
icon, , on the left navigation bar.

The option for copying folders or reports is now available at the individual folder,
report, or dashboard level from the More menu, which is accessed by clicking the

More icon, . More information about the More menu and where functionality is
now available in Cognos 11 will be covered later in this guide.

NOTE: The width of your browser window and what you currently have displayed in
the main view determines whether the left navigation pane displays the icons along
with the icon name or whether the pane displays the icons only.
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Example of left navigation pane Example of the left navigation pane
expanded with both the icons and icon collapsed with only the icons displayed:
names displayed:

SAP Concur

{ Home

SAP Concur

Search
My content

Team content

Recel

B e O
B e [} O

My portal pages

Recent

B ©
B ©
ED

Persona Dashboards

Quic

Report
+ Mew +
Home page icons key:
Icon Name Description
Top Navigation Bar Icons
More Provides the Set as home option, which can be used to
make the report, dashboard, or story currently displayed
the default Home page.
Personal menu Provides access to My schedules and subscriptions, My
[ preferences, My Watch Items, About, and the Sign out
option.

Left Navigation Pane Icons

@ Home Opens the Cognos 11 Home page.
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Icon ‘ Name

Q Search

Description

Opens the Search feature from the left navigation pane.
The Search feature is used to globally search the My
content and Team content folders for the folders,
reports, dashboards, or jobs that you have access to.

My content

!

The My content icon in Cognos 11 is the equivalent of the
My Folders tab in the existing UI.

Team content

be?

The Team content icon in Cognos 11 is the equivalent of
the Public Folders tab in the Cognos 10 UI. This is where
you can access the Analysis — Standard Reports or
Intelligence - Standard Reports folder.

My portal pages

Opens the My portal pages list from the left navigation
pane.

® Recent Opens the Recently viewed list from the left navigation
pane.
m Persona The Persona Dashboards icon in Cognos 11 is the
Dashboards equivalent of the Persona Dashboard tab in the Cognos
10 UI. Opens the Quick Access Menu page.
New Provides options for creating new jobs and accessing Report

(formerly known as Report Studio), drill-through
definitions, Query Studio, and Workspace.

HINTS

The green dot displayed in the Cognos 11 UI indicates a UI hint is available for that

feature. Clicking the green dot

opens a brief description of the feature.

You can turn off the hints feature by clicking the Turn off hints link.

Resources

Set home page

pagde.

Turn off hints

You can set the current report,
dashboard, or story as your home
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RECENTLY VIEWED LIST ON THE TOP NAVIGATION BAR

The recently viewed list on the top navigation bar provides a list of the recently
viewed pages, reports, or dashboards for the current Cognos session. You can use
the list to quickly navigate back to something you recently viewed. This same list of
recently viewed pages, reports, and dashboards can also be accessed from the left

navigation pane by clicking the Recent icon, @ .

The name of the recently viewed list on the top navigation bar displays the name of
the page currently viewed.

For example, on the default Home page, the list displays Welcome.

SAP Concur Welcome Resources

@' Home

If you are viewing a report, such as the Expense Accrual report, the list displays the
name of the report.

SAP Concur 74 Expense Accrual Resources

) EXPENSE ACCRUAL

RESOURCES MENU ON THE TOP NAVIGATION BAR

The Resources menu on the top navigation bar provides links to the Analysis /
Intelligence documentation and SAP Concur Training Toolkit.

Resources

U

Standard Report Catalog

SAP Concur Model

SAP Concur Training Toolkit
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PERSONAL MENU ON THE TOP NAVIGATION BAR

The Personal menu on the top navigation bar provides links to your schedules,
subscriptions, preferences, and watch items. It also contains the Sign out option for
logging out of Cognos.

o

— My schedules and subscriptions

Iy preferences

iy Watch Items

About

Sign out

Section 4: Report Prompts Page and Report Output

The Cognos version 11 update does not impact Standard Reports or existing data
elements offered within the Concur Data Warehouse Model. It is an update to the UI
only. All existing custom reports will be retained by design.

In this section, you can see that the report prompts on the Prompts page and the
report output remain the same between Cognos 10 UI and the Cognos 11 UI.
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Cognos 10 UI

Example of the Prompts page for the Expense Accrual report.

Prompts

EXPENSE ACCRUAL

Options

Employees:

Countries/Region:

Date

* [apr 23, 2021 | E@-

Accrual Date:

Payment Types

Airplus Card -
Amex BTA APA

Amex BTA EMEA

AvCard

Cash

Cash Advance Return

Company

Company Paid (Check)
Company Paid (Ghost Card)
Corporate Card

Corporate Card CBCP A

Select all Deselect all

Payment Types:

AFGHANISTAN

ALBANIA

ALGERIA

AMERICAN SAMOA
ANDORRA

ANGOLA

ANGUILLA

ANTARCTICA

ANTIGUA AND BARBUDA
ARGENTINA

-

Select all Deselect all

Keywords:
Type one or more keywords separated by spaces.

. kS
Options

Results: Choice:

3

Campbell, Bruce

4 Remove

-

Campbell, Bruce

-

Select all Deselect all

Select all Deselect all

Cancel Finish

10
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Example of the Expense Accrual report.

SAP Concur

Log Off

%y About

Employees: Campbell, Bruce

EXPENSE ACCRUAL
Accrual Date: Apr 23, 2021
Payment type: Corporate Card CBCP
Countries/Region:

(= Keap this version = |

& @

m v ;E'#Add this report |

Payment Approval Report Date First Vendor Posted Transaction Country/Region Reimbursement Posted
Type Status Name Submitted Date Date Currency Amount
Campbell, Bruce (19000005)
Corporate SentBackto  Bruce Jun 26, 2008 May 14,  AUSTRALIA AUD 500.00
Card CBCP Employee Campbell 2008
Corporate SentBackto  Bruce Jun 26, 2008 Mobil May 14,  AUSTRALIA AUD 4556
Card CBCP Employee Campbell 2008
Corporate Mot Dinner in Jun 11, AUSTRALIA AUD 2,456.00
Card CBCP  Submitted Sydney June 2008
Corporate Mot Bruce Jun 17,  AUSTRALIA AUD 406.00
Card CBCP  Submitted Campbell 2008
Campbell, Bruce (13000005) 3,407.56
Apr 23, 2021 -1- 1:16:35 PM
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Cognos 11 UI

Example of the Prompts page for the Expense Accrual report.

SAP Concur Expense Accrual Resources
@ EXPENSE ACCRUAL
Q Prompts
o Date
*
Accrual Date: [ apr 23, 201 | B
Payment Types
Cash -
Cash Advance Return
® Company
Corporate Card CBCP
Corporate Card CECP (offsets not usad)
@ : Corporate Card IBCP
Payment Types: Corporate Card IBCP (Offsets)
Corporate Card IBCP (offsets applied)
Corporate Card IBIP
Employee
Meeting Card =
Select all Deselect all
Options
AFGHANISTAN
ALBANIA
ALGERIA
AMERICAN SAMOA
. _ ANDORRA
Countries/Region: ANGOLA
ANGUILLA
ANTARCTICA
ANTIGUA AND BARBUDA
ARGENTINA i
Select all Desslect all
Keywords:
Type one or more keywords separated by spaces.
[searen
Opticns ¥
Results: Choice:
Alexander, Xavier Edward Alexander, Xavier Edward
Employees:
ploy 4 Remove
-
— Select all Deselect all Select all Deselact all
+ Cancel Finish

12
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Example of the Expense Accrual report.

SAP Concur | Expense Accrual v Resources
ay EXPENSE ACCRUAL
—— Accrual Date: Apr 23, 2021
Q Payment type: Corporate Card CBCP
Countries/Region
[ Employees: Alexander, Xavier Edward
Payment Approval Report Name Date First Vendor Posted Transaction Country/Region Reimbursement Posted
m Type Status Submitted Date Date Currency Amount
Alexander, Xavier Edward (HR0000003)
Corporate Mot Trip from Friday's  Apr 22 Apr22  UNITED UsD 15.00
Card CBCP  Submitted Columbus to 2012 2012 STATES
@ Lendon
Corporate Mot Trip from United Apr 22, Apr22,  UNITED usD 50.00
Card CBCP  Submitted Columbus to Airlines 2012 2012 STATES
@ London
Corporate Mot Trip from Airport Apr 24, Apr24  UNITED UsD 125.00
Card CBCP  Submitted Columbus to Parking 2012 2012 STATES
Lendon
Corporate Mot Trip from Staples  Apr 25, Apr25,  UNITED usD 396.75
Card CBCP  Submitted Columbus to 2012 2012 KINGDOM
London
Alexander, Xavier Edward (HR0000003) 586.75
+
Apr 23, 2021 -1- 8:04:05 PM
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Section 5: My Content (Formerly My Folders)

In Cognos 11, the My Folders feature is renamed to My content, and the folders, and
contents of the folders previously located in My Folders are now located in My
content. The My content feature is where a user can store their personal reports and
content. Only the creator of the content has access to the contents of the My

content folder.

Cognos 10 UI

The My Folders feature is accessed by clicking the My Folders tab.

SAP Concur

Log Off

P —

tf~ &~ Launch. (@ -

e Cash Advance Workflow

bl CC Type for Travel data

hira L4 COA dimmptworkflow

Dashboard - Department Manager Cverview
hira L4 Employee Details

bl Employee Roles

pima} Expense Accrual by Date Range_test
piral Expense MVP

@P Japanese Custom After Reference 1D
@P Test Report - Currency Keys and Amounis
pinuc_d test report -QS fixpack13

mn  Travel Program Overview

00000000000 oDoo0oo0ooo0on
H
¥

@P Travel Program Cwerview - From Dev 02

Modified ¢

December 30. 2016 3:34:22 PM
MNovember 13, 2018 2:13:51 PM
March 7, 2019 4:35:38 PM
Movember 16, 2017 10:44:21 AM
Movember 3, 2016 10:05:45 AM
MNovember 3, 2016 10:06:38 AM

CF Public Folders My Folders =~ Persona Dashboard
My Folders
Name ¢
] Analysis Class
(= Harsh Test
= Kiran123
=] Rekha
e A Exceeds before
piral_d A Exceeds Localized

September 20, 2016 1:15:53 FM
September 26, 2016 11:05:43 AM
April 21, 2016 9°43:58 AM
January 23, 2017 12:51:39 PM
MNovember 15, 2017 12:58:55 PM
Hovember 15, 2017 1:00:17 PM
July 27, 2020 9:52:04 AM
MNovember 1, 2016 2:49:56 PM
October 4. 2016 4:19:07 PM
May 4, 2016 4:11.09 PM

May 28, 2019 10:18:13 AM
October 5. 2016 11:12:49 AM
October 4. 2016 12:16:45 PM

o % % o+ B
Entries: -_ - -].9 (3]

® B

Actions

ﬁ More._..
El More...
ﬁ More._..
E More...

14
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Modified <

December 30, 2016 3:34:22 PM
Movember 13, 2018 2:13:31 PM
March 7, 2019 4:.35:38 PM
Movember 16, 2017 10:44:21 AM
Movember 3, 2016 10:05:45 AM
Movember 3, 2016 10:06:38 AM
September 20, 2016 1:15:53 PM
September 26, 2016 11:05:43 AM
April 21, 2016 9:43:58 AM
January 23, 2017 12:51.39 PM
Movember 15, 2017 12:58:35 PM
Movember 15, 2017 1:00:17 PM
July 27, 2020 9:52:04 AM
Movember 1, 2016 2:49:58 PM
October 4, 2016 4:19:07 PM
May 4, 2016 4:11:09 PM

May 28, 2019 10:15:13 AM
Oclober 5, 2016 11:12:49 AM

October 4, 2016 12:16:45 PM

E More. ..

