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Objectives

After completing this program, the learner will be able to:

Access Rubix (a Cognos-based tool)

Set default portal pages and define preferences

Navigate to and execute financial reports

Describe and utilize prompts

Describe report layout

Utilize Cognos export features 

Define Advanced Run Options

Create a Report View

Schedule Report Views to run automatically
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Chapter 1: Getting Started
[bookmark: _Toc281894488]Introduction to Congos
[bookmark: _Toc281894489]Logging In

To access the Cognos System:

Open the web browser Internet Explorer.
Browsers such as Firefox, Chrome, etc. are not fully supported by Cognos.

Type Cognos in the Address field and then press ENTER.

Type your network Login

Type your network Password.

You should see a window similar to the following (see Figure 1.1):

 (
Fig 1.1
)


 (
If you have logged in before and unchecked the “Show this page in the future” checkbox, you will see a different screen after logging in.  To get back to this page you may use the Help Options menu “Go to Welcome Page” option.  Also, this page is dynamic and contains items to which you have access.  Therefore, you may see more or fewer objects based on your security permissions.
)








[bookmark: _Toc281894490]Welcome Page Options
	
	Option
	Description

	My Home
	Takes you to your default Cognos page.  Your default page is set using the “Set View as Home” (drop down arrow next to the home icon in the menu bar once you are in the main Cognos Connection section.)

	Cognos Content
	Takes you to the main Cognos Connection page.

	Query My Data
	Opens Query Studio

	Quick Tour
	Opens a new web page with tutorials of some of Cognos tools

	Log Off
	Logs you off the Cognos System


[bookmark: _Toc281894491]Cognos Connection Main Page
Cognos Connection is the Web portal for Cognos. It is the starting point to access your BI information and the functionality of Cognos. Use the portal to view your organization’s business intelligence content, such as reports, dashboards, etc. If you have the necessary permissions, you can access the various studios from the portal and use them to create and distributing reports
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	ID
	Item
	Description

	A
	Portal Tab Menu
	Allows for adding, removing, and rearranging the Portal Page Tabs

	B
	Portal Page Tabs
	Access defined portal pages for easy access to information that is important to you.  Portal pages can be arranged in a number of ways, but usually combine business data that belong together on one portal page.

	C
	Current User ID
	Display user sign in to Cognos

	D
	Log Off Link
	Logs you off the Cognos System

	E
	Search Box 
	Search for objects (reports, packages, etc.) within the Cognos environment.

	F
	Home Button
	Takes you to your default Cognos page.  Your default page is set using the “Set View as  Home” (drop down arrow next to the home icon in the menu bar once you are in the main Cognos Connection section.)

	G
	Preferences Menu
	Allows you to set preferences.  

	H
	Launch Menu
	Launch Cognos applications (Query Studio, Report Studio, etc.)

	I
	Help Buttons and Menu
	Context specific help using the question mark.  Also, the menu has additional help features.

	J
	Menu Bar
	Contains menu bar items.  This bar changes based on where you are currently at in the Cognos environment.

	K
	Portal Tab Scroll Buttons
	Used when there are more portal page tabs than will fit on the screen.  

	L
	Current Portal Page View
	Main body of the currently select portal page.


[bookmark: _Toc281894492]Portal Pages
Cognos Connection portal pages provide quick access to Cognos business intelligence and performance management information, such as reports, metrics, dashboards, or additional Cognos tools.  Dashboards are pages with enhanced functionality. The information is displayed on multiple tabs that are easy to navigate. Each tab can include different segment of information.  The information is relevant to specific users or business objectives and can be monitored at a glance.   
Portal Pages are accessed by clicking on the Portal Page Tabs.
Portal Page Tabs are visible based on having security to view the portal page.
Most Portal Pages usually combine business data that belong together on one portal page.
Certain Portal Pages have special uses (see Home Portal Page and My Folders portal page below.)
[bookmark: _Toc281894493]Home Portal Page
	
This is the OHSU portal page that contains information about our Cognos system:  link to a simple instructions document on running reports, email address for reporting team, OHSU’s Rubix and EPIC Help desk number, etc. 
This can be used by system administrators to distribute vital information about the Cognos system (i.e. downtimes.)



[bookmark: _Toc281894494]My Folder Portal Page 
Each person’s “My Folders” portal page is unique to that individual’s login. Items on this portal page can only be seen by the user who is logged into the Cognos environment at that time (similar to your H-Drive on the network.)

