ePM Quick Reference Guide #75

Cognos — Ad-Hoc Reporting (Basics)

What is Coghos — Ad-Hoc Reporting? Who Will Use This?

Ad-Hoc reporting refers to the capability within Cognos to develop
easily list style reports by dragging and dropping query items from
the metamodel onto a design surface. \/ Project Manager

\/ Program Manager

In addition , the ePM metamodel includes a number of dimensions,
measures and metrics to provide ad-hoc report writers to slice and
dice financial, cost and project data to extract relevant information.

Cognos Query Studio is designed to allow this quick, ad-hoc
reporting.

Types of Reports:

Simple List Report In Query Studio, you begin a new report by inserting columns into a
report area.

Grouped List Report: In Query Studio, you group on a column to remove duplicate values. A
grouped column automatically sorts the column values and generates
summary information for the numeric data to which it refers.

Crosstab: In Query Studio, you can organize your report in a crosstab format.
Crosstab reports summarize data so that you can analyze it in relation
to both rows and columns.

Charts: In Query Studio, you create a chart from an existing report. Query
Studio includes a selection of chart types that work with one or more
columns of numeric data. You can view charts with or without the report
information.

Location of Reports:

@-j Public Folders: Contain reports that are of interest to many users. Reports saved in this folder
are accessible by other users. PBS standard reports are located in the Public Folder.

My Folders: Reports saved in this folder are only accessible by the logged-in user.
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1. From the ePM Portal click on ePM/ePMXpress Reports.

2. Click the upside down triangle to the right of Launch hyperlink and then click Query Studio.

or e Igpublic Folders - IBM Cognos Connection ]_l @ o ~ @ v @Page - = - @TW'S -7

Bi~ify~ a~ Launch~

K Query Studio
- @ Bnalysis Studio
Public Folders OO OEF G k Report Studio
@ Event Studio
kg Crill-through Definitions

IBM Cognos Connection SzeTan Logoff | B |

I'lgi| Public Folders My Folders

Entries: [

[0 |Mames | Modified &

1. Select the data package by click on the PBS hyperlink.

Select a package (Navigate) Help

Select which package to use. Search

Recently used packages:
EBS

List of all packages:

Cognos > Public Folders Entries: - (%] |44 e M
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A list of menu options appears on the left and blank workspace on the right.

Query Studio

e [
Menu MpDEEHG &« BXoao p TE-2 EE
rﬁaﬂ:mtﬂ

Edit Data

flon  HwBA 31y bE aG
Change Lavout
Run Repart
Manaage File
[ pes
[Blerm

Title

Select and insertitems from the tree to fill in the report.
‘fou can also drag and drop items into the report.

2. Select the Insert Data menu option.

3. Using the Explorer like tools on the left, open the appropriate folders.
a. ePM data is organized by ePM documents.

b. Subfolders for the ePM documents represent fields that contain multiple values
associated with the field or page tab.
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Menu
Insert Data
Edit Data
Change Layout
Run Report
Manage File
PES
= [Blerm
ﬁ Program Properties
= [£3 Projects
ﬁ Project Properties
[::I Project Properties Activity Log.
| Project Properties Motices.
[ Base Document.
- (= APPLICATIONS
[T Budget & Reporting
1 Contract Management
T Field Management
[ office Management
7 5cheduling
(" FILE MANAGEMENT
[T ADDRESS BOOK
(T ADMINISTRATION
[C0 Context Information
Dimensiu:uns
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4. Click and drag the desired data object from the left to the report content screen on the right.
a. Data objects on the left correspond to ePM fields.
b. Data displayed in results window is limited set data. Reference Run a Report section.