E More. ..

E More. ..

E More. ..

=0 2 h @ @% More...
=N @ Ei o= More...
B » B es more...

B » E es More...

=N ™ @ i o= More...
=0 2 L @ E"P_E. More...
=0 2 L @ E"P_E. More...
=N @ B o= More...
Bz » b @ B es More...
=l 2 h @ ﬁ% Moare...
=l 2 h @ ﬁ% Moare...
E [ 3 h @ ﬁ% More._..
=N ﬁ% More._..

= . h E?% Mare...

= » h E?% Mare...

The Actions column contains icons for the different options for managing individual
folders and reports, and the option for running reports.

(T Actions \
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Cognos 11 UI

You can access the My content feature from the left navigation pane.

SAP Concur

@' Home

Search

My content
U

Team content

o [ O

i

My porial pages

Recent

B2 ©

Persona Dashboards

16
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When you click My content, the contents of your My content folder are displayed to
the right of the left navigation pane.

SAP Concur

'@ Home

Q Search

My content

O
[El Team content

i

My portal pages

Recent

B ©

Persona Dashboards

+ HNew

My content

Burst Report Validation
3/10/2021 5:29 PM

Caroline

4/20/2021 9:13 PM

Loke

4/21/2021 4:36 PM

peter
4/20/2021 7:24 PM

Validation
3/5/2021 3:14 AM
Expense Accrual

4/7/2021 9:25 PM

Expense Accrual Test

4/7/2021 9:25 PM

Report view of Expense Accrual

4/9/2021 9:27 AM

Shortcut to Expense Accrual
3/31/2021 4:43 PM
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In the My content folder, the option for creating a new folder or URL is available at
the top of the folder list by clicking the New icon, .

SAP Concur @

'@ Home My content 4 @ w1l A
Burst Report Validatlo [ Folder

Q_ search O 5/10/2021 5:29 oM

. Caroline URL
| [] My content 01 202021 9112 o @
. J/

Loke

[E] Team content | 4/21/2021 4:36 PM

The options for managing individual folders, reports, and jobs are available on the
More menu. To open the More menu, place your pointer over the individual folder,

report, dashboard, or job to display the More icon,

SAP Concur [C]
m' Home My content + % 1l
Q searc o S Feprtelatn
I [ My content o Cerolne
E| Team content | E?zlfzczi 4:36 PM
My portal pages (I E,?E_-E?'rzczi?:zd -
@ R i ETIE{;‘;T‘;A AM
|ﬁ| Persona Dashboards =l Ex~pigjf§;§rg§l
Expense Accrual Test @
B 4/7/2021 9:25 pm
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Click the More icon,

, to open the More menu.

Example of the More menu for a folder:

SAP Concur

'@ Home

Q Search

D My content
m Team content

My portal pages

i

Recent

@

| o

My content

Burst Report Validation

3/10/2021 5:29 PM

Tl

S

Welcome -~

=] == — = dh—

Copy or move

Create shortcut

Delete

Properties

-
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Example of the More menu for a report:

SAP Concur Welcome
'@ Home My content + Y 1l
Burst Report Validation
o EEE D 3/10/2021 5:29 pM elcome -I:O q
|
m My content o _T:P __HE o
[E Team content O ::J:__ P
My portal pages [ E_:’__ -
@ Recent | E:'?E-'.:H . [> Runas
@ Persona Dashboards B L\\Sﬁ Editreport U
Toes @ Create report view
a | Tes
_ B View versions
anort v Fa of Exypaence Arc =
B aonomamram
R % Create anew job
Shortcut to Expense Accrual
@ 3/31/20214:43 PM ] Copy or mave
ie
o Create shortcut .
[l] Delets
+ New ® = Properties

NOTE: The screen tip option that was available for reports in Cognos 10 is not
available in Cognos 11.

In Cognos 10, the Screen tip field was located on the General tab on a report's Set
properties page. The screen tip option allowed you to add a screen tip that was
displayed next to the report name when you placed your pointer over the icon next
to a report in the report list.

] - Expensze Accrual
O @i Expense Accrual - Example of screen tip text

|:| 1@? Expense Eniry Analysis Details (grouped by Employee)
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Example of the More menu for a job:

SAP Concur [C]

'@ Home

Q search )
] My content | EN
[E Team content

Yy

My portal pages

Recant

B2 ©

Persona Dashboards

> Loke

MNew Report Test
4/22(2021 1:06 AM

Test
41222021 4:53 PM

Tl

I::-

ED

Welcome

a[come to S

Run as
View versions

Create a new job

*  Edit the job

EII

74

Copy or move

Create shortcut

Delete

Properties

Section 6: Team Content (Formerly Public Folders)

In Cognos 11, the Public Folders feature is renamed to Team content, and the
folders, and contents of the folders previously located in Public Folders are now
located in Team content. The Team content feature is where content available to all
Cognos users in your organization is stored, including the standard report catalog of
dashboards and reports in the Analysis — Standard Reports and Intelligence -
Standard Reports folders. A user's SAP Concur solutions' role and permission
assignments determine what content in the Team content folder the user can

access.
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Cognos 10 UI

The Public Folders feature is accessed by clicking the Public Folders tab.

SAP Concur

logon ¢ [ ]Q. - 3 Laneh. @-

Ooo0o0ogono

Co®&gl

Public Folders

Name ¢

Analytics Anybiz (p015505375a4)
Concur Data Warehouse

Concur Historical Reporting Data
Dashboard Mefrics

Intelligence - Standard Reports

O Public Folders My Folders  Persona Dashboard

Modified &

May 22, 2020 1:15:46 PM
June 10, 2020 12:32:35 PM
April 16, 2020 1:54:086 PM
July 29, 2014 11:32:22 AM

January 29, 2018 1:45:15 PM

e % e B

=

Actions
ﬁ More....
E More...
= more...
El More...
ﬁ Mare:
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When you click one of the folders on the Public Folders tab, such as the Analysis —
Standard Reports or Intelligence — Standard Reports folder, the contents of the
folder are displayed on the page.

SAP Concur Log OFf &
Gz Public Folders My Folders  Persona Dashboard

Public Folders = Intelligence - Standard Reports = E
O | | Name ¢ Modified ¢ | Actions
| [0 Accrual August 17, 2015 12:28:55 PM =l More...
| [0 Administration August 17, 2015 12:29:12 PM =l More...
O [0 Audit August 17, 2018 12:29:35 PM = more...
] [ Carbon Footprint August 17, 2015 12:30:03 PM =l More...
| [0 Company Billed Cards August 17, 2013 12:30:37 PM = More...
] 7= Compliance Movember 14, 2015 5:11:08 PM &= more...
] == E-Receipt August 17, 2018 12:31:19 PM = More...
|:| (| Expense Processing August 17, 2018 12:31:46 PM E More...
| [0 Finance August 17, 2015 12:32:06 PM =l Moare...
] CJ Fraud August 17, 2018 12:32:23 PM &= more....
| [ Invoice January 15, 2019 3:26:47 PM =l More...
| [0 Market Specific Reports August 17, 2013 2:23:49 PM =l More...
O [~ Meetings August 17, 2015 12:33:37 PM = more...
] == Maobile Usage May 4, 2020 5:04:54 PM = More....
| [0 Persona Dashboards August 17, 2015 12:34:28 PM = More...
O = Premium Dashboards January 15, 2019 4:22:33 PM &= More...
O Ca Previous Report Versions July 19, 2010 1:52:45 PM = more...
|:| (| Report Samples January 9, 2017 1:10:17 PM E More...
| [0 Spending August 17, 2015 12:37:44 PM =l Moare...
] [ Tax August 17, 2018 12:38:03 PM E more...
| [0 Travel Request August 17, 2013 12:38:29 PM =l More...
| [J  TripLink February 25, 2019 12:41:19 PM = More...
O [ Trips August 17, 2015 12:39:04 PM = more...
] [J  Wendor August 17, 2018 12:39:26 PM &= more....
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For folders, the Actions column contains the More link for managing folders.

Clicking the More link opens the Perform and action page for the folder.

Perform an action - Accrual Help (@)

Available actions:

£l Set properties

[0 View folder contents
B0 View my permissions...

O view my capabilities...

5 Move...

= Copy...
P create a shortcut to this entry...
4

Delete

Cancel

For reports, the Actions column contains a number of icons for managing and
running individual reports, including the Set Properties icon and More link, as well
as icons for viewing output versions, running the report, opening the report in Report
Studio, opening the report with Cognos Workspace, creating a report view, and
scheduling the report.

G Public Folders My Folders Persona Dashboard
My Folders EICE%SYE o E ® G Ik
Enfries: |1 - 13 (%]
O Name ¢ Modified ¢ Actions
[0  @m»  Copy of Expense Accrual March 19, 2021 3:07:30 PM b @ EeE
O frmar]_J Copy of Manager Dashboard January 13, 2021 10:48:32 AM =1 ' @ B 8z more...
0 % Spending reporis job May 10, 2021 2:27:15 PM = o2 More...
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Example of the Perform an action page for a report:

o<

B B i

i
b 4

Perform an action - Copy of Expense Accrual

Available actions:

Set properties

View report output versions

View my permissions...

Run with options...

Open with Report Studio

Open with Cognos Workspace Advanced

New schedule...

Move...

Create a shortcut to this entry...
Create a report view of this report...
Add to bookmarks...

Delete

Cancel

Help @
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Cognos 11 UI

You can access the Team content feature from the left navigation pane.

SAP Concur

My content

Team content

U

i

My porial pages

Recent

Persona Dashboards

B2 ©
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When you click Team content, the contents of the Team content folder are

displayed to the right of the left navigation pane.

SAP Concur

|_:| My content

E Team content

My portal pages

Persona Dashboards

@ Recant
(=)

+ HNew

Team content +

Concur Data Warehouse
11/5/2020 10:56 PM
Dashboard Metrics

7/29/2014 7:32 PM

Integration AWS Company (phos123488)
4/13/2021 9:01 PM

Intelligence - Standard Reports
1/29/2018 9:45 PM

Tl
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When you click one of the folders in the Team content list, such as the Analysis -
Standard Reports or Intelligence — Standard Reports folder, the contents of the
folder are displayed to the right of the left navigation pane.

SAP Concur

@' Home » Intelligence - Standard Reports  + % Tl
Accrual

Q Search O /172018 8:28 PM
Administration

D My content ] 8/17/2018 8:29 PM

[‘Q Team content M ':,Lil:il,t?c,.: P
Carbon Footprint

My portal pages O E_'l?_'EE’_-E.-E.:BI?}:'V
Company Billed Cards

(D Recent O e_'l?_'p:cf_; 8:30 PM
Compliance

@ Persona Dashboards o ... 512018 1:11 AM

E-Receipt

i 1/3/2020 8:39 PFM

Expense Processing

g/17/2018 &:31 PM

o Finance
8/17/2018 8:32 PM

Fraud
5 8/17/2018 8:32 PM

0 Invoice
1/16/2019 11:26 PM

Market Specific Reports

8172018 10:23 PM

Meetings
8/17/2018 &:33 PM

Mobile Usage

5/5/2020 1:04 AM

+ HNew |
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The folders, reports, and dashboards available in the Analysis — Standard Reports
and Intelligence - Standard Reports folders in Cognos 10 are the same folders,
reports, and dashboards available in Cognos 11. No changes were made to these
folders, reports, or dashboards with the Cognos version 11 update.

