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About This Guide

This Training Guide introduces the implementation of the Cognos enterprise reporting
tool for the TXDMV Registration and Title System (RTS) reports generated daily,
weekly, and monthly for activities in support of Texas motor vehicle registration and
titling.

example, the BIAR, County Wide Payment Fees, and Title Package reports)

g At this time, some reports for activity performed through the RTS POS (for
are available only from Reprint Reports in the Reports event on the POS.

While providing explanatory information to acquaint you with the Cognos reporting tool
and simple instructions for running, viewing, printing, saving, and emailing a report, this
Training Guide is not intended to supplement other Cognos user guides and reference
material, and is not an exhaustive guide about all the Cognos features. For more
information, refer to the:

e |IBM Cognos Connection Online help available from Cognos application pages
via the Help link at the top of the page

e |BM Cognos Connection User Guide available at
http://public.dhe.ibm.com/software/data/cognos/documentation/docs/en/10.2.1/ug_cc.pdf

e |BM Cognos Information Center available at
http://pic.dhe.ibm.com/infocenter/cogic/vlrOmO/index.jsp

For questions or feedback related to the Cognos reporting tool, you can contact:

e Richard.Lelle@txdmv.gov (512-465-5614) — System Administrator

e Donna.Beasley@txdmv.gov (512-465-1307) — Security Administrator

e Mary.Eschenburg@txdmv.gov (512-465-1315) — Security Administrator
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Understanding Cognos

The Cognos reporting tool is a business intelligence reporting tool that transforms data
collected in the TXDMV Registration and Title System (RTS) into usable information for
your business decision making and analysis. This enterprise business intelligence
system brings data together across the business areas to provide a single, integrated,
and consistent view.

With Cognos, reports can be:
e Accessed from a central repository (Cognos Portal)
e Output with filtered information based on prompts
e Generated in various formats (like PDF and Excel)

e Grouped within folders by business area

Cognos updates and refreshes most report data nightly, which means your reports are
generated with the most up-to-date data.
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Accessing Cognos from Your RTS Workstation

COGNOS
REPORTS

1. On the workstation desktop, click the &8 Cognos icon.

Note: If you are in the RTS POS, click & (Minimize) to display your workstation desktop to
get to the Cognos icon.

2. Onthe TXDMV - RTS Log In page:

A
7]
Texas [ rTment
of m’fm hicles

TxDMV - RTS

er Name.

T oE=c
g 7

ssword,

a. For User Name, type in the user name supplied to you.

Reminder: The user name you log in with controls the folders and reports you can see
and work with. These fields are case-sensitive so you must type in the exact strings.

b. For Password, type in the password string supplied to you for the user name you
entered above.

c. Click the LOG IN button.

3. Ifthe IBM Cognos Software page displays, click % My home.

IBM Cognos Software

001-Test Log Off
My Content

My ’I&‘g’"‘e

._I IBM Cognos content

[E) My nbox Tip: To prevent this page from displaying every
time you log on and display your home page,
Show tis page I the future 4/ click this checkbox to remove the checkmark.
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Understanding the Cognos Reports Environment

The Cognos home page displays with four distinct areas. (The Cognos Reports Viewer
page looks different and is described on page 15.)

Page Banner that identifies the user logged onto Content Area Toolbar that contains

utilities to work with the folder and
reports displayed in the content area

the session and provides utilities for working in
Cognos and logging off to close your session

IBM Cognos Connection oor-Test Logoff | & | [ *. - |
IZ'} Public Folders My Folders
public Folders EEICY Y E 2 H =N
Tabs area thfat con'FroIs which groups of folders Entries: o
O [Nameo and reports display in the content area o Actions
[0 0 Administrative March 16, 2015 11:00:23 AM =1 More...
I Finance March 10, 2015 3:36:23 PM 1 More...
L nentory Content area (or workspace) that displays the %™ o
L] & Performance Support folders and reports you can view and work with %™ ! More
[0 3 Tite 4:37:09 PM 1 More...
[ [0 user Guides March 3, 2015 4:21:10 PM 1 More...

Each area is discussed in more detail in the following sections.

