ePM Quick Reference Guide #148 GSA
Setting Up Report Views and Report Delivery

INSITE TEAMWHAT IS...

A report view allows users to select the type of content they need in a report. It also provides users with a
streamlined way to view the requested information easily and quickly. If a report with the same
parameters is run often and/or needs to be delivered on a schedule, a report view can be created to save
time.

WHO USES

Project Managers

Program Managers

ePM System Administrators
Cognos Administrators

HOW TO...

Complete the following steps to create a report view and a delivery schedule.

A. LOG INTO COGNOS ANALYTICS

1. Using Internet Explorer, go to the ePM Portal.
2. Click ‘ePM’ in the list of applications.

https://epm.pbs.gsa.gov/portal/ ~ @ & || Search.
i % || Program Properties Register | .. |
fert ~ & Select
on com Online Shop... | ePM Portal

=\
Electronic Project Management

&Pro'l jance End User Licensing Agreement
. ePM GSA D2D Dashboards >
Design & Construction Project Management Tool Quick Link to PBS Office of Design & Construction
ﬁ ePMXpress Q ePM/ePMXpress Quick Reference Guides >
Small Projects Project Management Tool Quick Link to QRGs Guides Posted to GSA.gov
% EV Tool € > ePM/ePMXpress Reports >
Eamed Value Management Tool Quick Link to Reports Posted to GSA Google Drive
! E File Management Tool g ePM/ePMXpress GSA Guidance >
_J Quick Link to GSA Guidance Posted to GSA Insite

ePM/ePMXpress File Management

UAC Tool

User Account Recertification and Account Request Tool
i S~ m—n e a——

Optional: If external to the GSA network: Complete the following Multi-Factor Authentication
(MFA) steps. (For screenshots see QRG 001)
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a. Enter your GSA User ID and click ‘Submit’

b. Select a delivery method for your one-time registration code and click ‘Submit’. (If your
preferred delivery method does not exist send a request to epmsupport@gsa.gov)

c. Enter the four digits registration code you received and click ‘Submit’.

d. Enter your password and click ‘Submit’.

Click ‘Analytics’ on the ‘ePM Workspace’ page.

Home 4 {5

P Please select a workspace
Manage company documents and templates, such as project
security and setup.

Configure, view, and report on groups of business-related
projects.

Complete assigned tasks, administer project documents and
manage corporate assets and work orders.

Display and manage Reports and Dashboards that provide real-
time enterprise wide visibility across the entire portfolio.

Click ‘My Home’.
Navigate to the desired report folder.

CREATE THE REPORT VIEW

In the desired report folder, select More... on the far right side of the report list next to the report
name.

gnos Connection tepenney ogon- | < | I % - | R - &< twna-

0O @m>

O m»
O m>
O m>
O m>
O m>
O =>

|- public Folders My Folders

ublic Folders > Program Reports (Summary)

=EHcHESSBIt RO XD N
faviess ][]0

Archived Program Reports February 24, 2016 4:02:31 PM
Al Project Info Report_New Schedule. November 8, 2018 5:06:07 PM
Capital All Project Info Report January 30, 2018 10:50:17 AM
FY19 All Project Info Report Aprl 11, 2019 8:44:21 AM
New version of the All Project Info Report and Capital All Project Info Report for FY19

0DC Small Project History March 10, 2016 11:39:37 AM
PCO - Region February 26, 2015 1:45:51 PM
PCO - Summary February 26, 2015 1:45:51 PM
Project Ballin Court - RFI - Aging Summary February 28, 2016 11:30:02 PM
Project Ball In Court - RFT - National Summary February 26, 2015 1:45:51 PM
Project Ball In Court - RFI by Region February 26, 2015 1:45:51 PM

2. From the list of available actions, select ‘Create a report view of this report’.
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Perform an action - Capital All Project Info Report

Available actions:

B set properties

View report output versions
View my permissions...

Run with options...

Open with Report Studio

Open with Cognos Workspace Advanced

ReV ¥ &

New schedule...

View run history

)

Alert me about new versions

Move...

[}’

=l Copy...

E I Create a report view of this report... I
J*  Add to bockmarks...

K Delete

Cancel

3. On the New Report View wizard screen:
a. Give the name of the report being created
b. Select a location for the new report

Spedify 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:
| Test Report |

Description:

Screen tip:

Location:
Public Folders > Measure Reports = ODC Measures Reports
Select another location... Select My Folders

Cancel < Back Next > Finish

NOTE: It is very important to select a location different than the default location such as My Folders or in
a regional reports folder.

4. Click ‘Finish’ when done with the name of the report and location.
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C. SETTING THE REPORT PARAMETERS

1. Navigate to the folder where you saved the report.
2. On the far right side of the report entry, click the Set Properties icon to launch the Set Properties

page.