The options for managing individual folders and reports are available on the More

menu. To view the More icon, , place your pointer over the individual folder or
report.
SAP Concur v
@' Home » Intelligence - Standard Reports  + % Tl
Accrual
Q SEEIET i 8/17/2018 8:28 PM m
Administration
r—-l My content i 8/17/2018 8:29 PM
_ Audit
() Team content O &/17/2018 8:29 o1
Carbon Footprint
My portal pages O gj17/2018 8:30 P14
. . [T1]
Click the More icon, , to open the More menu.
Example of the More menu for a folder:
SAP Concur Welcome v
'm' Home » Intelligence - Standard Reports + % Tl
Q Search | | ‘:-'tf?r;rnc‘:l:Laa:zaw - L - A
17/ %r . _’(
. O Copy
[ My content oy Admnsiston
T &> Create shortcut
_ Audit
eam content T §
E m 8/17/2018 8:29 PP == Properties
My portal pages 0 Carbon Footprint

8/17/2018 &30 PM
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Example of the More menu for a report:

SAP Concur Welcome
m' Home » Intelligence ... Reports > ..ual + % 1l
Expense Accrual
Q LEEET | ] 3,-'3%,-'20214:4& PM ' ~ems n
% [» Runas

My content 8 Expense Accrual by Date Range

() 412021 3:37 P _
[1/2021 3:37 FM & Edit report
- N Top Employees with Unassigne ... CC Transactions
(5] Team content B ;132010 718 M @ Create report view
Unassigned Credit Card Transactions ) .
My portal pages = 6_,13_,20819 [ [ View versions

Recent Create a naw job

+ Add tojob
Persona Dashboards 1[

B O
“#

T Copy

@ Create shortout

4

Properties

Example of the More menu for a dashboard:

SAP Concur [C] powered by Cognos 11 e

'@ Home > ..t » Person..hboards + % Tl

Combined Spend Overview
Q Search | i -
1/9/2019 7:54 PM me -I:O repo

Department Manager Overview

My content
¥ O &8/17/2018 8:36 PM

bt [

Invoice Management Overview

Team content O 8/17/2018 8:35 PM
Spend Management Overview
e e 0O 8/17/2016 8:35 PM
Persona Dashboard i foer
® TR = 8/17/201810:24 PM %
'O Copy
Quick Access Menu Report
|E| Persona Dashboards [l 5/5/2021 1:42 AM a

& Create shortcut

& Add to My portal pages

=2 Properties
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Section 7: Persona Dashboards (Formerly Persona
Dashboard)

The Persona Dashboards are only available in Cognos if you have Intelligence or are
assigned the Cognos Professional Author role for Analysis. Persona Dashboards are
not available in Analysis unless you are assigned the Cognos Professional Author
role. The Persona Dashboard icon appears by default in the left navigation pane

for all BI Managers.

In this section, you can see that the Persona Dashboards remain the same between
Cognos 10 and Cognos 11, only the way you access the Persona Dashboards has

changed.

Cognos 10 UI

In Cognos 10, the Persona Dashboards are accessed by clicking the Persona
Dashboard tab or navigating to the Persona Dashboards from within the Intelligence
- Standard Reports folder (Public Folders > Intelligence - Standard Reports >

Persona Dashboards).

Clicking the Persona Dashboard tab opens the Quick Access Menu page for the
Persona Dashboards.

G PublicFolders My Folders Persona Dashboard

Quick Access Menu

,,,,,,,,,,
rrrrr

EL T : : TIIRSTITE
— nnnl § S

Department Manager Department Manager Expense Report Expense Management Overview Invoice Management Overview

Combined Spend Overview
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Cognos 11 UI

In Cognos 11, you can access the Persona Dashboards by clicking the Persona

Dashboards icon, Iﬁl , on the left navigation page or navigating to the Persona
Dashboards from within the Intelligence — Standard Reports folder (Team content
> Intelligence - Standard Reports > Persona Dashboards).

SAP Concur

My content

My portal pages

|
[E_I Team content

@ Recent
i

Persona IZilashl:rc:ran:lswEj

Clicking the Persona Dashboards icon,

@ , on the left navigation page opens the

Quick Access Menu page for the Persona Dashboards.

Department Manager Department Manager Expanse Report

B e W OO
i
g
§

Combined Spend Overview

Expensa Management Overview nvoice Management Overview
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Section 8: Navigation

With the Cognos version 11 update, the feature, folder, report, and dashboard
navigation now provides a more streamlined user experience, including a linked
navigation folder path.

Left Navigation Bar

Most of the navigation in Cognos 11 starts from the left navigation bar.

NOTE: The width of your browser window and what you currently have displayed in
the main view determines whether the left navigation pane displays the icons along
with the icon name or whether the pane displays the icons only.

SAP Concur

@ Home
Q Search

|:| My content
I:\.E_J Team content
My portal pages

® Recent
(]

Persona Dashboards

+ New
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Navigating Folders

Some features on the left navigation bar open a folder list, such as My content and

Team content.

When you click My content or Team content, the My content or Team content
folder list opens to the right of the left navigation pane.

In this example, the Team content folder list is opened:

SAP Concur

D My content

E Team content

My portal pages

Persona Dashboards

@ Recant
(=)

+ HNew

Team content : 5 1l

Concur Data Warehouse
1/5/2020 10:56 PM

Dashboard Metrics

7/29/2014 732 PM

Integration AWS Company (phos123488)

Intelligence - Standard Reports

A fagiand & G A DM

17292013 9.4

The name of the top-level folder, Team content, is displayed at the top of the folder

list.

To open a folder in the list, click the folder you want to open. The contents of the
folder are now listed to the right of the left navigation bar.
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In this example the Intelligence — Standard Reports folder is opened.

SAP Concur v
@' Home » Intelligence - Standard Reports + % 1l
Q B O ‘:l.iitg:ilf_aa:zaw

[ My conten o Aemneeen

(2] Team content O ‘:_'L:JLI:,i-i;tch_aa:z-; M

My portal pages O iraeis ey

© Recen: O ohottasom

@ Persona Dashboards 4 fE'TEp_'lzii:gi:’_i.&W

E-Receipt

i 1/3/2020 8:39 PFM

Expense Processing
8/17/2018 &:31 PM

Finance

g/17/2018 8:32 PM

Fraud
5 8/17/2018 8:32 PM

0 Invoice
1/15/2019 11:26 PM

Market Specific Reports
O 8f17/20158 10:23 PM

Meetings
8/17/2018 8:33 PM

+  New [ MgbdeUsage

(2020 1:04 AM

[41]

At the top of the folder list, the name of the folder you opened along with the folder
path are displayed. You can click any folder in the path to navigate directly to that
folder.
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In this example, the Department Manager Overview folder is opened. If you click
Intelligence - Standard Reports in the folder path, the Intelligence - Standard
Reports folder will open.

SAP Concur Welcome v

‘@ Home Team content > | Intelligence - Standard Reports | > Persona Dashboards > Department Manager Overview + v 1l
Q search D groos aaee

D My content a Eiib?;?{i;‘_:giﬁanmem Manager Expense Report Overview

lEl Team content I Ea;éhl;cc)zalri:—l:?:gsrtn1em Manager Overview

My portal pages

® Recent

@ Persona Dashboards

If the full folder path cannot be displayed, the Previous icon, , and the Collapsed
items icon, , are displayed to the left of the folder path.

SAP COI"ICI.II" Welcome
@ Home B> ...t » .. » DepartmentMa...Overview + 5 Tl
Gl e O oo 0sa ot o

[ My content 2 E.iihggfii:;lgiﬁartn1entManagerExPenseReportC'verv]ew

. N Dashboard - Department Manager Overview
[El eam content @ 3/25/2021 10:35 PM

My portal pages

@ Recent

@ Persona Dashboards

Clicking the Previous icon, , will navigate you back one folder level. So, if you
clicked Team content in the left navigation pane and then clicked the Intelligence
- Standard Reports folder, when you click the Previous icon, , you are returned
to the Team content folder.
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Clicking the Collapsed Items icon, , displays the current folder hierarchy. You
can navigate to any point in this folder hierarchy by clicking the applicable folder in
the hierarchy.

SAP Concur Welcome ~

>/

'm- Home /— I I

Department Ma ... Overview + % Tl

[ Team content

Q Search

1 Intelligence - Standard Reports

D My content n#nt Manager Expense Report Overview
I:E Team contdn [0 Persona Dashboards ngnt Manager Overview
My portal pages

Recent

©

@ Persona Dashboards

When you navigate to a specific folder in Cognos 11, Cognos 11 will retain your place
in the folder hierarchy for the current Cognos session even when you leave the
current view.

For example, during your Cognos session, if you are viewing reports in the Accrual
folder under Intelligence - Standard Reports in Team content and then open My
content, when you return to Team content, the Accrual folder will open.
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Filter By and Sort Panes

To the right of the folder name and path is the Filter by icon, , and the Sort icon,
|§|. Clicking the Filter by icon, , opens the Filter by pane to the right of the

folder list.

SAP Concur

{a} Home

Q search il
[ Mycontent [
(2] Team content 0
My portal pages [
(O Recent B
[2] Persona Dashboards ]

Welcome W

v

» Intelligen ... Reports > Person ... shboards +

Combined Spend Overview

1/9/2019 7:54 PM

Department Manager Overview

8/17/2018 8:36 PM

Invoice Management Overview
8/17/2018 8:35 PM

Spend Management Overview

8/17/2018 8:35 PM

Persona Dashboard
8/17/2018 10:24 PM

Quick Access Menu Report

3/25/202110:35 PM

Filter by

Keywords

Type

[JFolders

[ ] Dashboards
[]Data
[]Packages
[] Explorations
[]stories
[]Reports

[] Notebooks

[] other

Modified
@ All
O Today

() Yesterday

() Past week

() Past month

Clear all

As you enter your filter criteria, the contents of the folder are automatically filtered.
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For example, the Persona Dashboards folder is open. Entering manage in the
Keywords field filters the list to only display the items containing manage in the
name. In this example, only three folders in the list contain manage in their name.

@ Home

Intellige

n ... Reports

Person ... shboards +

Search

My content

Team content

B B O O

My portal pages

Recent

B ©

Persona Dashboards

Department Manager Overview

Invoice Management Overview

8/17/2018 8:35

Spend Management Overview

8/17/2018 8:35

PM

PM

Filter by

Clear all

Keywords

1 manags

Type

[JFolders

[ ] Dashboards
[]Data

[] Packages
[[] Explorations
[]stories
[]Reports
[]Notebooks

[]Other

Modified

@ All

O Today

(O Yesterday
(O Past week

() Past month

The filter criteria will be applied to any folder you navigate to. For example, if you
navigate to the previous folder, the filter criteria will also be applied to that folder.
The filter criteria are retained for the current Cognos session until your clear or edit
the filter criteria, even if you close the Filter by pane.

A dot on the Filter by icon, , indicates that a filter is currently being applied.

To close the Filter by pane, click the Filter by icon, , again.
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Clicking the Sort icon, , opens the Sort by pane to the right of the folder list.

SAP Concur Welcome v
'@ Home > Intelligen ... Reports > Person..shboards + % fl
Q Search 0o C:)crrlti\nceEI;SlJf:d Overview

- . e () Modified
D My content 0o gfea?riﬂf:tsl‘:'lizager Overview J

O Type
E Team content |}
) Order
My portal pages 0 ?jnin?ijflr:ig;em‘ent Overview
o (@ Ascending

Persona Dashboard

® e = 8/17/2018 10:24 PM

(O Descending

B Quick Access Menu Report

3/25/2021 10:35 PM

@ Persona Dashboards

By default, the Name and Ascending options are selected in the Sort by pane.
As you select the sort options, the contents of the folder are automatically sorted.

For example, the Persona Dashboards folder is open. Selecting the Modified and
Descending options sorts the contents of the folder by the last modified date in
descending order, with the most recently modified item at the top of the list and the
item with the oldest last modified date at the bottom of the list.