Understanding the Page Banner

The banner that displays across Cognos pages provides options to:

Log off and close the current Cognos session

Search for folders and reports

IBM Cognos Connection 001 Test Log Off |

Refresh the page to show current information Return to your home page

(1) Display your Cognos inbox

(2) View items you have marked to watch
(3) Work with your preferences (including
viewing your group memberships that control
what vou can view and access)

Display the IBM Cognos Connection User Guide Hel
Notes: play g P

» If you belong to the group who works with the Cognos add-on applications, like Analysis
Studio, the drop-down menu displays on the banner.

> For assistance with these tools, click ZIE from the page banner or the Help link on a
page to display the IBM Cognos Connection User Guide.
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Understanding the Tabs Area

IBM Cognos Connection

Cognos reports are organized into folders by functional s
business areas. The predefined folders with reports that E‘
you can access are displayed under the Public Folders [
tab. The structure and appearance of the Public
Folders area is managed by the Cognos System
Administrator.

You can store your commonly used or customized folders, reports, and report views for
quick access in the My Folders tab area, which is your private area. You can also
personalize the My Folders area using the tools on the toolbar.

Understanding the Content Area Toolbar Area

The Content Area toolbar provides the utilities
for controlling the folder and reports that display
in the content area. You can position your
mouse pointer to hover over each tool to view
the name of the tool.

In the Public Folders area, the list of folders and reports displays in k= (List View) but
you can click the =7 (Details View) to display additional information about the folders or

reports. You can also view folder properties using (Set Properties). Note that many
of the tools on the toolbar are available only to Cognos System Administrators.

In your My Folders area, you can click:
' to create a new folder
% to create an automated job that runs reports

' to create a new URL to keep the files and web sites you use most frequently at
your fingertips

5 to create a new tab area

G to change the order of the items in the content area

Note: For more information about using the tools, click the [z from the Banner area.
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To work with the folders and reports that display in the pane, you can also click the
checkbox of the folder/report and then click:

— (Copy) to duplicate the item on the clipboard so you can place it elsewhere

“f’ (Cut) to remove the item from the list and place it on the clipboard so you can
place it elsewhere

= (Paste) to place a copied or cut item in the pane at the cursor point

X (Delete) to permanently remove the item

Understanding the Content Panel

The Content panel displays the folders of reports grouped together by functional
business area. The system displays the folders available to you based on your
permissions and hides the folders you do not have the appropriate permissions to view.

IBM Cognos Connection ooi-Test Loooff | & | [ *. - | A -
D’} m My Folders
Public Folders = e % & B = =0
Entries: I:I - ICI o
I Name ¢ Modified ¢ Actions
O Administrative March 16, 2015 11:00:23 AM £ mare...
|:| Finance March 10, 2015 3:36:23 PM =1 more...
O Inventory February 9, 2015 4:36:27 PM (] More...
O Performance Support February 9, 2015 4:36:40 PM = more...
O Title February 9, 2015 4:37:09 PM = more...
O User Guides March 3, 2015 4:21:10 PM (] More...

The folders display with their name, last date modified, and an Actions toolbar to
enable you to set properties on the folder and More... (options, like viewing your
permissions or creating a bookmark to the folder).

ublic Folders == = | o oo | S %=n
entries: [1|-[s O

O Name ¢ Modified ¢ Actions

O Administrative March 16, 2015 11:00:23 AM £ More...

D Finance March 10, 2015 3:36:23 PM
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Opening a folder in the content panel displays the reports stored within it.

IBM Cognos Connection oor-test wooff | & | [ * - A -
D'} W My Folders
Public Folders = IS 'o & I=RE. = =)
Entries: l:l - D [+

1 Name ¢ Modified ¢ Actions

[1 3 Administrative March 16, 2015 11:00:23 AM ] More...

0O @ Fmanq\‘i] Q March 10, 2015 3:36:23 PM =1 More

[ 3 mventory February 9, 2015 4:36:27 PM = More

[1 3 Performance Sup February 9, 2015 4:36:40 PM = more.