[bookmark: _Toc281894495] (
Fig. 1.4
)Adding a New Portal Page

Click the Tab Menu Icon

Click Add tabs…  (see fig. 1.4)

You should see two links – “Public Folder” and “My Folders” (see fig. 1.5)

Click “Public Folders” link

 (
Fig. 1.5
)Click the “My Folders” link

Click  to move the checked portal pages to the “Selected Entries” box (see fig. 1.6)

Click 	
	
You should now have the additional portal pages. 


 (
Fig. 1.6
)










[bookmark: _Toc281894496]Preferences
You can personalize the way data appears in Cognos Connection by changing your preferences. Changes take effect immediately in the current session. The preferences are stored and used for future sessions unless you change them.

Setting Preference:
Select “My Preferences” from the “My Area” icon drop down. (see fig 1.7)
 (
Fig. 1.7
)Change the setting on the “Set Preferences” page. (see fig 1.8)

 (
Fig 1.8
)


The “Personal” page contains information about the current user (email address, etc.)  This is pulled in through the network using active directory.
The “Portal Tab” option allows for an additional way to add, organize or remove portal tabs from your Cognos environment.



[bookmark: _Toc281894497]Preference Page Options

	Option
	Description

	Number of entries in list view
	This determines how many items will show up in various lists in the Cognos environment.  If the list has 100 items and this is set to 25, then you will have to use the “Next Page” functionality to see 26-50, then 51-75, etc.  Setting it too high will result in longer wait times for really long lists to display.  Recommend setting between 50 and 200.

	Separators in list view
	Setting to “Alternate Backgrounds” or “Gridlines” helps when viewing lists in the Cognos environment.  It is recommended to use something other than“No Separator”

	Style
	Various predefined styles:  border colors, fonts styles, etc.  Each style can be Previewed before selecting to change the style.

	Report format
	Determines the default report run format when running a pre-built report.  HTML is the default and should be used.  Tip:  If you usually print  a report, it may be better to default to PDF format.  If you usually export to Excel, it may be best to default to the appropriate Excel format.  

	Other Settings 
	Recommend leaving the default setting.



 (
These settings will be saved with your profile.  When you log in again at another workstation, it will use your personal settings.  Most of the settings can be left with the default setting.
)


























[bookmark: _Toc281143044][bookmark: _Toc281894498]Folder Structure
The Public Folders tab contains folders and reports that are utilized by many at OHSU.  You may have access to many folders in the Public Folders section.  This document, however, will focus solely on the reports contained within the OHSU Financial Reporting folder.  

The My Folders tab can be utilized by individual users to maintain their personal reporting.   You may also have other tabs associated with EPIC data (i.e. Inpatient Units, Patient Business Services, Diabetes, etc).  This documentation will only focus on the OHSU Financial Reporting.


 	
[bookmark: _Toc281143045][bookmark: _Toc281894499]Accessing Reports from Folders
To access the reports contained within the OHSU Financial Reporting folder simply select the folder called OHSU Financial Reporting.  This should provide the user with subfolders.  Most users will have at least one subfolder called General Ledger Reports.  Again, select the General Ledger Reports folder to access the financial reports. 



 (
Use the breadcrumb trail to navigate through the folder structure.  Also,
 t
he documents contained within the General Ledger Reports folder have been reviewed and approved by Central Financial Services department.
)

[bookmark: _Toc281143046][bookmark: _Toc281894500]Financial Reports and Directories
The following reports will be available at go live or shortly thereafter.  Below are the name of each report and a brief description of the report.  Additionally, the folder path to access the reports is provided.

	Public Folders > OHSU Financial Reporting > General Ledger Reports

	
	Operating Statement Report
	This report provides a top to bottom review of actual-to-budget variances; income statement format is used for report structure.  

	Public Folders  > OHSU Financial Reporting > General Ledger Reports > Account Variance Reports

	
	Fund Group Summary
	Report provides a view of Fund groups (i.e. Restricted, Unrestricted, Foundation) by Executive, Department, etc. for operating, capital or both.

	
	Departments By Executive
	This report displays information by Executive and enables a user to view drill through reports by Fund/Reporting Org or Subdivision.

	
	Divisions and Subdivisions by Department
	This report provides view of data by divisions and/or subdivisions.

	
	Fund / Reporting Org Summary
	This is a multi-functional report; allows view of  the business by Fund Owning Org and/or Fund Reporting Org. ***

	
	Account Detail By Object Code
	Using object code as the primary driver, this report displays data by selected FOMOPPL segments or by Fund-Reporting Org.