'@' Home > Intelligen ... Reports » Person..shboards + % Tl Sort by
Q Tt B Quick Ac: Menu Report
P 3 ). d
[ Mycontent I---1 erfcﬂnﬂa F?:'IZED:?:‘
(2] Team content [} C-C;rr\zlincesi :S_p f:d Ouerview
Order
My portal pages |}
() Ascending
® Recent |}
(@ Descending
@ Persona Dashboards [ Q:'Ilent Ouerview
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More Menu

For folders, reports, dashboards, and jobs in a folder list, the More menu is
available. The options for managing individual folders, reports, dashboards, and jobs
are available on the More menu. To open the More menu, place your pointer over

the individual folder, report, or job in the folder list to display the More icon,

SAP Concur J
@' Home » Intelligence - Standard Reports + % 1l
Accrual
Q LI O 8/17/2018 8:28 PM ﬁ
Administration
D My content i 8/17/2018 8:29 PM
_ Audit
() Team content O /1772018 8:29 P1
Carbon Footprint
My portal pages B s/17/2018 8:30 P
. . (11
Click the More icon, , to open the More menu.
Example of the More menu for a folder in Team content:
SAP Concur Welcome
m Home > Intelligence - Standard Reports + 5% 1l
Q. search | = ':-Ff?r;%liaa:zanw =L /> AR/
A7) ml_ . _
L . [ Copy
[ Myecontent o Lammereen
B £> Create shortcut
_ Audit
eam content T §
E m 8/17/2018 8:29 PH == Properties
My portal pages 0 Carbon Footprint

8f17/2018 &30 PM

Recently Viewed List on the Top Navigation Bar

The recently viewed list on the top navigation bar provides a list of the recently
viewed pages, reports, jobs, or dashboards for the current Cognos session. You can
use the list to quickly navigate back to something you recently viewed.
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Recent

The name of the recently viewed list on the top navigation bar displays the name of
the page currently viewed. For example, on the default Home page, the list displays
Welcome, if you are viewing the Expense Accrual report, the list displays Expense
Accrual.

The recently viewed list on the top navigation bar is cleared after each Cognos
session.

Example of the recently viewed list when viewing the default Home page:

SAP Concur Welcome &

{ay Home Welcome o

Q Search H [ Expense Accrual [x ] "
€ o4

r:] My content [ Quick Access Menu Report (x]

[ﬂ Team content [E) Dashboard - Expense Spend Management Overview €

Recent

My portal pages

@ Recent IEI : IE'I

[} PersonaDashboards Dashboard ...t Overview  Quick Acce...enu Rep

Example of the recently viewed list when viewing the Expense Accrual report:
SAP Concur ﬁ Expense Accrual /\h
'@ Welcome 0
Prompts . .

Q [ Quick Access Menu Report o —

D [B) Dashboard - Expense Spend Management Overview €

= [E Expense Accrual [x]

o Payment Types

The Recently viewed list is displayed when you click the Recent icon, @ , on the
left navigation pane and the Recent list displayed on the default Home page,
displays the last 20 pages, reports, jobs, and/or dashboards viewed by the user.
Unlike the recently viewed list on the top navigation bar, the contents of the
Recently viewed and Recent lists carry over from previous Cognos sessions. The
recently viewed list on the top navigation bar is cleared after each Cognos session.
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The list of recently viewed pages, reports, dashboards, and/or jobs displayed in the

Recently viewed list is the same list that is displayed in the Recent list on the
default Home page. Cognos 11 provides two different ways to access this list.

Example of the Recently viewed list:

SAP Concur

13[ Home

Q Search

My content

Team content

i

My portal pages

Recent

Persona Dashboards

B O

+ HNew

Recently viewed

Expense Accrual
Team content > Intelligenc ... Reports = Accrual

Dashboard - Expense Spend ... Overview
Team content > Intelli ... Management Overview

Quick Access Menu Report
Team content = Intelli ... > Persona Dashboards

Expense Accrual
My content

Test
My content > Loke

Mew Report Test
My content > Lokesh M

Report view of Expense ... by Employee)
My content > peter

Concur Dashboard
Team content > Dashboard Metrics

Persona Dashboard
Team content > Intelli ... > Persona Dashboards

Expense Entry Analysis
Team content > Intellig ... » Expense Processing

Test
My content > Caroline

Report view of Expen ... by Expense Type)
My content > peter
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Example of the Recent list on the default Home page:

SAP Concur

ﬁ Home

O‘ Search

B My content
m Team content
B3 My portal pages

o Recent

Persona Dashboards

Welcome

Hello. Welcome to reporting for SAP Concur sol
s N
Recent ==

Name Type Last modified

Report View of Expense Su... report view 8/23/2020, 4:24 PM

DV Job JoB 8/23/2020, 4:24 PM

Invisible Spend Trend Anal... report 8/23/2020, 4:24 PM

Quick Access Menu Report report 8/23/2020, 4:24 PM

Employee Details report 8/21/2020, 9:50 AM
\ o

l

Regardless of whether you are viewing the Recently viewed list from the left
navigation bar or the Recent list on the default Home page, the More menu is
available for each of the items in the list, just like if you were viewing the items in
My content or Team content.

Placing your pointer on the item displays the More icon,

. Clicking the More

icon, , opens the More menu for the item.
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Example of the More menu from the Recently viewed list:

'[Er Home Recently viewed
Q Search &) Expense Accrual
Team content > Intelligenc ... Reports > Accrual m e to re F
Dashboard - Expense Spend ... Overview
D R @ Team content = Intelli ... Management Overview
Quick Access Menu Report
m Ve es it m Team content > Intelli ... > Persona Dashboards @
> Runas
Expense Accrual
My portal pages ] Mylf):ontent
& Edit report
Test
Recent — i
® % My content > Loke i@ Create report view
Mew Report Test
@ Persona Dashboards = My content > Loke ] View versions
B Report view of Expense ... by Employee) %, Createanew job
My content > peter
= Concur Dashboard D Copy
Team content > Dashboard Metrics
a» Create shortcut
= Persona Dashboard
Team content > Intelli ... > Persona Dashboards
=) Remove from recent
= Expense Entry Analysis
Team content = Intellig ... > Expense Processing 2> Properties
8 Test
My content > Caroline
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Example of the More menu from the Recent list on the default Home page:

NOTE: The orientation of the More icon, , on the Home page is vertical instead of
horizontal.

Recent 88 H
Name Type Last modified
Expense Accrual Report 51172021, 7:42 PM :

Recent = -
Name Type Last modified
Expense Accrual Report 472272021, 8:50 PM
R [> Runas
Dashboard - Expense Spen... Report 472272021, §:45 PM
? Edit report
Quick Access Menu Report Report 472212021, 8:47 PM

%ﬁreale report view
[B) View versions

Expense Accrual Report 472272021, 8:47 PM

%y Create anew job

o
[}
o

Test Job 4/22/2021, 4: ) Copy

A Create shorteut

Blmes Plmm ek Tmms —— AINNIANAA AAD DRA

(=) Remove from recent

Properties

Section 9: Search

In Cognos 11, you can globally search the My content and Team content folders
for any folder, report, dashboard, or job that you have access to. The search results
can be filtered by object type (such as folder, report, or dashboard).

Searches can be saved to help save time when you need to re-run the same search.

In Cognos 11, you can also search the data model.

N For more information about searching the data model, refer to the Report
(Formerly Report Studio) section in this guide.
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P To search the My content and Team content folders:

1. Click Search, Q , in the left navigation pane.

The Search pane opens to the right of the left navigation pane.

SAP Concur powered by Cognos 11

|:| My content

@ Team content

My portal pages

iy

Recent

Persona Dashboards

B ©

+ New

Search

N
4]
W

[y 1
[

T
).J

You haven't saved any searches.

Tap the Save search icon after you
search.
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2. Enter the search term(s).

As you begin typing, search suggestions are listed.

SAP Concur @ powered by Cognos 11

Home

B @ I bk O O

Search

My content

Team content

My porial pages

Recent

Persona Dashboards

+

New

Search

Oy

() Expense| x
Expense Processing

Expense Accrual @

Expense Accounting Analysis

Duplicate Expense ltems

L

You haven't saved any searches.

Tap the Save search icon after you
search.

3. Either click one of the search suggestions or press the Enter key to run the

search.
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The search results are listed on the Search pane. The search results display
up to 50 of the top matches in search results.

SAP Concur powered by Cognos 11

'@' Home

Search

My content

Team content

My porial pages

B b P O

Search

Oy

o

Expense Accrual

50 Results

)

Expense Accrual
Team content = Inte ... Versions

Expense Accrual

IEI Team content = Int ... » Accroal
@ Recent - Accrual
Team content = Intelli ... Claims
@ Persona Dashboards 8 Expense Acc ... Date Range
Team content = Int ... » Accroal
8 Request Accrual
Team content = Int ... > Invoice
— Reguest Accrual
I Team content > Inte ... Samples
— Reguest Accrual
W Team content > Inte ... Versions
+ HNew
o Received A ... by Line Item
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To view the full path of an item in the search results, place your pointer over

the path below the item's name.

Search

) Expense Accrual

Team content > Int ... > Invoice

50 Results
& Expense Accrual
Team content = Inte ... Versions
& Expense Accrual
Team content = Int ... » Accroal
[ Accrual ”
Team content > Intelli ... Claims
Fmy ge...
Exp Team content > Intelligence - Standard Claims
EI Team content = Int ... > Accroal
& Request Accrual
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P To filter the search results:
1. After running a search, click the filter icon, , at the top of the Search pane.

2. Clicking the filter icon, , opens the Filter by pane to the right of the
Search pane.

—

SAP Concur powered by Cognos 11

@ Home Search 7 Filter by Clear all
Type
Search 'S ®
Q ) Expense Accrual [] Folders
D My content [ ] Dashboards
50 Results
‘:E_I Team content Expense Accrual D Data
@ Team content > Inte ... Versions
[ ] Packages
My portal pages g Expense Accrual

Team content > Int ... > Accrual

[] Explorations

@ Recent - Accrual
Team content > Intelli ... Claims I:‘ Stories
@ Persona Dashboards 8 Expense Acc ... Date Range []Reports
Team content > Int ... > Accrual P
8 Request Accrual [ ] Motebooks
Team content > Int ... > Invoice
— FRequest Accrual []Other
M Team content = Inte ... Samples
— Request Accrual Modified
M Team content > Inte ... Versions
8 Recsived A ... by Line [tem
Team content > Int ... > Invoice
() Today
Expense Processing
-

Team conient > Intelli ... Claims Cj Vesterday

e Expense Accou ... Analysis
Team content > I ... Processing () Past week

&) Duplicate Expense Items

iy p 2
i _ ast month
Team content ... Claims > Fraud !

+ New

Evnanca Entre Anabucic

3. Select the filters you want to apply to the search results.
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The search results are automatically filtered as you make your selections on
the Filter by pane.

Filter b -
Search TS ilter by Clear all
Type
Q) Expense Accrual x _
A EXP %—alders
[ ] Dashboards
2 Results
o Accrual D Jaa
Team content > ... Standard Claims

[ ] Packages

Expense Processing
Team content = ... Standard Claims

[ ] Explorations
[ ] Stories

[ ] Reports

[ ] Motebooks

[ ] Other

Modified
@ All

O Today

() Yesterday
o

[} Past week

() Past month
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4. To clear your filter selections, click the Clear all link at the top of the Filter
by pane.

