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Cognos Reports

This work instruction guide will take you through the steps required to log into the
Cognos reporting system. It explains the Home page, what the different icons do,
how to navigate around the system and also provides examples of how to access the
available reports.

Logging onto the Cognos system

The Cognos Home Page

How to view reports

Example - The Starters Report

Changing the format of a report

Further options available when generating a report in PDF
Sending a report by email

o N o o A W N P

Logging off after using the Cognos reporting tool
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1 Logging onto the Cognos system

Access to Cognos reports is through your normal log on in the ResourceLink system.

1.1 Log into ResourceLink.

1.2 Click on the Reports link found in the Favourites area of the Control Panel
on the left hand side of your ResourceLink Home Page.
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— Pick a menu...
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& The following warning box will appear.

Security Alert

%]
riit |nfarmation vou exchange with this site cannot be viewed or

changed by athers. Howewer, there iz a problem with the zite's
&l
: security certificate.

Q The secunty certificate iz fram a trusted certifying authority,

a The security certificate date is wvalid.

& The name on the security certificate iz invalid or does not
match the name of the site
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@ Mo J I_ Yiew Certificate
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1.3 Click on Yes.

The following screen will appear.

COGNOS" 8

nd1d06 Log OFf

View Cognos content
Use Coanos Connection to access reports, analyses and other Cognos content. Information For braad distribution can be stored and accessed From shared folders and pages. Private information,
personalized contert, and Favorite reparts can b stored and accessed from personal Folders and pages.

Manage Cognos content
Use Coanos Connection b manage the Cognos content, This incldes searching content, selscting output formats, setting schedules, smaling content, and managing saved oUEpUE versions,
Cognos Connection can also be used ko define portal pages gathering related content into integrated subject areas,

Show this page in the Future

it (C) 2007 Conos Incorporated red.
Coonos and the Cognos log are trademarks of Cognos Incorporated.

1.4 This screen appears each time you log on to the Cognos reports unless you
un-tick the box labelled “Show this page in future, so it is worth un-ticking
this box the first time you ever log in to Cognos.

15 Your Operator log in will be shown at the top of the screen next to the link
that enables you to Log Off

COGNOS’ 8

nd1d06 Log Off

Yiew Cogr
Ise Cogno:

rierennaliza

1.6 To enter and view the reports, click on the Cognos Connection link under
View Cognos Content.

COGNOS' 8 ‘ H

nd1d06 Log Off Home

Yiew Cogres-centent

Ose Cognos Connection to atgess reports, analyses and other Cognos conkent, Information for broad distribution can be stored and accessed from shared folders and pages. Private information,
personalized content, and Eavorite reports can be stored and accessed From personal folders and pages.

Manage Cognos content

Use Cognos Connection ko manage the Cognos content. This includes searching content, selecting output formats, setting schedules, emailing content, and managing saved output wersions.
Cognos Connection can alsa be used to define portal pages gathering related content inta integrated subject areas.

Show this page in the Future

Copyright {C) 2007 Cognos Incorporated. All rights reserved.
Cognas and the Cognos logo are trademarks of Cognos Incorporated. THE MEKT LEVEL OF PERFORMANCE
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2 The Cognos Home Page

When you have signed in you will see a list of reports that are available to you.

NB: the list of reports displayed will vary according to whether you work within
Central HR or Payroll or out in one of the schools / PSDs.

Coghos Conhnection

kw4 Lo OFF

- Public Folders My Folders Schools and Professional Services Human Resources Mg

If vou need a report that is not on your list pleaze complete a report request form on the ASRP HR and Payroll website,
ASRP HR. Wiebsite

Human Resources
Entries: | 1 -9 +

Name &
B 4Week Contract End Emploves Letter
P 4Week Contract End Emploves Letter Mok Elig Redundanc
B 4Week Contract End Emploves Letter w2
P &Month Contract End Emploves Letter
P Contract Returns
P Leavers
P Probation contracts
b otaffList
P Starters

2.1 The following icons and options are available from this screen.

nd1d06 Log Off Option to Log Off

ﬁ, - This the Home icon. After you
have run a report, you can use
this icon to return to the
Cognos home page.
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3

How to view reports

3.1

3.2

3.3

To run a report, simply click on the title of that report.

Human Resources

Name &
P 4 Week Contrack End Emploves Letter
P 4 MWeek Contrack End Employes Lettertlot Elig Redundancy
4 Week Contrack End Emploves Letter w2
& Month Contrack End Emploves Letker

f Contract Returns
P Leavers CIICK
b Probation contracks

B Staff List

o Starters

& When you have clicked on the report link that you require you will see
the following warning window:

Security Information §|

rir“l Thiz page containz both zecure and nonsecure
?. iterns.

D'a yow want ta digplay the nonzecure items?