=N = H 2 A N : = e e e o
Menu meB@féﬁX'ﬂhbvﬂ'zzif%%'fﬂlﬂcﬁlﬂm&
Insert Data :
o ‘b Font Ollsize 0] A- 2 7 v & 8- 4 @
EditDate i
Change Lavout )
Run Report Title
iieis | Program Name ‘ Project Project Name Contract Number Pegasys DocLment Revised Contract
FRgees 7] Number Number Value
= Berm €PM 1.1 Master Program Template 978 L1 -PLOBA -Regional Admin Project 1| 001 0
TR Program Propertes €PM 1.1 Master Program Template 978 ST test lookup fix 1 M test 0
= B projects &PM 1.1 Master Pragram Templats 981 L1-PLOBA -Regional Admin Project 3| 001 0
B0 Project Propertes £PM 1.1 Master Program Template %82 L1 - Contracts and Mods OBA - Project | 001 0
1a
EProject ropertes Actiity Log. £PM 1.1 Master Program Template %82 L1 -Contracts and Mods OBA - Project | 01 pdn12345 75000000
[Project Properties Notices. b5
(JBase Document. €PM 1.1 Master Program Template 982 L1 -Contracts and Mods OBA - Project | 2010010402 34556 650000
5[5 APPLICATIONS B
] udget & Reparting €PM 1.1 Master Program Template 982 L1 - Contracts and Mods OBA - Project | 20100104-03 802348 10000000
1a
& [ Contract Management €PM 1.1 Master Program Template 982 L1 -Contracts and Mods CBA -Project | 2010010501 100
= [ obligations 1a
& [ Contracts. €PM 1.1 Master Program Template 982 L1 - Contracts and Mods OBA - Project | 20100106-01 124000
= fill Contracts 1=
B Accoumt Guid €PM 1.1 Master Program Template 382 L1 - Contracts and Mods OBA - Project | K vendor 1 33
ccount Gui -
[ Account Name PM 1.1 Master Program Template 982 L1 - Contracts and Mods OBA - Praject | PMD1 150
[H] Accounting and Appropriatior 1a
[ ACR Column in Approved Sta &PM 1.1 Master Pragram Templat= 983 L1 - Inveice OBA - Project 12 111 6400750
] ACR Column in Cancelled Sta ePM 1.1 Master Program Template 83 L1 - Invoice OBA - Project 1a 222 5000000
[l ACR Column in Closed State €PM 1.1 Master Program Template 383 L1 - Invoice OBA - Project 1a 4444 750020
[l ACR Column in Draft Stat= PM Program Workspace and Reporting 488 Training Project 03 Geo001 336500
[l Acr Calumn in Pending Acce; Training
) PM Program Workspace and Reportin 433 Training Project 08 o0t 175000
a [l ACR Column in Pending A%-@\ e > porting a Pro
N T |
= - PM Program Workspace and Reporting 495 U.5. Coast Guard Project SE G5 100PODSMCKDD1001 5500000

B = 4

Training

= Top % Pageup ¥ Pagedown T Bottom

Project Expenses
PES
Project Expenses

Project Expenses

GC Testng Company

GC Testing Company

GC Testing Company

GC Testing Company

GC Testing Company

GC Testing Company

GC Testing Company

GC Testing Company
GC Testing Company
GC Testing Company
GC Training Company

GC Training Company

AE Training Company

o By default, each new report item follows the last report item, but you can insert an item in
a different position. Click an existing heading in your report. The next item you add from
the package precedes this heading.

e You can also control the order of items by dragging them to the work area. For example,
you can drag an item between two columns that are already in your report.

e To simultaneously add several query items, use Ctrl+click to select multiple items, and
then, at the bottom of the left pane, click Insert.

e To remove data permanently from your report, click the report item heading, and then
click the delete button on the toolbar.
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5. To Sort the query results, click on the first column and then click the Sort icon.
Repeat this action for each column sort needed.

a. The column name(s) of the sort(s) selected will appear in the upper left above the column
headers.

b. Each column selected for a sort will appear with triangle to the right of column name.
Triangle (up or down) will denote if sort order is ascending or descending order.

d. The order of the column determines the level of the sort. In example below, the query will
sort by the Program Name and then by the Project Number.

I%I Program Mame: Ascending order; Project Mumber: Ascending order

Program Namd = ] | Project Numbed=] Project Name Contract Number

6. To pare down the results as needed, click on the column to filter and then click the Filter icon. v
e. Filter options display.

f. Select appropriate filter option (Cognos Help Text detailed definitions of each). Note:
With the Prompt option selected, the filter can be changed each time the report runs.

g. Click OK.

%1 Program Mame: Ascending order; Project Mumber: Ascending order

‘ Program Mame & ‘ Project ‘ Project Name ‘ Contract Number ‘ Pegasys Document | Revised Contract ‘ Vendor
Mumber & Number Value Company Title

= Top & Pageup ¥ Pagedown X Bottom

Reduce the amount of data in the report. With the Prompt option selected, the filter can be changed each time  Search for values Type in values
the report runs.