5. To close the Filter by pane, click the filter icon, , again.

P To save a search:

1. After running a search, click the Save search icon, , at the top of the
Search pane.

SAP Concur @ powered by Cognos 11

@' Home Search ® |

Q Search (| Expense Accrual X

D My content
50 Results

[g) Team content 8 Expense Accrual
Team content > Inte ... Versions

="

2. Clicking the Save search icon, , saves the search and the Search was
saved message appears.

|
SAP Concur @ powered by Cognos 11

'@- Home Search o Search was saved

I Q Search (), Expense Accrual = Nelcon

r_—l My content

50 Results
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3. Saved searches are displayed on the Search pane when there are no search
results displayed on the Search pane.

The name of the saved search is the search ternﬁs) currently in the search

text box when you click the Save search icon, . For example, if "audit" is
the search term, the saved search name will be "audit".

SAP Concur powered by Cognos 11

Search

My content

Team content

My portal pages

If

Recent

Persona Dashboards

B O

Saved searches

Expense Accrual

4. To clear your current search and remove the search results from the Search
pane, click the x in the search text field.

Search

1 Expesnse Accrual

50 Results

Expense Accrual
Team content > Inte ..

=

ETSions
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P To run a saved search:

1. Click Search, Q , in the left navigation pane.

The Search pane opens to the right of the left navigation pane. Any saved
searches are displayed in the Saved searches list on the Search pane.

SAP Concur powered by Cognos 11

@ Home Search

My content

O
Saved searches
(=

Team content rental

My portal pages

If

Expense Accrual

Recent

Persona Dashboards

B O

2. Click a saved search link to run the saved search.
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The search results for the saved search are displayed on the Search pane.

SAP Concur powered by Cognos 11

@' Home Search T
Q Search Q, rental x
|-:| My content
34 Results
[EI Team content 8 Car Rental Details
Team content > Inte ... Versions
My portal pages 8 Car Rental Summary
Team content > Inte ... Versions
@ Recent 8 Car Rental Summary
Team content = In ... > Suppler
|ﬁ| Persona Dashboards Car Rental Details
IEI Team content = In ... > Suppler
8 Expensed by C ... Company
Team content = Dash ... Metrics
8 Booked by Car ... Company
Team content = Dash ... Metrics

Section 10: Running a Report or Dashboard

The process for running a report or dashboard with its default settings is the same
between Cognos 10 and Cognos 11.

To run a report or dashboard with its default settings, click the report or dashboard
name.

The functionality for running a report with options is the same, but where you run a
report with options in Cognos 11 is different than in Cognos 10.

NOTE:IBM has identified an error in Cognos 11 if using javascript for reports in
interactive mode. To avoid this error, make sure you are running reports with the
Run with full interactivity report setting set to No. The Run with full
interactivity setting is located in Report under RUNNING & VALIDATING.
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https://www.ibm.com/support/pages/cognos-analytics-11-error-when-trying-use-javascript-interactive-mode

Cognos 10 UI

Click a report's or dashboard's name in the Name column to run the report or

dashboard with its default settings.

Manager Overview = Detail Reports

i

Average Life Cl,rcleﬁelai Is
Average Spend by'—ategory Dgtails

}E_mb Credit Card Adoption Details

b g

@P Current Quarter Spend Details

b g Employee Spend Details

hrr g Future Trips Details

@P Policy Exceptions by Employee Details
@P Reporis Pending Approval Details

e Spend Overview Details

OooooooooOooo

@b Unsubmitted Transactions Details

O Public Folders My Folders Persona Dashboard

Public Folders = Intelligence - Standard Reports = Persona Dashboards = Depariment

| Modified ©

January 26, 2018 10:22:58 AM
January 6, 2020 6:50:50 PM
March 4, 2021 2:26:22 AM
September 27, 2020 3:34:01 AM
April 15, 2021 10:48:14 AM
March 3, 2020 10:55:42 AM
March 4, 2021 9:41:34 AM

July 8, 2019 12:27:06 PM
August 19, 2020 4:25:45 PM

December 13, 2020 6:19:50 PM

- E CB%YE 4B

| Actions

=)

To run a report or dashboard with options, click the Run with options icon, |E|

On the Run with options page, select how you want to run and receive the report

or dashboard.

Run with options - Average Life Cycle Details

Select how you want to run and receive your report.

Format:
HTML hal
Accessibility:

] Enable accessibility support

Language:
| English v

Delivery:
(@ View the report now

Prompt values:
Mo values saved

Prompt for values

Run Cancel

To specify a time to run the report, or for additional formats, languages, or

| delivery options, use advanced options.

Help @
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options link on the Run with options page.

If you want to run a report or dashboard with advanced options, click the advanced

Run with advanced options - Average Life Cycle Details

print them, or send an email notification.
Time and mode:
(@) View the report now
() Run in the background:
Now

Later:

| Apr 22, 2021

[2 :41 PM

Options
Format:
HTML A

Number of rows per Web page:

Enable selection-based interactivity

Accessibility:
] Enable accessibility support

Language:

| English

Prompt values

Mo values saved
Prompt for values

Cancel

Help @
Select how you want to run and receive your report. If you produce a single report output, you can view it. If you produce multiple report outputs, you can save them,

Click the Run button to run the report or dashboard.
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Cognos 11 UI

To run a report or dashboard, click the More icon,

, and then click Run as.

'@ Home

> Pers..oan » Depa...rvie

Average Life Cycle Details

> Detai..ports + % Tl

Q search B 11262018 6:22 PM e
[> Runas @
[ My content 8 ,f‘\,aeralge S:!:ﬁni]b\,-f Category Details
7/9/2019 8:29 & Edit report
[El Team content Credit Card Adoption Details =
- & 7/9/2019 8:30 PM i@ Create report view
My portal pages = E:ir.rzeﬂﬁ_F;Cz_Lllaa,rti: Spend Details @ View versions
i =, aw jo
® Recent (] En;il?ye?§pin1d Details % Create a new job
. . T3 Copy M
@ Persona Dashboards = fuat .erf _ Tn_pf :va]'alls
. & Create shortcut
Paolicy Exceptions by Employee Details M
& 7/9/2019 8:26 PM )
’ =~ Properties
=) Reports Pending Approval Details
i . PP

On the Run as page, select how you want to run and receive the report or

dashboard.

Runas

(I Runin background

[[] Enable accessibility support

@D Promptme
You will be prompted for input before the report runs.
Q Find
Format
(@) HTML O eoF O Excal
() Excel Data (O csv O xmL
Accessibility

Summary

Format

HTML

Languages

undefined

£ Reset defaulis

“

Click the Run button to run the report or dashboard.
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After a report or dashboard runs, you can click the Run As icon, E, on the top
navigation bar to access additional run options.

SAP Concur
. [m] Run HTML
@ Quickl/
Q Run PDF
?Erf.: 'm" - FUTLRE -
:...- hm THRFS
e 2 Run Excel o

TOF 10 SPENDING BMP1 Run Excel data

T

regs s s 1ea

Run C5V

By bt [

e W

Run XML

B ©

[> Resetprompts and run

\_ J

Caombingd Spand Dheandiw

Section 11: Copying or Moving a Report

In Cognos 11, the copy and move functionality is available on the More menu for a
report.

Cognos 10 UI

To copy or move a report in Cognos 10, click the More link in the Actions column.

G Public Folders My Folders Persona Dashboard
My Folders = e % @ £ B ®x =
O | | Mame ¢ | Modified ¢ | Actions
[J  mme  Copy of Expense Accrual March 19, 2021 3:07:30 PM =L OL:E ﬂ
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On the Perform an action page, click Copy or Move.

Perform an action - Copy of Expense Accrual Help @
Available actions:
El set properties
= View report output versions
EEJ View my permissions...
P  Run with options...
k. Open with Report Studio
@ Open with Cognos Workspace Advanced
©<  New schedule...
Create a shortcut to this entry...
E cCreatea report view of this report...
# Delete
Cancel
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Cognos 11 UI

To copy or move a report in Cognos 11, click the More icon for the report.

{nl My content
Bl e
i - fa_':.:::;_::
(2] = :::_h%z::_‘-'_:
- EE_::F::E_‘:-':
- =,
il o oo
o Symeton T
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On the More menu, click Copy or move.

SAPConcur[C] B 2 D

B

My content + Tl

Dyiret Doammrs ~ 1A =®

CUTrSL el Yalldatlo
D 2 fM10/2071 529 PM

IRE AVEAAGE LIFE CY
0

TN [—— ? S —— i

aroune ] :
i P

Sfaufe sl T 00 P o oo

| PRl B meare]

AMVERMGE SPEND
- g e il ) _
441 11

B & [ O
¥

Sl e e Ll FulSr : - POLGY EXCEFTIONMG B
B e

L o] AR |
R . (==
diigatlc .
S 2L D15 A

[> Runas

o
(1]
-
£
i
=
)
5
]
=
2k}

B ©
¥

B & Edit report
Expense Accrual Test
[ . 2021 9:25 PM @ Create report view

B oo com M View versions

2 Shortcut to Expense Accrua % Create a new job

=
[0 Copy or move @ ]

ae Create shortout

] Delete

== Properties
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Like Cognos 10, in Cognos 11, the move function is intentionally not available for
reports or dashboards in the Intelligence - Standard Reports or Analysis -
Standard Reports folder. In the Intelligence — Standard Reports or Analysis —
Standard Reports folder, Copy is displayed on the More menu instead of Copy or

move.

SAP Concur @ ﬁ Quick Access Me
'I:E[‘ > Intelligence - Standard Reports > Accrual + v Tl
Q 8 Expense Accrual
4/22/2021 8:50 PM
[> Runas o
D 8 Expense Accrual by Date Range 1
8/25/2020 12:05 AM & Editreport N
I:E Top Employees with Unassigne ... Unsubmitted CC Transactions . ]
& 6/13/2019 7:18 PM im Create report view
Unassigned Credit Card Transactions © View versions
m 6/13/2019 7:20 PM =
® % Create anew job ;
T Copy
. (oo & |-
@ Create shortcut
== Properties
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Clicking Copy or move or Copy opens the Copy or move dialog.

Copy or move: Expense Accrual ¥

Select a destination

o

D My content

m [0 Burst Report Validation
[0 Caroline
O Loke
O peter

Destination: My content

Select the destination where you want to copy or move the report, and then click the
Copy to button to copy the report or click the Move to button to move the report.
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If the move function is not available for a report, the Move to button is not
displayed in the Copy or move dialog.

Copy or move: Expense Accrual ¥

Select a destination

D Team content Intelligence - Standard Reports Accrual
m [Q Expense Accrual
[i] Expense Accrual by Date Range
[Q Top Employees with Unassigned or Unsubmitted CC Transactions
[Q Unassigned Credit Card Transactions

Destination:  Accrual

Cancel

Section 12: Scheduling a Report

Like Cognos 10, in Cognos 11, only reports or dashboards in the My content folder
(My Folders folder in Cognos 10) or your company's folder can be scheduled. You
cannot schedule standard reports or dashboards in the Intelligence - Standard
Reports folder or Analysis — Standard Reports folder.

NOTE: Reports or dashboards can only be scheduled in Analysis if you are assigned
the Cognos Professional Author role for Analysis.

If you want to schedule a standard report, you will need to create a report view of
the report and then schedule the report view. You can also copy the standard report
to the My content folder or your company's folder and schedule the copy of the
standard report.

The process and functionality for scheduling a report or dashboard is the same
between Cognos 10 and Cognos 11, but where you create a report view and
schedule a report in Cognos 11 is different than in Cognos 10.
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Cognos 10 UI

In Cognos 10, report views and schedules are created from the Actions column for a
report or dashboard.