[ O Tite = 2

O] €3 User Gu )gnos Connection 001-Test Log Off |
D'} ] W My Folders
Public Fof fs = Finance Ei s 's & [=H =l 3 =)

| v y Entries: l:l - L)

O Name ¢ Modified ¢ Actions
[] @™ 45 Buyer Tag Fees Report March 18, 2015 10:18:58 AM = » B More...
[] @™ CREFReport March 18, 2015 12:53:22 PM = » B More...
[] ™ Fee Collection and Distribution Report March 15, 2015 7:56:17 PM = » B More...
[] @™ Fee Type Funds Report March 17, 2015 2:10:30 PM = » B More...
[] @™ Funds Remittance Report March 12, 2015 8:13:05 AM = » B More...
[] @™ Monthly Funds Report March 15, 2015 7:57:14 PM = » B More...
[] @™ Sales Tax Funds Report March 17, 2015 9:42:37 AM = » B More...
O :EP Week/Month-To-Date Fees Report March 15, 2015 7:58:04 PM = » E vore...

The list shows the name of each report along with the date it was last modified and its
Actions toolbar (explained on the next page).

For reports, the default format of the report is also identified:

@ jndicates a PDF, which is the easiest type of report to view, print, or send. The
majority of the reports are generated as PDFs by default.

&3 indicates an Excel file, such as a spreadsheet, data file, or a &3 View in Excel 2007 Data
CSV file (that you can save as a flat data file without any &5 View in Excel 2007 Format
formatting). You can manipulate the data in the Excel files- W] View in Excel 2002 Format
especially if you need to combine it with other information. SR

-

™ indicates an HTML file you can use to make the report available for email or an
online page in an electronic document. Note that only the current page of the HTML
file displays onscreen in the Cognos Viewer.

indicates an XML file that you can use to import the data into another system.

The Actions toolbar for working with the report displays to the right of each report.

N e I U Bt VA I AU e e Vo

O Name ¢ Modified ¢ Actions

[ tm/™ $5Buyer Tag Fees Report March 18, 2015 10:18:58 AM = » HE vore...
m £po arc A 230 =] s lore.

[] tm/™ CRBF Report March 18, 2015 12:53:22 PM
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From this toolbar, you can click:

. (Properties) to view the properties of the report such as the language, name, run
history, created date, and modified date. If a report is in your private tab (like My
Folders), you can modify these properties and add information, like a screen tip.

Note: Adding a screen tip to a report that displays when you hover over the report may
make it easier to identify the purpose of the report in a long list of similar reports.

> (Run Report) to display the options and prompts pages to set new values for the
report instead of using the default or previously defined and saved options.

i (Create View) to generate a snapshot of specific data and save it to My Folders
or another private tab area you have created.

More... (More Options) to display additional actions

Available actions:

| Set properties

View report output versions

View my permissions...

¥ @ i

Run with options...

Copy...
Create a shortcut to this entry...

Create a report view of this report...

=0 & (i

Add to bookmarks...

= (View Outputs) to display any previously saved outputs of this report.

Note: This icon only displays if this report has been run at least one time and the output
has been saved.
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Running Reports

Reports containing much of the daily, weekly, and monthly information you need have
been predefined and set up in Cognos ready for you to click and run.

The system updates and refreshes report data nightly to provide you with the most up-
to-date information when you run it.
The reports have:

e Options that you can use as defined or choose to specify when running the
report (including the delivery method of the report)

e Prompts for values (such as dates and fee types) that you select at runtime.
Some values are required and must be confirmed at runtime while others remain
as the set default or last saved value if you select to run the report as is.

Understanding the Report Options

Run with options - $5 Buyer Tag Fees Report

The report options include specifying that the:

Select how you want to run and receive your report.

Format:

Accessibility:
[[] Enable accessibility support

e Format of the output should be PDF,
one of the Excel formats, HTML, or
XML (Note that if you change the format
of a report originally set for PDF to one

Language:

of the Excel formats, the report may
open and display directly in Excel.)

Accessibility support should be
enabled to display the output in larger
font during this session

Language in which screen prompts and

text are displayed should be changed
from English to another option

Delivery (Print the report is not
available at this time.)

| English (United States) v

Delivery:

(®) View the report now

() Print the report:
Printer location:

Select a printer...

Prompt values:
No values saved

Prompt for values

Run Cancel

e e Y

Prompt values should display for all prompts (not just required ones)

Training Guide: Working with Cognos Reports
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Understanding Report Prompts

The Prompts page that displays when you run a report contains elements (for example,
dates, fee types, or item codes) that need a value supplied in order to produce the
intended results of the report. The prompts that display vary depending on the type of
information necessary for the report.