Filter on:

| Prompt every time the report runs |
Program Name

Condition:
|Sh0w only the following
[JRegion 1 - New England Region Small Project Program @I

[IRregion 1 -Mew England Region Frogram

[IRegion 10 - Northwest / Arctic Region Program

[JRegion 11 - National Capital Region Program

[JRegion 2 - Northeast and Caribbean Region Program

[JRegion 2 - Northeast and Caribbean Region Small Project Program g
[JRegion 3 - Mid-Atlantic Region Program

[[JRegion 3 - Mid-Atlantic Region Small Project Program @|

Select all Deselect all

Missing values =
(Default)

Apply the filter to individual values in the data source

| 0K || Cancel|
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Note: The columns selected to filter on appear in the upper left above the column headers.

“F Program Mame:

%I Program Mame: Ascending order; Project Mumber: Ascending order

Program Mame & Project Project Mame Contract Mumber
Murmber 2

7. To add a Title to the report, click the Title hyperlink and enter title name. Click OK.

Title
“F Program Name:
%I Program Mame: Ascending order; Project Mumber: Ascending order
Program Mame & Project Project Mame Contract Number Pegasys Document
Mumber 2 Mumber
ePM 1.1 Master Program
Template
ePM 1.1 Master Program 975 ePM 1.1 Master Pphject 001
Template Template
ePM 1.1 Master Program 976 L1 -PI OBA - Regional Admin oo1
Template Project 1
ePM 1.1 Master Program 9F7 5T Test Project 1 0o
Template
ePM 1,1 Master Program 973 ST teft lookup fix 1 oo1
Temolate

Z Top 2 Pageup ¥ Pagedown =

Specify what will appear at the top of the feport and on the first page of printed copies.

Title:
|Cnntract Report - By Region |

Subtitle:

Show filters
Show sorts
Show suppression

QK || Cancel
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8. Click the Summarize or Calculate icons = to add a summaries and calculations to the report.

DEeSE@ % IEXMWEDEVE'%I BnBr-Uls®ETEEE
Font [ size [0 A- B I U & Lo

Contract Report - By Région
W Program Mame:
%3 Program Mame: Ascending order; Project Mumber: Ascending order
[r——
Program MName & Project Project Mame Contract Number Pegasys Document Revised Contract
Mumber = Mumber Value

Note: Default for Summarize is ‘Count’. To add a ‘Total for the column m

Set up totals or other summaries.
i Summary for footers;
| v

| 0K || Cancel|

[<]
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What you save in Query Studio is the query definition, which is a specific set of instructions for extracting

particular data. It is not a snapshot of the data you retrieve at the time you save the report. For example, if
you run a report that you saved two weeks ago, the data in the report reflects any changes in the updated
data source.

—
1. To save the report, click the Save icon , enter report n
a. Remember to select the proper location — Public

ame, select location and click OK.
Folder or My Folders.

DeEa s BX oo b TR E G RB
[Font Hisee A 32 7 v & B 4 H

Contract Repo

it - By Region

W Progran] Mame:

%I Progran] Mame: Ascending order; Project Number: Ascending order

Program TT«::- Project Project Name
Mumber &

Contract
Mumber

&PM 1.1 Master
= Top # Pageup ¥ Pagedown X Bottom

Specify a nanje and location for this entry. You can also spedify a description and screen tip.

Name: W

|Contract Report - By Region

Description:

Screen tip:

Location:
My Folders
Select another location. ..

OK Cancel
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You can open an existing report to make changes to it, use it as the basis of a new report, or view the
current data.

1. Select the appropriate Folder (Public Folders or My Folders)

2. Locate the report you want to open, then click the ‘report name’ hyperlink or click the Query
Studio icon. The report opens in Query Studio.

IBM Cognos Connection . Sze Tan LogOFf | B ! Eivifa~ a~ Lanch~

B Public Folders My Folders |
My Folders ;;ﬁ@g@% EX@%
O |mwames | Modified & | Actions

[ [ pBSReports December 23, 2009 2:43:47 PM More. ..