	
	Journal Lines Detail
	This report displays individual journal entries according to selected prompts.

	Public Folders  > OHSU Financial Reporting > Payroll Reports

	
	Payroll Report
	Report displays payroll information by person and by object code


*** For general funds (i.e. fund 0151), payroll suspense (fund 0051) and grant funds (funds 5600-5699) the reporting org equals the transactional org. For all other funds, the reporting org is the same as the owning org.


[bookmark: _Toc281143047][bookmark: _Toc281894501]Chapter 2: Report Basics
[bookmark: _Toc281143048][bookmark: _Toc281894502]Selecting a Report
To run reports simply click on the name of the report (for example Fund Group Summary).  You will be prompted by the report’s prompt page.



[bookmark: _Toc281894503][bookmark: _Toc281143049]Prompts
[bookmark: _Toc281894504]Prompt Types
There are several types of prompts including: Single Select (Drop down box), List of Values, All Values, Multi-Select, Required Prompts.  Below are examples of each.
[bookmark: _Toc281143050][bookmark: _Toc281894505]Single Select (Drop down box)
Below is an example of a single select prompt.  A red line under the prompt means a value must be selected (or is required).  If no red line exists, the user can assume the parameter is an optional selection.

[image: ]
[bookmark: _Toc281143051][bookmark: _Toc281894506]List of Values
To the right is an example of the list of values selection prompt. 

[bookmark: _Toc281143052]
[bookmark: _Toc281894507]All Values 
The All Values within a prompt allows a user to select All Values in that prompt.  In the example below if the All Departments value was selected the report would query all Departments.  

[image: ] 
[bookmark: _Toc281143053][bookmark: _Toc281894508]Multi Select
The Multi Select feature allows the user to select one value or many values.  Multiple values can be selected by selecting a value and holding the <Ctrl> key down.  A range of values can also be defined by selecting a value and holding the <Shift> key until the last value is selected (see figures below).
[image: ][image: ]
[bookmark: _Toc281143054]

[bookmark: _Toc281894509]Prompt Functions
There are several functions on the prompt page that will be important when defining your report parameters and when executing the reports.  They are as follows.

	Prompt Name
	Prompt Function

	Display
	Yes = The value will display on the report 
No = The value will be used in the selection of data but will not be displayed on the report

	Hide Prompts
	Yes = Hides the prompt page when report is displayed
No = Displays prompts and enables user to re-query data.  
Hide prompts = No (recommended)

	Query Data
	Yes = Data will be queried when Run or Refresh Prompts is selected
No = Prompt Values will be refreshed but report will not be generated

	Cancel
	Cancel will close the report and return user to the list of folders/reports.

	Refresh Prompts
	Selecting refresh prompts will limit the list of values within multi-select prompts.  

Recommend selecting refresh prompts after selecting Executive, Department, Division, Sub-Division or after selecting an account from the Account Segments.  This will return existing combinations or values contained within the hierarchy.  For example, selecting Executive will limit the departments to only those associated with the Executive.  This process is referred to as cascading prompts.

	Run
	Run will execute the query (or report) defined by prompt selection(s).





[bookmark: _Toc281143055][bookmark: _Toc281894510]Standard Prompts
Many of the reports have similar prompts.  The prompts that are used frequently are described below.   Note: Not all prompts are available on each report. 

	Prompt Name
	Prompt Options

	Period
	Prior Month
Months (i.e. JUN-10)

	Period Type
	Month
3 month
6 month
12 month
	Fiscal Year - 3 month
Fiscal Year - 6 month
Fiscal Year - 8 month
Fiscal Year - 12 month

	Color / Shading
	None
Color
	Shading
Color & Shading

	Group By
	Fund Group
Executive
Department
	Division
Sub-Division

	Detail Report Level
	Type (Ex: Operating Expenses)
Object (Ex: 5121 – AFSCME REGULAR WAGES (CLASSIFIED WAGES)
Class (Ex: Salaries and Wages)
Group (Ex: Payroll AFSCME)

	Account Segments
	Select All
Select Segments (opens secondary set of prompts)

	Fund Group
	All Fund Groups
University Unrestricted
University Restricted
	Foundation Funds
Unassigned Fund Types
VGTI Florida