You may be able to use default values supplied for a prompt when the report was
designed or you may need to specifically select a value (like a date) each time the
report is run.

The prompts include calendar selection displays, selection lists, drop-down lists and
option buttons. Search prompts are also used to help you locate information already
defined in the database instead of making you remember it.

An example of a prompt page displays below.

' ‘ Texas Department of Motor Vehicles
( REPORT

Registration & Title System

RTS FIN.010 WEEK/MONTH-TO-DATE FEES
Select Report Type ‘Seler:t Office . Select Fee Source ~ Select Account ltem Code
[@ vy 3 |o01 - ANDERSON APPREHENSIONS 144BLK-R - 144 HOUR BULK RCPTS REGION
) Monthy CUSTOMER 144PT - 144 HOUR PERMIT
= DEALER TITLE 144PT-R - 144 HOUR PERMIT REGION
INTERNET 30PT - 30-DAY PERMIT
IRP 30PT-R - 30-DAY PERMIT REGION
SUBCONTRACTOR SAPPTR-R - 5 YEAR APPORTION TRL REGION
TIME LAG/ADIUST STOKTR-R - 5 YEAR TOKEN TLR REGION
SYRTKN - TOKEN TRLR PLT FEE
Select Week Date 72BULK-R - 72 HOUR BULK RCPTS REGION
* 72PT - 72 HOUR PERMIT v
Mar 16, 2015 g 72PT-R - 72 HOUR PERMIT REGION

Select all Deselect all Select all Deselect all Select all Deselect all

Select Total BreakDown Display
|l v

Cancel Finish

For more detailed information about report prompts, refer to Appendix A Understanding
Report Prompts on page 23.
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Running a Report with Default Options

1. In the home page tab area, click the appropriate
tab (such as the Public Folders tab for predefined
reports or My Folders for your reports).

IBM Cognos Connection

D’} Public Folders My Folders

Public Folders =

2. In the content area, click the appropriate folder IBM Cognos Connection
(SUCh a-S FlnanCE) g Public Folders My Folders

Public Folders
O Name &
[0 [0 Administrative
[ (O Fina
[] (O Inventory )
[] (3 Performance Support
] & Tide
[ (O User Guides

3. From the list of reports displayed, click the report IBM Cognos Connection

name link.

g Public Folders My Folders

Public Folders > Finance

Name ¢

™ 35 Buyer Tag Fees Report

CRBF Report

®  Fee Collection and D'\strrj\‘blltion Report

™ Fee Type Funds Report

VW D OO0oOgd
1 3]
v

nds Remitig

On the Prompts page, enter or select the appropriate information for each prompt
value you want to change and then click the Finish button.

Note: You must select or enter information for prompts marked with # (asterisk).

5. When the Your report is running pop-up

. . » ‘Your report is running.
dISplayS, yOU can wait for the report to Instead of waiting, you can select a delivery
finiSh running and dISplay onscreen. method to run the report in the background.

Select a delivery method.

Or, click the Select a delivery method
link and to: Cance

e Save the report as a view in your My Reports folder:
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a. From the options displayed, click
Save as Report View.

Your report is running.

a Instead of waiting, you can set it to run in the
background with one of the following delivery
options:

[ Email Report...

Cancel

b. On the Save as report view page:

Save as report view Help ()
Specify a name and location for this entry. A report view shares the same report specification as the source report.
Name:

HRepor‘t View of Fee Collection and Distribution Report X|

Location:
My Folders
Select another location...

OK Cancel

1) For Name, type in the name for this view.

2) For Location, click the Select another location link, navigate to the folder
in which to store it, and then click the OK button.

3) Click the OK button.
e Email the report to yourself:

c. From the options displayed, click Email Report.

d. On the Set the email options page, supply the necessary information and
click the OK button.

Specify the recipients and contents of the email. To add recipients, click Select the recipients or type the email addresses separated by semi-colons. To include an HTML report as the message body, leave
the Body box empty and select the report as the only attachment.