SAP Concur logoff @ [ Q. fi &+ Launch. @

OF Public Folders My Folders Persona Dashboard

My Folders ST HE%SEE o B2 x 2k
Entries: -1 - -2 0

O Name @ Modified ¢ Actions

(] b Copy of Expense Accrual March 18, 2021 3:07:30 PM =N (=

[ fmk  Copy of Manager Dashboard January 13,2021 10:48:32 AM = O =]

» To create a report view for a report or dashboard:

1. Navigate to the applicable report or dashboard.

2. Click the Create a report view of this report icon, , for the report or
dashboard.

fF Public Folders =~ My Folders

Public Folders = Intelligence - Standard Reports = Premium Dashboards = Actionable Analytics B ® =R :f=
Entries: - D 1)

1 Name ¢ Modified ¢ Actions

] L Msnager Dashboard October 24, 2017 1:06:15 PM ErbhQE

N @b Mznager Spend Trigger Alert - Card Spend May 18, 2017 11:38:07 AM E » k @

|:| @P Manager Travel Expense and Budget Alert June 14, 2017 2:33:51 PM El [ k @ E’ Lo

O

@P Manager Travel Expense and Budget Monitor Alert June 14, 2017 2:35:43 PM El [ k @ E’ g More...

The New Report View wizard page opens.

Specify a name and description - New Report View wizard Help @
Specify a name and location for this entry. You can also specify a description and screen tip.

Name:

|Report View of Manager Dashboard

Description:

Screen tip:

Location:
Public Folders > Intelligence - Standard Reports > Premium Dashboards > Actionable Analytics
Select another location... Select My Folders

Cancel < Back Mext = Finish
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3. Enter the report name, description, and screen tip.

It is best practice to save the report view to My Folders so that the view is
only visible and available to you.

4. In the Location section, click Select My Folders, and then click Finish.

Clicking Finish creates a report view for the report or dashboard on the My
Folders tab.

» To schedule a report or report view:

1. Click the My Folders tab.

2. Click the Schedule icon, , for the report or report view.

NOTE: The Schedule icon, , is only available in Intelligence or if you are
assigned the Cos Professional Author role for Analysis. The

Schedule icon, , is only available in Analysis if you assigned the
Cognos Professional Author role.

GF Public Folders My Folders

My Folders

I ERYER LB LR
Entries: l:lfu

(| Name ¢ Modified © Action
|:| fﬂ_mb Report View of Manager Dashboard October 25, 2017 3:19:52 AM E re..

il
o
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The Schedule page opens.

Schedule - Report View of Manager Dashboard

any of its details.

Priority:

[] Disable the schedule

Frequency:
Select the frequency by dicking on a link.

By Day ByWeek ByMonth ByYear By Trigger

Every week(s) on:

[ Monday [] Tuesday Wednesday [ | Thursday

[] Friday [ saturday [] Sunday
Daily Frequency:
¥ N - N -
[ Every betweenIQ.OUAM vc_“_IdIS.OO PM |
Credentials:

Concur_sallyl (Concur_sallyl)
Options

[[] awerride the default values

Formats:
Default

Accessibility:
Default

Languages:
Default

Delivery:
save the report

Prompt values

[ override the default values
No values saved

0K Cancel

Schedule this entry to run at a recurring date and time. You can run using the default values or specify the options. You can disable the schedule without losing

Help @

Start:

Oct 25, 2017 v
| 9 135 AM o

End:
® No end date
(O End by:

Oct 25, 2017 @
| 9 135 AM o

3. Define the schedule for the report or report view, and then click OK.

When you create a schedule for a report or report view, you are the schedule

owner for this report schedule.
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Cognos 11 UI

In Cognos 11, report views and schedules are created from the More menu for a
report or dashboard in Team content or My content.

Report views are created by clicking Create report view from the More menu.

SAP Concur powered by Cognos 11 Welcome

{ay Home > Intelli..epor > P..d > Action..Analytics + % Tl
Manager Dashboard .
Q ezl | B 61072018 7:16 P - )
[> Runas
D My content 5] I'_v’l.?n‘aﬂ%e:r?[}Jgr;(ElTrlggerAlert-CardSpend
5/4/2018 6:46 PM & Edit report
— tent Manager Travel Expense and Budget Alert _
Dﬂ eam conten = 5/29/2018 2:55 AM @ Create repor:vie'.'v@
My portal pages 5] I'év’l.?:g?ge,rj?rfa’v:aillfxpense and Budget Monitor Alert B View varsions
° .
® Recent % Create anew Job
|—|:| Copy AM
@ Persona Dashboards
a» Create shorteut
AM
== Properties
I 4/19/2021, 3:36 PM

Schedules are created for reports and report views in the My content folder or your
company's folder by clicking Properties on the More menu and then clicking the
Schedule tab.

SAP Concur powered by Cognos 11 Welcon

{a] Home My content + ¥ Tl

[» Runas e

[ My content o v -
L View versions
[E_I Team content % Create anew job
My portal pages 'O Copy or move
- & Create shortcut
ecent

I Delets

Persona Dashboards

B ©

== Properties @
==

HEDOIT
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SAP Concur powered by Cognos 11 Welcome
@ Home My content + Y T @ Report view of Manager Dashboard
R t view of Manager Dashboard
Q search | B oo s Created: 5/6/2021, 9:05
2 ouner PM
T ] Modified: &/6/2021, 9:05
My content phosl ... urAdmin BM
Type: Report View

Team content
General Report| Schedule |Permissions

B bt [

My portal pages
@ Recent +
@ Persona Dashboards
==

No schedules created

Start by creating a schedule for your report.

Create schedule
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P To create a report view for a report or dashboard:

1. In the My content, Team content, or Recent folder list, navigate to the
applicable report or dashboard.

2. Click the More icon, , for the report or dashboard and then click Create
report view.
SAP Concur powered by Cognos 11 Welcome
'@ Home > ..t » .. » Actiona..nalytics + % Tl
Q. search | o lmmime —
T [> Runas Ir
My content _ N . :
D ! = 2 ¢ Edit report
- xpense and Budget Alert
(2] Team content [ - e = [ @ Create report view @ ]
My portal pages e H xpense and Budget Monitor Alert £ View versions
® Recent %y Create a new job ma
T Copy 021
@ Persona Dashboards
& Create shortcut
021
=2 Properties
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The Save as dialog opens with the current folder displayed.

Save as *

D » Intelligence - Sta ... Reports  » Premi..hboards » Actiona ... Analytics
m [al Manager Dashboard

[l Manager Spend Trigger Alert - Card Spend

[&] Manager Travel Expense and Budget Alert

[[] Manager Travel Expense and Budget Monitor Alert

Destination:  Actionable Analytics

Save as: |Repcrt view of Manager Dashboard

Cancel

It is best practice to save the report view to My content so that the view is
only visible and available to you.
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3. Click the My content icon, and in the Save as field, enter the report view

name.

Save as

My content

Destination: My content

7

Save as! |Report view of Manager Dashboard

4, Click Save.

Clicking Save creates a report view for the report or dashboard in My

content.
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P To schedule a report or report view:

1. Click My content, D , in the left navigation pane.

2. Click the More icon, , for the report or report view and then click
Properties.
SAP Concur powered by Cognos 11 Welcon|
'@ Home My content + v OTl
Q Search | B ?E-pol—“n:e :c-:"l‘rj’anag':r Dashboard .
S [> Runas e
D My content o .
0 View versions
[E_I Team content %, Create anaw job
T Copy or mave
My portal pages ¥
& Create shortcut
@ Recent
iy Delete
@ Persona Dashboards
== Properties @
Hepore
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The Properties pane opens to the right of the My content folder list.

3. Click the Schedule tab.

SAP Concur powered by Cognos 11 Welcome W

o) Home My content + % T fid Reportview of Manager Dashhoard
Report vi f Manager Dashboard
Q_ Ssearch | B - ;Pa_zj - Created: 5/6/2021, 9:05
el Owner - liwl ,
) Modified: 5/6/2021, 9:05
My content phosl ... urAdmin PM
Type: Report View

General Report| Schedule |Permissions

J
m Team content
|

l58) My portal pages

® Recent o 0
&)

Persona Dashboards
=3

Mo schedules created

Start by creating a schedule for your report.

Create schedule

4. Click the Create schedule button.
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The schedule page opens.

Frequency

Type

Repeat svery

Repeat on

Period

Start

No end date

Advanced

Schedule Options

Report view of Manager Dashboard

Prompts
Weekly
1 ™~ week
w
M T w

By 2021-06-21

v
F 5
(© 11:42PM

Summary

Scheduls

Run every 1 week(s) from June 21, 2021 at 11:42

PM on Thursday.

Credentials

Priority

3

Format
HTML
Delivery
Save
Languages

English

{) Reset default options

5. Define the schedule for the report or report view.
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6. Click the Options tab.

Report view of Manager Dashboard

Schedule Options Prompts

Q_ Find

Format

HTML [ POF
Edit options

[] Excel Data [] csv

Accessibility

] Enable accessibility support

Delivery
Save
@ Save report

] Send report by email

] send report to mobile device

[ Excel

[ xML

Summary

Schedule

Run every 1 week(s) from June 21, 2021 at 11:42

PM on Thursday.

Credentials

Priority
3
Format
HTML

Delivery

5

ave

Languages

English

{) Reset default options

7. Define the options for the report or report view.
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NOTE:In Cognos 11, IBM has identified a known issue regarding the Send
report to mobile device and Print delivery options on the Options
tab. The Send report to mobile device and Print check boxes are
displayed and can be selected, but these two delivery options are not
currently supported. Do not use the Send report to mobile device
and Print delivery options at this time.

Delivery
Save

@ Save report

O Save as a report view

[] Send report by email

[ ] Send report to mobile device

[ ] Print .
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8. Click the Prompts tab.

Report view of Manager Dashboard

Schedule Options Prompts

You currently have no prompt values

Summary

Schedule
Run every 1 week(s) from June 21, 2021 at 11:42

PM on Thursday.

Credentials

Priority
3
Format
HTML
Delivery

Save

Languages

English

{2 Reset default options

9. Define the prompts for the report or report view, and then click Save.

Section 13: Creating Jobs

In Cognos, jobs are a collection of reports, report views, and other jobs that are
scheduled together. The individual steps for a job reference each report, job, and/or
report view assigned to the job.

The process and functionality for creating a job is the same between Cognos 10 and
Cognos 11, but where you create a job in Cognos 11 is different than in Cognos 10.
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Cognos 10 UI

In Cognos 10, jobs are created by clicking the New Job button, , at the top of

the Public Folders and My Folders tabs.

Log Off & \:IQV v &+~ Launch. (@

SAP Concur
[ Public Folders = My Folders
My Folders
|l Name ¢

Persona Dashboard

Modified ¢

Entries: - (+]

Actions

=er ce%en +eox 50

Clicking the New Job button opens the Specify a name and description — New

Job wizard page. Enter the job name, description, and screen tip, select the
location for the job, and then click Next.

MName:

Specify a name and description - Mew Job wizard Help @

Specify a name and location for this entry. You can also specify a description and screen tip.

ISpending reports job

Description:

Most commonly run spending reports

Screen tip:

Spending reports job

M

Location:
y Folders
Select another location...

Cancel « Back

Next >

Finish
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Clicking Next opens the Select the steps — New Job wizard page. Select the
reports, report views, and/or other jobs you want to assign to the job, define the
sequence of the reports, report views, and/or other jobs for the job, configure the
other job settings, and then click Next.

NOTE: It is best practice to run the steps of a job in sequence.

Select the steps - New Job wizard Help @

Select the entries to include as steps of this job and the options to use when this entry runs.

Steps: Entries: 1 -4
Il «.> Name Options and prompt values
O ] ...~ Excessive Personal Car Mileage Default &
O 8] .~ Top Spend by Vendor Default &
O L] .~ Top Spenders by Employee Default #
O 5] ..~ Top Spenders by Expense Type Default &

Add... Remove Modify the sequence... Reset to default value

Submission of steps:
Submitting steps in sequence implies that a step is submitted only upon completion of the step before it.