	Exclude PCA Funds*
	Yes 
No

	Fund Type
	All Fund Types
All Fund Types (Except PCA)
Auxiliary Operations
Designated Operations
Faculty Practice Plans
Intercompany Funds
PCA Funds
Payroll Suspense
	Quasi Endowment Funds
Self Sustaining Funds
Service Center Capital Funds
Service Center Operations
Tandem Funds
University General Funds
Unrestricted Gifts

	Executive
	All Executives
	Executive Names

	Department
	All Departments
	Department Names

	Division
	All Divisions
	Division Names

	Sub-Division
	All Sub-Divisions
	Sub-Division Names

	Fund
	All Funds
	List of Values for Funds

	Org
	All Orgs
	List of Values for Orgs

	Mission
	All Missions
	List of Value for Mission

	Object
	All Objects
	List of Values for Objects

	Program
	All Programs
	List of Values for Program

	Provider
	All Providers
	List of Values for Provider

	Location
	All Locations
	List of Values for Location


*Prompt is only available on reports in the General Ledger Reports folder.  To exclude PCA on Operating Statement see Fund Type prompt. 

[bookmark: _Toc281894511][bookmark: _Toc281143056]Report Details
[bookmark: _Toc281894512]Report Layout and Notes
All reports have the same heading structures and the heading contains similar information.  Below is an example of the Operating Statement heading.  

[image: ]

The heading displays the prompts that were selected (see above), the number of report pages (see below), the date the report was generated, the last time the data warehouse was updated and the user who ran the report.

[image: ]
[bookmark: _Toc281143057][bookmark: _Toc281894513]Report Heading Prompts
If a single value was selected in the prompt section, the value will be displayed next to the corresponding prompt (see Executive or Group By below).  If multiple selections were made for a value the term Various will be in the name of the value (see Fund Group below).  If All values were selected in the prompt selection then the term All will be in the name (see Department or Account below).

[image: ]
[bookmark: _Toc281143058][bookmark: _Toc281894514]Report Notes
In order to clarify what information is being reported occasionally notes have been added to the reports. One note that is common in the Operating Statement and General Ledger Account Variance reports is Excludes Capital and Carryforward.


[bookmark: _Toc281143059][bookmark: _Toc281894515]
Exporting Reports to Excel
Reports may be downloaded to a variety of tools.  When downloading to Excel, however, there are a few features and limitations that are worth noting.
[bookmark: _Toc281143060][bookmark: _Toc281894516]Parameter Feature
All reports will download both the report and a parameter page.  The parameters will be the first tab while the report will be on the second tab (see Figure 1.9). 

 (
Fig 1.
9
)[image: ]

Again, in order to clarify what information is contained within the reports additional notes are provided (below is an example).

	Note:

	1. Liabilities (U001), assets (U002) and fund balance (U003) object types are excluded.

	2. Eliminating funds (0099) are excluded.

	3. Capital and carryforwards are excluded from operating section.

	4. Carryforwards are excluded from capital section.



[bookmark: _Toc281143061][bookmark: _Toc281894517]Excel Limitation
At this time there is one limitation which may impact a user when utilizing standard functions in Excel.
[bookmark: _Toc281143062]Display Value vs. Actual Value
When reports are exported from Rubix to Excel, it appears that the Excel retains the custom formatting utilized in Rubix.  In the example below, the display value is positive while the actual field value is negative.    

The source of this issue is custom formatting in Rubix.  As you may know, Rubix’s source of data is the data warehouse.  The data warehouse retrieves its financial data from Oracle. At this time the values stored in the data warehouse are as they are in Oracle.  For example, a credit in Oracle is generally a negative value (for example -8,212.08).  However, for reporting purposes the display value is changed in Rubix to a positive value (for example 8,212.08).  

Upon exporting to Excel the display value is retained but the cell value is a negative value (see Figure 1.10). Therefore, if you utilize the cell in a calculation you may have to make adjustments or change the custom formatting defined in Excel. 

 (
Fig 1.
10
)[image: ]


[bookmark: _Toc281894518]Report Run Options
Reports are setup to run as the report author designed the report. Occasionally, the default run options may not fit how you want to see the report.  You can set the run options that you prefer.  These options override the default options defined by the report author. 
[bookmark: _Toc281894519]Run Options for Current Run
Users can set how they would like a report to run and how they would like to receive the report (i.e. email, HTML, Excel, etc).  They can do this under the Run with options form.  These options override the default run options for a one-time run. The options that can be changed for the current run of a report include:
Report Output format (i.e. Excel, HTML, PDF)
Delivery Method (i.e. email, printer or view the report now)
Defining of Prompt Values

To navigate to the Run with options page use the following instructions:

Using the folder structure (see page 10 for instructions), navigate to the report that you would like to override the default run options.
Select the Run with options [image: http://cognos/cognos8/documentation/en/images/ug_cc_action_run.gif]button associated with the report (see Figure 1.11). 
This should open the Run with options window for that report.  
Below is an example of the Run with options for the Fund Group Summary report (see Figure 1.12).
The user can select the options (see subsequent table for description) and select Run to execute the report.