To:
Cc:
Select the recipients... Show Bcc
Subject:
‘Repor‘t: Fee Collection and Distribution Report
Body:

Change to plain text »

IOt RBIBIUFEE

L]
lif
1]
il
I
1]

B~ v

[] Include a link to the report
Attach the report

OK Cancel
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Running a Report with New Options

1. In the home page tab area, click the appropriate tab
(such as the Public Folders tab for predefined &

reports or My Folders for your reports).

2. In the content area, click the appropriate folder

(such as Finance).

IBM Cognos Connection

Public Folders My Folders

Public Folders =

IBM Cognos Connection

E:T Public Folders

My Folders

Public Folders

| | Name ¢

Administrative

Fina

Performance Support

Title

O
O
O
D () Inventory
O
O
O

User Guides

enable the accessibility assistive

3.
IBM Cognos Connection oo1-Test Logoff | & | [ *. -
i‘:' Public Folders My Folders
Public Folders = Finance ESIC%YYE] = =)
Entries: - o
] | Name ¢ | Modified ¢ | Actions
[ m® $5Buyer Tag Fees Report March 18, 2015 10:18:58 AM = » B mMore...
[] tm ™ CRBFReport March 18, 2015 12:53:22 PM > B vore...
March 15, 2015 7:56:17 PM
. . . Run with options - $5 Buyer Tag Fees Report
4' On the Ru n Wlth 0 ptl ons page7 for Select how you want to run and receive your report.
e Format, click the appropriate output oo 9
format option from the drop-down list
(Note that if you change the format of & | "5 sy swsor
report originally set for PDF to one of anguage:
the Excel formats, the report may open [ English (United States) v
and display directly in Excel.). petivery:
L A (®) View the report now
e Accessibility, click the checkbox to

() print the report:
Printer location:

technology features (such as alternate B
text to be read by screen readers or prompt values:
enlarged text) when this report is Prompt for values
displayed onscreen after running. (Note
this change affects the current session “ e
only.)
Training Guide: Working with Cognos Reports 0415 ¢ 12



e Language, click the appropriate option in the drop-down list in which to display

the report prompt page and report output.

e Delivery (Print the report is not available at this time)

e Prompt for values, click the checkbox to remove the checkmark and display

only the required prompts.

5. Click the Run button.

6. When the report prompts page displays, select the information for each prompt value

you want to change and click the Finish button.

7. When the Your report is running pop-
up displays, you can wait for the report
to finish running and display onscreen.

Or, click the Select a delivery method
link and to:

Cancel

Your report is running.

Instead of waiting, you can select a delivery
method to run the repart in the backaround.
Select a delivery method.

e Save the report as a view in your My Reports folder:

a. From the options displayed, click
Save as Report View.

b. On the Save as report view page:

Save as report view

Your report is running.

Instead of waiting, you can set it to run in the
background with one of the following delivery
options:

B! Save as Report View.

£ Email Report...

Cancel

Specify a name and location for this entry. A report view shares the same report specification as the source report.

Name:
HRepor‘t View of Fee Collection and Distribution Report X|

Location:
My Folders
Select another location...

OK Cancel

1) For Name, type in the name for this view.

Help ()

2) For Location, click the Select another location link, navigate to the folder
in which to store it, and then click the OK button.

3) Click the OK button.

e Email the report to yourself:

Training Guide: Working with Cognos Reports
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a. From the options displayed, click Email Report.

On the Set the email options page, supply the necessary information and
click the OK button.

Set the email options - Fee Collection and Distribution Report

Specify the recipients and contents of the email. To add recipients, click Select the recipients or type the email addresses separated by semi-colons. To include an HTML report as the message bedy, leave
the Body box empty and select the report as the cnly attachment.

To:
Ca

Select the recipients... Show Bcc

Subject:

‘Repor‘(: Fee Collection and Distribution Report
Body:

S|P B|BIUS|E==Es

Change to plain text »

[] Include a link to the report
Attach the report

OK Cancel
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Viewing Generated Reports

The Cognos Viewer page for reports displays with a banner, toolbar, and report content
area that is different than the home page.

Reports Toolbar that contains
utilities to work with report displayed
in the report content area.

Banner that identifies the user logged onto
the session and provides utilities for logging off
to close your session and returning to your

IBM Cognos Viewer - Monthly Funds Report 001-Test logoOff | # # About

= Keep thisversion » | B | B~ i m v 2 Addthisreport v §

Report Content Area that
displays the generated report

- ‘ Texas Department of Motor Vehicles
( REPORT
i e P TV e S -

Note: Reports that display as PDFs also have an additional toolbar for printing with the report
(as explained later).