J Contract Report - By Region = February 3, 2010 3:14:37 PM "3 Eﬁ* More. ..
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Open Report.

A

Query Studio - Contract Report - By Region .

MDSHB ¢ BXoo p TR-HZE BEBE-HNo22E2@0FH

Menu

Select Format Data.

Select Edit Data from Query Studio Menu.

e | see [ A
[ Fort Clom A 57 0 &E &
Edit Data | b [~] [+] . U E- A H
Change Layout Program
Run Report Region 5 -Great 796 ARRA -Kinneary Courthouse | GS05P055LD0032 PISED1932
Lakes Region Limited Scope
Manage File Program
T Eiter... Region 5 -Great 796 ARRA -Kinneary Courthouse  GS07F94626 PISED2020
. Lakes Region Limited Scope
Combine Filters. .. Program
£g Suppress... Summary 98786140.16
4 sort...
T summeri Feb 3, 2010

Calalste...
Define Custom Groups...

o Dril Down
of Drilup
hR) GoTo..

Rename Column Heading. ..

b cut
[ Paste
W Delete
&3 Undo
0 Redo

¥ Pagedown = Bottom

= Top % Pageup

SzeTan Log Off

Click Column to format and specify how the data should appear. [Select Category first]

o %

385189 | Schooley Caldwell

Assodiates, Inc. (SCA)

11563 | Square D Company, Inc.

T/

1:19:06 PM

Category:

Currency

Currency:
‘Defau\t currency

Currency display:
Currency symbol

oK Cancel

5. Click OK. Column is formatted as specified.

Region 5 - Great
Lakes Region
Prograrm

Region 5 - Great
Lakes Region
Program

Region 5 - Great
Lakes Region
Program

Summary

796

796

796

ARRA - Kinneary Courthouse GS00P04CYDO0S 1
Limited Scope

ARRA - Kinneary Courthouse G505POSSLD0032
Limited Scope

ARRA - Kinneary Courthouse G507F94626

Limited Scope

Number of decimal places:

Scale:

No scale

Negative sign:
-123 [

Thousands separator:

PISE01911 $101,495.00
PISE01932 $385,152,00
PISE02020 §11,563.00

%98,786,140.16

Format data

Specify how you want the data to appear. Choose Default format to revert to the original format.

Tishman

Schooley Caldwell
Associates, Inc. (SCA)

Square D Company, Inc.

6. Note: Use the format toolbar to easily update font size and other formatting options.

|ant

|Size_&v§]3 I U
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1. Open Report.

2. Select Run Report from Query Studio Menu. Run/View options display.

3. Select one of the three Run/Preview options. Data appear in the results section to the right.

a. The Run With All Data command runs the report using the full data source. Running a
report can take a long time. If you plan to make several changes to a report, run the
report in preview mode to save time and computer resources by limiting the rows of data
that your report retrieves.

b. Preview with Limited Data mode improves the report performance. Design mode filters
restrict the amount of data that a preview report retrieves to a predetermined limit. Report
in limited data mode does not compute rollups.

c. Preview with No Data when you want to see what your report will look like without using
actual data. This is useful when you are designing your report or when you want to make
formatting changes.

4. Optional: Select one of the View options (Excel, PDF, CVS, XML).

Query Studio - Contract Report - By Region

Menu
Insert Data
Edit Data
Change Layout
| Run Report |

Manage File L

b Run with All Data
[#] Preview with Limited Data
Preview with Mo Data

View in PDF Format

Specify PDF Options. ..

View in Excel 2007 Format

View in Excel 2002 Format

View in Excel 2000 Single Sheet Format
View in CSV Format

View in XML Format

Advanced Options. ..
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Print your report to obtain a paper copy.
For best results, use the PDF format when you want to print a report.

1. Open areport in Query Studio.

2. From the Run Report menu, click View in PDF Format .E' The report opens in PDF format.
3. On the Acrobat Reader toolbar, click print.

4. Select the print options you want and click OK.

1. If you want to use the report as the basis of a new report, save it using a different name.
2. To browse through the pages of a report, use the links at the bottom of the page.

3. Toincrease the available space for viewing reports, click the hide menu button in the top right
corner of the menu.

4. To view the menu, click the show menu button in the top left corner of the report.

5. You can also resize the menu, and hide/show toolbars .
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