 (
Fig 1.
11
)[image: ]












	


This is the Run with options form.

 (
Fig 1.
12
)[image: ]


	Run Option
	Description

	Format
	Identifies the format that the user would like the report displayed (i.e. HTML, PDF, Excel, Delimited (CSV)). 

	Language
	Allows the user to review reports in multiple languages.  Current reports are developed in English.

	Delivery
	Defines how the report will be delivered.  Options include: View the report now, Print the report, Send me the report by email

	Prompt Values
	Enables user to set prompt values prior to the execution of the report.  When utilizing the Account Variance and Operating Statement reports it is recommended that user leave the prompt value on (or checked).  Otherwise, the default prompt selections will be utilized when the report runs.




 (
When you attach a report by email, the report is no longer secured by the Rubix security process.  More than one recipient can be added to the email distribution list as long as the user has a valid OHSU email address.
)







[bookmark: _Toc281894520]Advanced Run Options for Current Run
Users can also use the advanced options to schedule a report to run in the background.  On the Run with Options window (see previous section for instructions on navigating to the form) select the link located on the right hand side of the screen called advanced options (see below).  This will open the Run with advanced options window.


To schedule a report to run in the background follow the instructions below:

Select the radio button called Run in the background.  Define the run time.  If you select Later you will need to define a date and time.

[image: ]
Under the Options section, select the format (or formats) for the report.  
You can select more than one format type.




Next, define the delivery method (i.e. save the report as a view, print the report or send report by email). 
You can select one or many of the delivery options.
Printers can be selected from the Select a printer… list of values.
You can send the report via email to yourself or others.  Select Edit the options… to email report to multiple users. 
[image: ]g

Then, define the Prompt Values (or use default) and select Run.
[bookmark: CreateaReportView][bookmark: _Toc281894521][bookmark: HID_CREATE_RPTVIEW]Creating a Report View 
The purpose of a report view is to enable you to define different report properties than the source report.  For example, a report view enables you to define different properties such as prompt values, schedules, and delivery methods, run options, languages and output formats.  
By creating a report view you are not changing the original report.  And, if the source report is moved your view will not be broken.  Below are examples of report views that a user created.
Note:  Report views will be saved under the My Folders tab.  Users can select a name for the report view.
[image: ]



To create a report view, you can follow the instructions noted in the previous section (Advanced Run Options) or follow the instructions noted below.
Navigate to the source report using the folder structure (see page 10).
Identify the report you want to create a report view for and select the More… button associated with the report.
Next, select Create a report view of this report….
[image: ][image: ]

[image: ]



 Next, specify a name and description (optional) for the report.
You can change the name of the report or leave the default.
You will need to save the view to your My Folders location.

Select Finish.

[image: ]

Now you can navigate to the My Folders tab and your report view should be available.  You can follow the Run with Options instructions to set different properties such as prompt values, delivery methods, run options, languages and output formats.  Or, to schedule the Report View review the next section.


[bookmark: _Toc281894522]Scheduling a Report View
Rubix reports can be scheduled to run at a time that is convenient for you.  The source reports (reports located under the Public Folders tab) cannot be scheduled so you will need to create a Report View (see previous section for instructions).  Once a Report View is created, you can follow the instructions below to schedule a report.
Navigate to your Report View (in this case I have created a Report View of the Fund Group Summary) located in the My Folders tab.
Identify the report you want to schedule and select the More… button associated with the report.
This will bring up the Perform an action form (see below).
Select   New schedule…
This should open a Schedule form.
[image: ]



This is the schedule form.

[image: ]

Select the frequency of the schedule by selecting a link and defining the time period.
Select the start and end dates.

[image: ]



Users can override the default report values by selecting the check mark next to the Override the default values under the Options section.  
This will enable a variety of options that have been discussed in previous sections of this training.
Users can also define the Prompt Values buy selecting the Override the default values check box.

 (
Only one schedule can be associated with each 
report view
. If you require multiple schedules for a report
 view
, you can create report views.
)[image: ]
[image: ] 
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