Understanding the Cognos Viewer Banner

The banner that displays across Cognos Viewer page provides options to:

Return to the Previous Page

Log off and close the current Cognos session (which is the reports list page in
many cases)

IBM Cognos Viewer - Monthly Funds Report 001-Test Plog Off | f§ 4 About

Close this page and display the Home Page
(content area of the Public Folders tab)

Display information About the
version of the IBM Cognos Viewer

If you are in a report that has been run more than one time and saved to your My
Folders area, the following two tools may also display:

| © Watch new versions ¥| anahles you to get any new versions of the report that have been
generated.

enables you to annotate the report.
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Understanding the Reports Content Area

In the Reports Content Area, the report displays in its requested format.

IBM Cognos Viewer - Report View of Fee Collect

= Ket

Report Name and the date or date
range for which the report was run as
specified in the prompts for the report.

lest  Log Off fi +~ About

25 Watch new versions ¥ add comments

Vk Texas Department of Motor Vehicles
Registration & Title System

RTSFIN.O12

Start Menth:

End Month Jan

End Year: 201
unty

Office Category:  Cou
Office: Al

January

Start Year: 2010 —

REPORT

CEC COLLECTIOM AKID DICTRIDLITION DEDADT,

uary
s

Summary of the criteria used to run the report.
Tip: You can cut and paste this into an email to
avoid sending the whole report.

item Description

Fees Collected

Items Sold Count | Void Count. Accounting Fees Description Amount ($)

Report content.

For content that spans multiple

Down keys on your keyboard.

pages, click the Page Up and Page

144 HOUR PERMIT
30-DAY PERMIT

72 HOUR PERMIT

A FINE CAUSE PLT
ADDL TOKEN TRLR FEE
ADDL WEIGHT

agw ABEACH PLT

42.150.00
179.400.00
56,950.00
60.00

1.230.00

10,178.53

Some reports display the Summary
totals at the top so it is easier to

AIR FORCE ASSOCIATION PLT
AMATEUR RADIO OPERATOR PLT

AMERICAN QUARTER HORSE PLT

RTS Date that shows
when this report data was

reference or copy and send to others.

ANIMAL FRIENDLY PLT
ANTIQUE PLT

ARKANSAS UNIVERSITY C PLT

s—
DISABLED VETERAN PLT

DISASTER RELIEF PLT

Run Date: 03/19/2015

Run Time: 1 zasafi

<] Timestamp that shows when

the report was generated.

A \

AUTOMATION FEE
AUTOMATION FEE (LARGE CNTY)

| entered into the RTS

0.00
360.764.00

180,382.00

RTS Date: 03/05/2015

Page Number of the report currently
displayed and count of number of
pages in the report.

TIP: To locate something specific on a report page, you can perform a typical
web page search by pressing the Ctrl + F keys on your keyboard and providing a

keyword (or phrase) in the Find pop-up.

If the report is generated as a PDF, the Adobe Toolbar displays at the top of the content

area.
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Using the Adobe Toolbar

001-Test Log Off fi * pbout

IBM Cognos Viewer - Monthly Funds R

Zoom to make text larger or smaller. =, "
) fg g BB im v Zaddthisreport v |y
Save the PDF. —m Dock this toolbar to this PDF B
A so it remains visible.
vr( Texas Department of Motor Vel Print the PDF. omm——
il Y e e W W OV i Y —

Understanding the Reports Toolbar

001-Test LogOff | #§ 4 About

IBM Cognos Viewer - Monthly Funds Report

= Keep this version v e S s B m v -':-°Addthisreport' N

L.I‘\o-‘\’\.——'—l\‘

These utilities enable you to:

= Keep this version «

| Keep this version v] by emailing it to yourself or saving it as a
report view

[ Email .
B save as Report View...