) Al at once

(@) In sequence

Continue on error

Defaults for all steps:

Select this option to spedfy default values for all steps of this job.
Default
Set..

Run history details level:
Select the level of details to save in the run history when the run activity completes successfully. For failed runs, the details are saved.

All hd

Cancel < Back Mext = Finish

Clicking Next opens the Select an action - job page. Click the save option for the
job, then click Finish.

Select an action - job Help (@
Select whether you want to run, schedule, or save only, when the wizard doses.

Action:
(@ Save and run once
() Save and schedule

i) Sawve only

Cancel < Back MNext > Finish
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Cognos 11 UI
In Cognos 11, jobs are created from the New menu on the left navigation pane.

Click New, and then click Job to open the New job page.

SAP Concur powered by

@ Home

Q Search

My content

Team content

ot 4

fif

My portal pages

Recent

B O

Persona Dashboards

&) Report
[2 Job @
Other
+ e
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In the Steps section, click Start by adding some steps.

SAP Concur E‘ New job* Resources
Steps Change default step Run options
Q options
. Run order
I':l Type Name Step options [+]
O Run all at once
m @ Run in sequence
Continue on error
@D Enabled
g —
| |
Start by adding some steps
+

In the Add job steps dialog, navigate to and select the reports, report views, and/or
other jobs you want to assign to the job, and then click the Add job steps button.

Add job steps b

r_—| Team content > Intelligence - Standard Reports > Spending
| [El [ Internet Usage
[E Top Spend by Vendor
[E Top Spenders by Employee
| [E Top Spenders by Expense Type

Jobstepstoadd  gyooccive Personal Car Mileage % Top Spend by Vendor ¥

Top Spenders by Employee 3 Top Spenders by Expense Type X

Add job steps Cancel
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The reports, report views, and/or other jobs you selected are displayed in the Steps

section. To add additional steps to the job, click the Add job step icon, .

SAP Concur E‘ New job* Resources
- .
Steps Change default step Run options
Q options
. Run order
I':l Type Name Step options [+]
O Run all at once
m 1 [E] Report Excessive Pe... Car Mileage Defined by report @ Run in sequence
2 [2) Report Top Spend by Vendor Defined by report Continue on error
@D Enabled
® 3 [ Report Top Spender...y Employee  Defined by report
@ 4 [E Report Top Spender.xpense Type  Defined by report
+

You can change the order of the steps by dragging and dropping the steps into the
order you want.

NOTE: It is best practice to run the steps of a job in sequence. To run the steps in
sequence, click the Run in sequence option under Run options.

To edit the options for a report, report view, or other jobs assigned to the job, place

your cursor over the step and then click the Edit options icon, .

SAP Concur = Newjob* v

E Steps Change default step
Q options
) Type Name Step options )
[‘g_] = [3 Report Top Spend by Vendor Custom Iyl % =
2 ] Report Excessive Pe... Car Mileage Defined by report
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Clicking the Edit options icon, , opens the step options dialog.

Top Spend by Vendor ®
Options Prompt Summary
Q_ Find Format
HTML
Deliver
Format

HTML [] pOF [] Excel

Edit ...ions

Excel Data csv XKML
[] ExcelData [] CS .l ) Reset defaults

Accessibility

[] Enable accessibility support

Delivery
Save

@ Save report

o Save as a report view
] Send report by email

[] Send report to mobile device

] Print .

Languages X

Close
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For reports, click the Prompt tab to modify the default report prompts for the job

step.
Top Spend by Vendor ®
Options Prompt Summary
Format
-
+ . HTML
— Delivery
Save
° ® Languages
undefined
- -— {3 Reset defaults
You currently have no prompt values
Close

Modify the step options and then click Close to save your changes.

To remove a step from aﬁb, place your cursor over the step and then click the

Remove job step icon,

New job * - Resources
i Steps Change default step
Q options
) Type Name Step options [+]
= = [& Report Top Spend by Vendor Custom YOI
2 [@ Report Excessive Pers...l Car Mileage  Defined by report
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If you modified the default option for a report, report view, or other jobs assigned to
the job and want to revert it back to its default settings, place your cursor over the

step and then click the Reset options to default icon, .

SAP Concur [ Newjob* Resources
i Steps Cha}nge default step

Q options

I"_‘l Type Name Step options [ +]

m = [& Report Top Spend by Vendor Custom £ @

2 (2] Report Excessive Pers...| Car Milzage  Defined by report

To modify the default step options for the jobs, click the Change default step
options link.

Clicking the Change default step options link opens the default step options dialog
for the job.

New object x
Options Summary
Q_ Find Format
HTML
Delivery
Run to Produce report outputs W .
Languages
undefined
Format

{2 Reset defaults

HTML [] POF [] Excel

Edit ...ions

Evenl Natn 1 rew WL

Close

Modify the default step options and then click Close to save your changes.
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To save the job, click the Save icon, , on the top navigation bar.

SAP Concur [C] | &

L Steps Change default step
Q options
) Type Name Step options [ +]
[E 1 [ Report Tep Spend by Vendor Custom

Clicking the Save icon opens the Create new job dialog. Navigate to where you
want to save the job, enter the job name, and then click the Save button.

Create new job ®

(] My content

>

[§| [0 Burst Report Validation
[0 Caroline
O Loke
O peter

Destination: My content

Save as: |Spending reports job

Save Cancel
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After saving the job the job name is displayed on the top navigation bar, and the
Run now button and Schedule link are displayed for the job.

SAP Concur = Spending reports job v Resources
Steps Change default step Run options
Q options
. Run order
I':l Type Name Step options [+]
O Run all at once
m 1 [E] Report Top Spend by Vendor Custom @ Run in sequence
2 [2) Report Excessive Pe... Car Mileage Defined by report Continue on error
@D Enabled
@ 3 [ Report Top Spender...y Employee  Defined by report
@ 4 [E Report Top Spender.xpense Type  Defined by report m

t}Schedule

If you want to schedule the job, click the Schedule link to open the schedule pane.

SAP Concur = Spending reports job v Resources
Change default step Run options
3 options

Q .

== . Run order
) Step options [+]

=3
O Run all at once

= - e Custom @ Run in sequence
No schedules created Defined by report Continue on error

Start by creating a schedule for your Job. @D Enabled

Defined by report

S m

Defined by report

B O

t}Schedule
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Click the Create schedule button to open the schedule dialog for the job. Define the

job schedule and then click Save.

Spending reports job

Schedule
Frequency
Type Weekly w
Repeat every 1 ™ week
\/
Repeaton M T W T

Once you define the schedule for a job, clicking the Schedule link opens the
schedule pane with the job's current schedule information.

SAP Concur @ E‘ Spending reports job v Resources
@ / @ enavie Edit Delete
Change default step Run options
Q Summary options
Run every 1 week(s) from May 10, 2021 at 11:59 PM on
Mond . Run order
) enday: Step options o
O Run all at once
[El Custom @ Run in sequence
Defined by report Continue on error
@D Enabled
® Defined by report
@ Defined by report m

t}Schedule

N /
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Section 14: My Preferences

My Preferences is now located on the Personal menu on the top navigation bar in
Cognos 11. In Cognos 10, My Preferences is located on the My Area Options menu.

Cognos 10 UI

=]
On the My Area Options menu, , click My Preferences.

%~ &~ Launch. (7.

My Wailch ltems

My Preferences

o
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Clicking My Preferences opens the General tab on the Set preferences page.

Set preferences

General Parsonal Portal Ta

Specify your settings.

NMumber of entries in list view:

Separators in list view:
|Nn separator V|

Style:

Preview

Portal

Default view:

@ List

() Details

Regional options

Product language:
(@ Use the default language
() Use the following language:

Frialich g

Time zone:
(@) Use the default time zone
(") Use the following time zone:

[] Enable bidirectional support
Base text direction for content:

TewT m W

OK Cancel

bs

Report format:

B v

Show the Welcome page at startup
Show a summary of the run options

[ Enable accessibility support for reports I run or schedule

Content language:
(@ Use the default language
() Use the following language:

Frnialich g

Help @
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Example of the preference settings on the Personal tab.

Set preferences Help (@)

General Personal Portal Tabs

View the summary of your authentication infermation and manage your credenfials. You can also view the groups and roles
whose access permissions you have in this session and the capabilities available to you

Primary logon

The primary logon represents the namespace that you first logged on to in this session and the credentials that you used

Namespace:
Concur

User 1D:
d0002045berg_alphaadmin@democoncur.com

Given name:

Surname:

Email:

Alerts
Specify the email address to use for your alerts about new versions.

Email:

Credentials

Specify the users, groups or roles that can use the credentials to run activities. First, you must create the credentials.

Groups and roles

Entries: 1 -5
| ..> Name | Namespace | Type
&é . d0002045berg_professional Concur Group

i i T T T M A A VA A T
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i Tk T T T T T Tl T T T T T P P

Groups and roles

Entries: 1-3

| ..> Name | Namespace | Type

ﬁ& .~ d0002045berg_professional Concur Group

&8 <. Everyone Cognos Group

ff  ~. Al Authenticated Users Cognos Group
ﬁﬁ .~ Buthors Cognos Role
i .~ Query Users Cognos Role
ﬁﬁ .~ Consumers Cognaos Role
ﬁﬁ .~ Express Authors Cognos Role
ﬁﬁ .~ Concur Data Warehouse Cognos Role

Capabilities

Capabilities | Granted
[%=] Cognos Viewer v
Context Menu

Run with Options

Selection

Toolbar

Collaborate

Allow collaboration features
Launch collaboration tocls

Dinll-Through Assistant

Executive Dashboard

Usa Advanced Dashboard Features

L A Y T T T 4

Use Inferactive Dashboard Features

W@WWVWVWMVVWVVWVWWWVVVVVWVWVVWVW

- Use Interacfive Dashboard Features
%5 External Repaositories
b View external documents
[==] Glossary
Lineage
CQuery Studio

& Advanced

i Create
[ Report Studio
- Bursting
- CreatefDelete
-+ HTML ltems in Report

Scheduling

- Schedule by day
- Schedule by month
- Zchedule by trigger

- Schedule by week

- Schedule by year

|2 Watch Rules

A T T e Y T T T T I S SR 4

QK | | Cancel
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Example of the preference settings on the Portal Tabs tab.

Set preferences

General Personal Portal Tabs

] ... Name

O Public Folders

O & My Folders

| .~ Persona Dashboard
Ok Cancel

Select the entries to indude as tabs in your portal.

Help @

Entries: |1 | - |3 |Q

Add... Remove Modify the sequence...

Cognos 11 UI

On the Personal menu, click My Preferences.

o

F My schedules and subscriptions

Iy preferences @
My Watch Items
About

Sign out
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Clicking My Preferences opens the General tab on the My preferences pane.

My preferences

General Personal

Home page Reset to default

Report format HTML ~

Turn on accessibility features

Show hints
Options for your region

Time zone

<]

Product language

<]

Content language

<]

L]

Bidirectional language support

A
oo,
T
+
'
L)

|

I
+
1
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Example of the preference settings on the Personal tab.

My preferences
General Personal
Email
Advanced A
Credentials Henew
My credentials Manage »
Groups and roles View details »
My capabilities View details %
Logging Managde »

NOTE:In Cognos 11, IBM has identified a known issue regarding the Email field on
the Personal tab. Email addresses entered in the Email field cannot be saved. Do
not use the Email field at this time.

For the preference settings under Advanced on the Personal tab, click the link next
to the advanced preference setting name to manage or view more information about
the setting.
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For example, to view more information about the Groups and roles setting, click
the View details link.

Advanced A
Credentials Hensw

My credentials Managde »
Groups and roles View details »
My capabilities View details »

Clicking the View details link opens the Groups and Roles pane.

