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Launching Cognos eCMS 3.70 / 4.0

 In eCMS 4.0. Click on the IBM Cognos icon in the button bar.

Dashboard Quick Change
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Launching Cognos eCMS 4.1

 In eCMS 4.1. Click on the Gear beside the Help Icon. 
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IBM Cognos Connection or Public Folders
This is the first screen you see when launching IBM Cognos from eCMS 4.0
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IBM Cognos Connection or Public Folders

 1. List View
 2. Details View
 3. New Folder
 4. New Package **
 5. New Workspace ***
 6. New Job (Schedule) 
 7. New URL (Location to files and sites) 

1      2       3      4      5      6      7      8       9     10    11    12    13    14
8. New Page
9. Cut
10. Copy
11. Paste
12. Delete
13. Set Properties
14. Order

** Requires Frame Work Manager 
*** Not used by eCMS  Interactive standalone Dashboards
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IBM Cognos Connection or Public Folders

 Public Folders Contain Computer Guidance Cognos Canned Reports, Widgets, & 
Dashboards.

 All In-House Developed Reports for general distribution will be stored in Public 
Folders.
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Running a Report

 Click Computer Guidance Folder.
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Running a Report

 Click Computer Guidance Folder.
 Notice 3 folders. Click the folder named Reports.
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Running a Report

 Click Job Cost
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Running a Report

 To Run a Report, Click the report title.
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Running a Report

 CGC Canned reports usually have a prompt page. Fill in the prompts and click 
Submit.

 If the Submit button is not greyed out, these prompts are optional.
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Running a Report

 To return back to the Public folders, move the mouse to the top, right click and 
click back.
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Running a Report

 The Default output for any report is HTML. Click the Report Output Format Icon to 
change to PDF or Excel. Return back to Public Folders by hitting the Back Space key 
on the Key Board.
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Running a Report

 To return back to the Public folders, move the mouse to the top, right click and 
click back.
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Copy and Paste Reports
 DO NOT put any In-House Developed Reports in any of the Computer 

Guidance Folders, these folders are Over Written and sometimes Deleted with 
each Deployed Fix Pack.

 Reports Should Reside in Their own Folder. 
 General Practice is, Create Folders for Each eCMS Application.
 Job Cost Reports, Equipment Reports, Payroll Reports, etc…
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Copy and Paste Reports

 You want to make Changes to a Computer Guidance Report. 
 First, copy the Report from the Computer Guidance Folder and put it in a Different 

Folder, usually in My Folders.
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Copy and Paste Reports

 To Select the Canned CGC Report Navigate your way to the Canned Job Cost 
Reports (Public Folders/Computer Guidance/Reports/Job Cost)

 Just click on the Folder Name to view its Contents.

17

Back to Table of Contents



Copy and Paste Reports

 Put a check mark in the box beside the Report you want to copy and click the copy 
icon.
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Copy and Paste Reports

 Click on the Copy Icon
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Copy and Paste Reports

 Navigate to MY Folders, Click the Create New Folder Icon, Create a new Folder and 
Paste the Copied Report in the New Folder
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Copy and Paste Reports

 In the New Folder Wizard, Enter a Name for the New Folder.
 Enter Description, Screen Tip (Optional) Click Finish.
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Copy and Paste Reports

 Click the Job Cost Folder to Enter its Workspace.
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Copy and Paste Reports

 Once inside the Folder, Click the Paste Icon
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Copy and Paste Reports

 Now the Report is in the New Job Cost Folder in My Folders,  Ready to make any 
Required Changes.
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Introduction to Report Studio
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Introduction to Report Studio

 Full Reporting Capabilities.
 Allows Creation of highly Formatted Reports such as list Reports, Charts, Maps, 

Crosstabs, Active and Statistical Reports.
 Enables users to work with Complex Query Data, Including Joins, Unions, 

Exceptions and Intersects.
 Authors can Create Complex Calculations, Edit or Enter Free-Hand SQL, insert 

HTLM code into a report. 
 Import Microsoft Excel Spreadsheets into their Reports.
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Introduction to Report Studio

 To Launch Cognos  from the Main Menu Screen click on the Cognos Icon
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Introduction to Report Studio

 The Launch Menu
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Introduction to Report Studio

 The Launch Menu

Report Studio Full Suite

Administration

Everything Else Built around Report Studio
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Introduction to Report Studio

 To start Report Studio click on the Launch Menu and click Report Studio 
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Introduction to Report Studio

 The Select Package Screen Appears, 
Select the Package from the Package List 
Below. Best Practice is always Click 
ECMSBI from Public Folder

Select Package from Public 
Folder Location Not Recently 
Used.

No

Yes
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Introduction to Report Studio

 If the message below appears click on Allow Access
 To remove this see the document for IE Settings to Allow Programmatic Clipboard 

Access. Tools  Internet Options  Security  Custom Level
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Introduction to Report Studio

 In the report wizard you have the option of Creating a New report or Opening an 
Existing report.  If you want to skip the report wizard in the future un-check the 
‘Show this dialog in the future’.

 Click on Create New.
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Introduction to Report Studio
Report Types

 The next screen  
displays the available 
report types .  Select 
the type you would 
like to use and click 
OK
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Introduction to Report Studio
Report Types

Creates a blank report to 
permit the insertion of 
multiple types of reports.

Displays headers and 
columns of data.

Displays Headers 
along X and Y with 
co-ordinates with 
numeric data in the 
middle. 

Cognos can display data on 
2d or 3d charts.

Displays the results of 
your queries in a 
geographical depiction.

Displays financial data 
in a Cross Tab format
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Introduction to Report Studio
Report Types

Labels
Offline, drillable dynamic 
reports

Provides a blank active 
report to allow multiple 
types of Offline, drillable 
dynamic reports

Create a standard 
report layout that can 
be used as a basis for 
other reports.
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Explore the Report Studio Environment
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Explore the Report Studio Environment

Toolbar:
Provides access to frequently used 
actions in Report Studio
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Explore the Report Studio Environment

Insertable Objects Pane:
Contains objects that you can add to 
a report. To add an object, you either 
double-click it or drag it to the work 
area, or right-click and click insert. 
The Insertable objects pane contains 
the source data items, and toolbox 
tabs.
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Explore the Report Studio Environment

Source View Data Items Tool Box
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Explore the Report Studio Environment

Properties Pane:
Lists the properties that you can set 
for an object/column in a report.
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Explore the Report Studio Environment

The Work Area:
Area where you design your reports.
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Explore the Report Studio Environment

The Explorer Bar:
Contains the Page Explorer, Query 
Explorer, and Condition Explorer 
buttons, which let you work with 
different parts of a report.
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Explore the Report Studio Environment
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Explore the Report Studio Environment
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Explore the Report Studio Environment
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