» Run the report again

“_ & Drill Up and Down through report information (if the information is arranged in
layers with links to the layers)

Display links to additional resources that may be of interest

@ ¥ Change the format of the report in one of the other available formats

| =% Add this report | 55 5 report view in a folder in your My Folders = Add this report v |
private area (or another private tab area) or add a bookmark to (&) Add to My Folders
this report in your My Folders [i* Add to Bookmarks

Training Guide: Working with Cognos Reports 0415 ¢ 17



Printing Reports

You can print hard copies of reports that you have generated or are viewing in PDF or
one of the Excel formats.

For the best printing results, it is recommended that the report is printed in PDF format.

Printing a Report as a PDF
e To change a report from another format to a PDF, click the format drop-down
from the Cognos Viewer toolbar and click = (PDF).

e From the Adobe toolbar, click & (Print) and follow the usual process for your
printer.

A .I'

Printing a Report in One of the Excel Formats

Follow the standard print procedures for printing files from Excel (File > Print). Note that
the Print Preview displays how the report will look in the format you have selected (data,
spreadsheet, or CSV).

Printing a Report Generated as an HTML File

Only the first page of the report displays online in the Cognos Viewer. You must view
the source, copy it, and paste it in a file that can be saved as HTML.

Printing a Report Generated in XML

XML code can be copied and pasted into a source file. Although it displays in the
Cognos View, it will not print from the Cognos Viewer.
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Saving Reports

You can simply save a copy of a report with its static data or you can save a dynamic
report view that can be run again with the same options and prompt values to update it.
You can save a view from the:

e Actions toolbar of the report before running it

e Cognos Viewer toolbar inside the report after running it

Saving a View from the Actions Toolbar of the Report

1. From the Actions toolbar of the report, click (Create View).

2. Onthe New Report View wizard page:

Specify a name and description - New Report View wizard

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

Name:
[Report View of CRBF Repart x

Description:

Screen tip:

Location;

Select another location... Select My Folders

Cancel < Back Next > Finish

a. For Name, type over the entry to enter a label that will help you identify this view
when you see it in the list of report views on the My Folders tab.

b. For Description, type a phrase about the data contained in the report that will
help you identify this view when you see it in the list of report views on the My
Folders tab (when the Detailed View is selected)

c. For Screen tip, type a phrase about the data contained in the report that will help
you identify this view when you hover over this report in the list of report views on
the My Folders tab

d. For Location, click Select My Folders.

e. Click the Finish button.
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Saving a View from Inside a Report

1. On the toolbar at the top of the page of the open report, click the Keep this version
drop down and click Save as Report View.

IBM Cognos Viewer - Voided Transactions Report 001-Test logoff | #

= Keepthisversion v | B | o5 of v i m v 2 Add this report

[ Email Report...
E; save as Report View...

Texas Department of Motor Vehicles

2. On the Save as report view page:

Specify a name and location for this entry. A report view shares the same report specification as the source report.

Name:

Report View of Fee Type Funds Report x

Location:

Select another location... Select My Folders

OK Cancel

a. For Name, type in a label to help you identify the purpose of this report view
when you view the folder in which it is stored.

b. For Location, click Select My Folders from the options displayed (or, if you
have defined other private tabs for yourself, click the Select another location
and navigate to the appropriate tab name.)

c. Click the OK button.
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Emailing Reports

You can attach the report to an email and send it to yourself and others who need the
information.

Although the Email options contain the option to link to the report, you can link the
report only if the email recipients have access to Cognos.

To preserve the data as it was collected, you should attach the report.

1. From the Cognos Viewer toolbar within the open report, click = Keep this version ¥ gnd
click Email Report.

IBM Cognos Viewer - Voided Transactions Report 001 Test LogOff | # 4 About XY
= Keep this version v | @ Lo v m v -':-q'Add this report,

[ Email Report...
BL Save as Report View...

Texas Department of Motor Vehicles

2. On the Set the email options page, to address this email to the people who:

Set the email options - Report View of Fee Collection and Distribution Report

Specify the recipients and contents of the email. To add recipients, click Select the recipients or type the email addresses separated by semi-colons. To include
an HTML report as the message body, leave the Body box empty and select the report as the only attachment.

To:
Cc:
Select the recipients...  Show Bcc
Subject:
|Report: Report View of Fee Collection and Distribution Report
Body: Change to plain text >
IO |t BRB|IBIUS|E=SEES=S=== @ =~

yoclyhetane |

Include a link to the report

OK Cancel

e Should receive the report, for To, type the full email address of the report
recipient. If entering multiple addresses, separate each address with a
semicolon.
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e Need to know that this report was emailed to the people in the To: area, for Cc:,
type the full email address of these recipients. If entering multiple addresses,
separate each address with a semicolon.