Resources

€ Back Groups and Roles

In this session, you can use the access permissions of these
groups and roles:

Groups
All Authenticated Users
Everyons
phosl23488_professional_budgeting

Roles
Authors
Concur Budgeting
Concur Data Warehouss
Consumers
Planning Contributor Users
Query Users

Click Back to return to the Personal tab.
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Section 15:

Report (Formerly Report Studio)

In Cognos 11, Report Studio has been renamed to Report. Report is used by report
developers and authors to create new and manage existing custom reports and

report templates. While the location of Report and the look of the UI for Report has
changed in Cognos 11, the functionality is essentially the same between Cognos 10

and Cognos 11.

One new feature that is now available in Cognos 11 is the ability to search the

Concur Data Warehouse.

Cognos 10 UI

Report Studio is accessed from the Launch menu at the top of the page by clicking

Launch > Report Studio.

SAP COI'ICI.II‘ Log OFf - ~ &~ Launch- .
@ Cognos Workspace
(’D Cognos Workspace Advanced
G Public Folders = My Folders Persona Dashboard b Report Swais
. . EZ Drikthrough Definitions @
Public Folders [ 9 2 ¢
» Help - Concur Model
Entrigg
» Help - Repori Catalog
(] Name ¢ Modified ¢ Actions
O & Concur Data Warehouse March 9, 2021 6:04:47 PM =l More....
O (] Dashboard Metrics July 29, 2014 11:32:22 AM = More
O (] Demo Sales Cligbook (d0002045berg) March 9, 2021 7.09.59 AM =l More...
I:I [Bm} Intelligence - Standard Reports January 29, 2015 1:45:15 PM E More._..

Clicking Report Studio opens the Select a package (Navigate) dialog. Select the

Concur Data Warehouse package.

Select a package (Navigate)
Select which package to use.

Recently used packages:

Concur Data Warehouse

List of all packages:
Cognos > Public Folders

Name ¢
EE Concur Data Warehouse ~w
] Dashboard Metrics
] Demo Sales Clighook (d0002045berg)
] Intelligence - Standard Reports
Cancel

Help @

Search

Entries: |1 |-|a | &
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Clicking the Concur Data Warehouse package opens the following dialog.

Y Create new bt T o

‘ - e
S S

4067 T 37532590

= = G o
7> Open existing i ST i T S e oy T

Show this dialog in the future

Close

To create a new report or template, click Create new. In the New dialog, click the

type of report or template you want to create.

Mew Help =
Package:
| Concur Data Warehouse |
] [ il MR 3
Blank List Crosstab Chart Map Financial

= |

Repeater Table Blank Active Report Active Report

=} ¥
= £

Repart Template Existing...
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To open an existing report or template, click Open existing. In the Open dialog,
select the report or template you want to open, and then click the Open.

Open

Look in:

o3

Public Folders

I B My Folders _vI FW Ch Ak B (R
™ Copy of Expense Accrual

3

Ity Folders

Type: | (All) -~

[ Open Cancel

The new or existing report or template opens in Report Studio.

= Meetings
] Configuration

New® - IBM Cognos Report Studio - Geegle Chrome = m} X
]
File Edit View Structure Table Data Run Tools Help .
D& R b (] o B~ @ Ti7- ERTRN ?
IFJ't JISiZE J H ; ; —|1pt _vl__/v : g g
= —
E
2
= Concur Data Wareghouse o
- [ Expense z
[+ Invoice =
£} Travel

EL
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Cognos 11 UI

Report is accessed from the New menu on the left navigation pane by clicking New
> Report.

SAP Concur powered by

My content

Team content

My portal pages

i

Recent

Persona Dashboards

B ©

Ep

Report @

[7 Job

+  Other

+ New
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Clicking Report opens the Templates and themes page. Click the type of report or
template you want to create, and then click OK.

SAP Concur

Templates and themes

Templates Themes

Blank

1beside 2

Blank active report

1beside 2 active report

This page uses flow layout.
Objects will be arranged top-
to-bottom as in a word
processing document. Drop
objects here to add them to

this page.

o e
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Clicking OK opens the Insertable objects pane in Report.

SAP Concur EI A2 ﬁ New report Resources

@ Report » Pages » Pagel & Pagedesign v
;D Insertable objects h

i 2

74

f
-

Select a source

Select and add a data source to build
your report.

Select a source

\& J

Click the Select a source button to open the Open file dialog.

Open file *

D Team content

[E = Concur Data Warehouse
O Dashboard Metrics
O Integration AWS Company (phos123488)

O Intelligence - Standard Reports

Cancel
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Select the Concur Data Warehouse package, and then click Open.

If you want to open an existing report or template, navigate to the report or

template and then click Open.

The new or existing report or template opens in Report.

SAP Concur =

@ Report >
Insertable objects
(N
i )

Q. Find

Pages > Pagel

@ ~ %3 Concur Data Warehouse
> T Expense
> B Invoice
> B Travel
> T Budget
> B Meetings
> & Configuration

f

Resources

14

&  Page design v
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In Cognos 11, you can now search for data elements in the Concur Data Warehouse
package and search for report objects from the Insertable objects pane in Report.

P To search for data elements in Report:

1. After opening the Concur Data Warehouse package, on the Insertable

nlg .

objects pane, click the Sources tab,

2. In the search field, enter your search term(s).

SAPConcur[¢] E~ [ £ o

m- Report >

I:| Insertable objects

i 2

Pages » Pagel

@ “ i Concur Data Warehouse
> T Expense
> B Invoice
> H Travel
> T Budget
> B Meetings
> T Configuration
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3. As you enter your search term(s), the matching search results are
automatically displayed below the search field.

SAPConcur[c] B~ 12 <

o Report > Pages > Pagel
[ Insertable objects B
i g
Q. audit *
@ abc Concur Audit Status ~

sbc Fxpense Audit Required
sbie Expense Audit Required Code
> [ Audit Service
> B8 Concur Audit Service
b Auditor Comment
® Audit Start Date
@ Audit End Date
b Audit Status
b Audit Status Code
b Auditor Mame
b Auditor D
b Auditor Email Address
o Audit Instance Gount

# Audit Key
# Auditor Key
+ # Auditor Prompt Key
| L > B3 AnditPoacane w J |
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4. To view the data item expression associated with a data element in the

search results, place your pointer over the data element.

Insertable objects 1
)
“Ig =
—_—
Q. audit
@ ﬂlLi)Gcmcur Audit Status

]

atl [Expense].[Report Header Information].[Concur Audit Status]

s Expense Audit Required Code
v B2 Audit Service

» B Concur Audit Service
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P To search for report objects in Report:

1. On the Insertable objects pane, click the Toolbox tab, .

2. In the search field, enter your search term(s).

SAPConcur[c] E v £2 ©

Report » Pages > Pagel
Insertable objects il

L <

ED

~  PINNED
I Text item
O Block
fH Table
M List
e Crosstab
2% Visualization
> TEXTUAL
? LAYOUT
> DATA CONTAINER
> PROMPTING

> ADVANCED
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3. As you enter your search term(s), the matching search results are

automatically displayed below the search field.

SAPConcur[¢] [E v [ 2 ©

@ Report >
I:| Insertable objects

i 2

Pages » Pagel

Q. table

~ PINNED
fHH Table

~ LAYOUT
fHH Table

* DATA CONTAINER
Data table
Repeater table

=! Table of contents

[@ Table of contents entry

)
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Section 16: Query Studio

Query Studio is used to create simple queries and reports in IBM Cognos Business
Intelligence. While the location of Query Studio and the look of the UI for Query
Studio has changed in Cognos 11, the functionality is essentially the same between
Cognos 10 and Cognos 11.

NOTE:In Cognos 11, Query Studio requires the Mozilla Firefox ESR browser. Query
Studio does not currently support other browsers, such as Microsoft Edge, Google
Chrome, or Apple Safari.

Cognos 10 UI

Query Studio is accessed from the Launch menu at the top of the page by clicking
Launch > Query Studio.

[EZ cognes Workspace

(&) Cognos Workspace Ads d
N, Query Studio

+ | [ Report Studio @
Drill-through Definitions

SAP Concur got & [ €. @w.a- Launchv\]@v

ﬁ' Public Folders My Folders Persona Dashboard

Public Folders 22 E-

En » Help - Concur Model

O Name & Modified ¢ « Help - Report Catalog
O & Goncur Data Warehouse March 9, 2021 6:04:47 PM =

|:| B} Dashboard Metrics July 29, 2014 11:32:22 AM ﬁ More...
O =] Demo Sales Cligbook (d0002045berg) March 9, 2021 7-09:59 AM E Meore...
D [} Intelligence - Standard Reports January 29, 2018 1:45:15 PM E More.

Clicking Query Studio opens the Select a package (Navigate) dialog. Select the
Concur Data Warehouse package.

Select a package (Navigate) Help &

Select which package to use. Search

Recently used packages:

Concur Data Warehouse

List of all packages:
Cognos > Public Folders Entries: |1 |- 4 |©

Name ©

Concur Data Warzhouse =
Dashbeard Metrics

Demo Sales Clighook (d0002045berg)
Intelligence - Standard Reports

I:: E: EE

Cancel
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Query Studio opens.

SAP Concur LogOff f) & @ -

Menu 4

Insert Data @D@@%Exmﬁbvgﬁ'ﬂz;E'E_E=E<—m—»
Edit Data

Change Layout |}>‘F0nt VHS\'ZE V| A~ B I U %~-F]- M @
Run Repart

Manage File

Title

Concur Data Warehouse
& Expense

& ln\mi:e

# [B] Travel ‘You can also drag and drop items into the report.
=) Meetings

=) Configuration

Select and insert items from the tree to fill in the report.

Use Ctrl+click to select multiple items in the tree or report.

Right-click report item headings to access commonly-used actions.

Insert =

2
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Cognos 11 UI

Query is accessed from the New menu on the left navigation pane by clicking New

> Other > Query Studio.

Clicking New > Other opens the Companion applications pane.

SAP Concur |§| powered

m' Home

Search

My content

Team content

o O O

My portal pages

i

Recent

B ©

Persona Dashboards

D

Report

[ Job

+ Other @

+ New
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On the Companion applications pane, click Query Studio.

NOTE: Query Studio will not appear on the Companion applications pane if you
are using an unsupported browser. Make sure you are using the Mozilla Firefox ESR
browser to access Query Studio in Cognos 11.

SAP Concur @ powered by Cognos 11

@ Home

Companion applications

i

My portal pages

Recent

Persona Dashboards

B ©

+ New

Q Search g Drill-Through definitions
[ My content 1 Query Studio [ 2
[E] Team content # Workspace
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Clicking Query Studio opens the Select a package (Navigate) dialog. Select the
Concur Data Warehouse package.

Select a package (Mavigate)

Select which package to use. Search

Recently used packages:

Concur Data Warehouse

List of all packages:

Cognos > Team Content Entries: - D o
| Name %

EE Concur Data Warehouse ~w

[0 Dashboard Metrics

= Integration AWS Company (phos123488)

= Intelligence - Standard Reports

Cancel

Query Studio opens on a separate tab.

IBM Cognos Query Studio - New

Menu MIDEHB »@Xwa p T -4 2
Insert Data | . . .

v [Sze | A~ B I U &~ [+
Edit Data fo [Font |[sze ] A~ U &-FE-a@
Change Layout
Run Repart
Manage File

Concur Data Warehouse
Expense
Invoice

Select and insart tems from the tre= o fillin the report,
Travel

Budget You can also drag and drop items into the report,
Meetings
Configuration

Use Crrl+click to select multiple items in the tre= or report,

Right-click report item headings to acoess commanhy-used actions,
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