IBM Cognos Connection lizpenney LoqOn ~

> [ public Folders My Folders |

L 1=

ublic Folders > Regional Reports > Region 02

n [
] Ea» AlexBay Ball In Court - RFT January 21, 2020 7:41:36 AM
= o
] Sa» Alex Bay Ball In Court - Submittal Packages January 21, 2020 5:06:08 AM
1021
] Ea» VP Report with Days Ahead and Days Behind_Javits Core Reno January 20, 2020 2:02:25 AM
] Ea > Degetau USPO and Fir Offce Realignment Fact Sheet 35634 January 21, 2020 4:32:53 AM
" For David Maldando
] Bab Javis Bockfl 19333 Projec Bl In Court - RFT January 20, 2020 5:38:40 AM
] Eab Jovits Backil 19333 Project Bal In Court - Submittal Packages January 20, 2020 5:15:59 AM
] Ea Javits Roof Replacement 41190 Project Bll i Cout - Submittal Detals January 20, 2020 5:44:59 AM
Wesky reportfor Kari Lemmerman. Please contact Lz Perey for report delivery changes.
] > Lower Manhattan Project Stakeholder Report January 20, 2020 6:59:05 AM
— forJessica Karkat
] Ea b Lower Manhattan Project Stakeholder Report #2 January 20, 2020 7:00:11 AM
" for Jessica Karkat
] Ea» ODC Smal Project History - Erin Bishop July 22, 2019 11:12:09 AM
~ " Reportfor John Paimer
] B> ODC Small Project History - Jay Burris July 22, 2019 11:12:09 AM
" Report for John Palmer
] > ODC small Project History - Kathy Simpson July 22, 2019 11:12:09 A
"~ Report for John Paimer
] B PMD Upstate - ODC Smal ePM Xpress Utization KPI Report July 22, 2019 11:14:22 AM
~ Reportfor John Palmer
] Ba  Ted weiss Elevator Project Bal In Court - RFT January 22, 2020 1:02:14 AM e
I rt delivery p n =)
] > Ted Weiss Hlevator Project Ball in Court - Submita Detais January 22, 2020 1:02:01 AM O » 6 vore...

1f you need changes to this report please contact Christina.cordero@gsa.gov

3. Click the Report View tab. From the list of actions displayed, choose the following options:
a. Default Action: Choose Run the Report
b. Report Options: Put a check mark in the Override the default report options and choose
the report format (PDF, Excel, etc.).

Set properties - ODC Small Project History - Kathy Simpson

General Report view Permissions

Select the default options to use for this entry.

Default action:

| Run the report v

Report options:

Dverride the default report options
Format:
PDF v

Accessibility:
[] Enable accessibility support
Language:
‘ English (United States) v

PDF options:
No options saved
Set...

Prompt values:
No values saved

Prompt for values

Advanced optionsy,

OK Cancel
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Click Edit... to open the report’s prompt page.
Select the report parameters (region, project, project type, city, state, etc.).

On the last prompt screen, click ‘OK’ or ‘Run Report’ to be taken back to the Set Properties page.
Uncheck the Prompt for Values box.
Click ‘OK’.

©N O A

D. CREATING THE REPORT SCHEDULE

1. Navigate to the report view that was created in a previous step.
2. Click the calendar icon to the right of the report view to open the Schedule window.
3. Set the desired frequency for the delivery in the top section of the Schedule page.

Schedule - Lower Manhattan Project Stakeholder Report #2
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 any of its details.
[7] Disable the schedule Priority: Start date
3 start:
Aug 2, 2017 -
Frequency: R
Select the frequency by clicking on a link. 6 152 AM |
By Day By Week By Month By Year By Trigger End:
(® No end date
e
(O End by:
vy (2 weeis) on End date
Monday [ ] Tuesday [ | Wednesday [ | Thursday Jan 22, 2020 B
I:! Friday [ | Saturday [ | Sunday s -8 AM ~
Daily Frequency: A
o v | =P 2

4. Under the Options heading, check the Override the default values box. Make sure that the format
(Excel, PDF, etc.) is the same as format that you selected when creating the report view.
5. Uncheck the Save the report box.
6. Put a check mark in the Send a link to the report by email box.
7. Click the Edit the email options... link to open the Set the email options window
a. Enter the recipient’s email address
c. Adjust the email Subject if needed
d. Enter the Body of the email if needed
8. At the bottom of the Set the email options window, uncheck the Include a link to this report box.
9. Put a check mark in the Attach the report box.
10. Click ‘OK’ to return to the Schedule window.
11. Click ‘OK’.
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GSA

Set the email options - Lower Manhattan Project Stakeholder Report #2

[jessica go N |
Cc:
Select the recipients... Show Bcc
Subject:
\Repcrt: Lower Manhattan Project Stakeholder Report #2
Body: Change to plain text »
IOt BBIBIUS|IE=SGEEE=E== [ o=

[] Include a link to the report
Attach the report.

ok || cancel

e 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:

REFERENCES

Reference the following ePM Quick Reference Guides (QRGs) for additional information. QRGs can be

accessed through the ePM Portal.

QRG 80 - ePM Analytics navigation Basics
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