3. For Subject, leave the default or type a custom label that will display in the Inbox of
the email recipients.

4. For Body, type in the information you want to include to the report recipients and if
sending this email in:

e HTML format, use the tools on the toolbar to work with the content to format it
(make words bold, add numbers or bullets, and so on).

e Plain text with no formatting, click Change to plain text >> at the top right of the
area.

5. Click the OK button.
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Appendix A Understanding Report Prompts

The Prompts page that displays when you run a report contains elements (for example,
dates, fee types, or item codes) that need a value supplied in order to produce the
intended results of the report.

You may be able to use default values supplied for a prompt when the report was
designed or you may need to specifically select a value in order to run the report each
time (for example, a date). You can also save some of the prompt value settings you
make to be used each time the report is run.

Prompts with the * (orange asterisk) or » (orange asterisk with an arrow below it)
displayed to their left require you to set a value.

In some cases, you may be required to click the | %™ | gr|  RefreshOfficc | pttons

in order to display values in an adjacent list.

The prompt types you will see for your reports include:

e Single-select list prompts where you can select one value (mostly date and date
range details, including the calendar pop-up for selecting the date)

e Multi-select list prompts where you can select at least one value but may select
more

e Search prompts for locating a series of values and selecting the most appropriate
values from the results displayed

Examples of these prompts are described in the following sections.
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Working with Single-Select Lists

‘v‘ Texas Department of Motor Vehicles
( REPORT

Eelcei el ot For Single Select Drop-Down prompts, click the arrow button and select a

* I—E_
January value from the choices displayed.

Select Date For Calendar Date Selection prompts, click the Calendar button to open a

*
I 3 B -+ calendar and select the date from it.

*Se'ed Report Typs For Option Button prompts, click the appropriate button to select it.
Weekly
|E §Momhw Sometimes, after selecting an option button, values are displayed in an

adjacent prompt or may cause additional fields to display.

Select Office Type Select Office

Cancel | Finish |
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Working with Multi-Select Lists

v‘ Texas Department of Motor Vehicles
( REPORT

Select ltem N . .
sl el For Multi-Select List, select:
3 [144-HOUR BULK RECEIPTS At least lue in the list
144-HOUR PERMIT ) . east one value in the lis
30 DAY MOTORCYCLE PERMIT e A series of values
30 DAY PERMIT
e e All values
g iﬁ ?gicé:TTI?FZ"EETTR”‘ILER To locate a value in the list, begin typing its first few letters
SYR HVY RENTAL TRLR PLT to automatically scroll to the first match within the list.
SYR RENTAL TRLR PLT . . .
72-HOUR BULK RECEIPTS v To select multiple values, click the first value and then press
72-HOUR PERMIT and hold the Shift key on your keyboard as you scroll
Select all Deselect al through the list and select each additional value.
To select all values, you can either click the Select all link to
Select Funds Type quickly highlight all values in the list or just leave the list
TITLE V4 without selecting anything.
ggfégTTF{:;(TION (Tip: Running the report without selecting values reduces
e thg amount of times the system must verlfy that a value
exists in the database and often results in a shorter
processing time for the report.)

Select all Deselect all

Cancel | Finish |
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Working with Search Prompts

' ‘ Texas Department of Motor Vehicles
( REPORT

The Search prompt displays for you to type in a keyword
| ‘ Search@( or phrase and then click the Search button.

click to open |

Options V<= TQ USEe a pattern matching scheme, click the Options link and select a pattern.

O Starts with the first keyword and contains the remaining keywords
O Contains any of these keywords I
I O Contains all of these keywords |

I ¥ Case insensitive ]

The matches found display in a Results list below the Search field. (If not already
displayed, click the click to open button).

To use:

e A specific returned value, click the value in the Results pane and click the
Insert button to move it to the Choice pane.

e Allvalues, click Select all in the Results pane and click the Insert button to
move it to the Choice pane.

Results: Choice:

Insert o ‘

Select all Deselect all

Select all Deselect all
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