I Yes H Mo ] [ Mare Info

Click on Yes

In some cases the report will then run and appear on your screen; in other
cases you will be required to select some parameters for that report (such as
dates, etc.) before the report generates.

Where you do need to select some parameters, there will always be
instructions on the screen.
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4 Example - The Starters Report

The following page will be displayed when you have clicked on the Starters link.

UNIVERSITY OF

New Starters (FO0001) Southampton

Lists all people who have joined the University or transferred to new posts

1. Select the types of users you want to see in the report (optional).

[ Full Time - Permanent -
[¥ Part Time - Permanent

[¥ Term Time Orly - Permanent
[¥ Term Time Orly - Fixed Term

[ Full Time - Fixed Term

[ Fart Time - Fixed Term

[~ Temp Bank

[~ Casual Staff =l

Select all Deselact all

2, Select a start and end date and press insert (mandatory); press remove to remove a date selection,

From: * Choices:
oL M| [Cincerts
Jan Feb Mar Aor May Jun
Wl Aug Sep Ot Mov Dec + Remove
Mon Tue Wed Thu Fri Sat Sun
12 3 4 35 & %
8§ 9 10 U213 1| e
S 16 17 18 1920 21 Select all Deselect all
22 23 24 &5 X Z 2
29 30 31
To:
Jan Feb Mar fAor May Jun
ul fug 3sp Ot Mow  Dec
Mon Tue Wed Thu Fri Sat Sun
i 2 3 4 356 1%
8 98 10 11 1213 14
15 16 17 18 1920 21
22 23 24 25 26 27 28
29 30 31
& Latest date
3. Press Finish to run the repart,
Cancel = Batk PMext = Finish

It is merely a case of following the instructions shown on the screen.

4.1 Click in the boxes to select the criteria you require in your report.

1. Select the types of users you want to ses in the report {optional).

F

[+ Full Tirme - Permanent

¥ Part Tirme - Permanent

[+ Termn Time Only - Permanent
[ Term Time Only - Fixed Term
[+ Full Tirme - Fixed Term

¥ Part Time - Fixed Term

[ Temp Bank.

[T Casual Skaff LI

Select all Deseleck all
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4.2

4.3

4.4

4.5

4.6

4.7

4.8

4.9

Click Select all 22etal you require all criteria to be shown in your report

Click Deselect all Leselectal if you wish to undo all choices or amend the
criteria for the report

Use the scroll bar to move up and down the available choices for your report
criteria

Select the start date for your report

2. Select a start and end date and press insert {mandatory’); press remove o remove a date selection.

Froni: # Choices:
i

1 2010 4 Insert #

Jan Feb Mar Apr Mav  Jun

Ml Aug Sep Ock Mo + Femave

-
i
o

W

Mo Tue Wed Thu Fri Sat Sun

i 2z 2 4 3 8 7

g 9 10 11 1213 14 | cccceccccssssseesessesseseee
15 16 17 18 19 20 21 Select all Deselect all
22 43 24 25 26 27 28

29 30 21

= Eatliest date

Within the Cognos system, mandatory fields are indicated by a red
asterisk *

Use the arrows to select the year required for the start of your report.

Click on the Month that you want the report to start from. This will appear in
bold type.

Click on the Day that you want the report to start from. This will appear in
bold type and be highlighted slightly.

Next, you need to select an end date for your report, following the same
method as for the start date (see steps 4.6 to 4.8 above)
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Mon Tue Wed Thu Fri Sat

1 2 3 4 3 &6 ¢
g 9 10 11 1Z 13 14
15 16 17 18 18 20 Z1
22 23 24 23 26 27 28
20 20 21

® Latest date

4.10 Once you have selected the From and To dates, click on the Insert button
so that the dates appear in the box, as shown below:

* Choices:
Ihsert & between 3 Mar 2010 and 5 Mar 2010
% Femove
Select all Deselect all
Finish
411  Click on Finish to run the report.

Cancel

4.12  If you wish to cancel the report, click on Cancel =

After a few seconds your report will open on the screen (usually in html format).
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5 Changing the format of a report

Any of the reports can be generated in any of the following formats:
e PDF document
e HTML document
e Excel spreadsheet

e XML code

5.1 This is done by clicking on the relevant icon on the top right of the screen.

ﬁ} 4| about

e & H - b

Explanation of the different icons:

Option to display the report in HTML format.

Option to display the report in PDF format.

il ~ Option to display the report in a single Excel sheet format. (The
drop-down arrow on the right of the icon allows you to select
other Excel file types if required).

ol Option to display the report in XML code format.

5.2 To view your report in a different format, simply click on the relevant button
and the report will regenerate in the chosen format.
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6

Further options available when generating a report in PDF

There are a number of options available to you when generating a report in Adobe
PDF format.

6.1

Access is via the tool bar at the top of the PDF document.

H Save a Copy = (h m Search

[T soect i @ - 3] [ | © [1oe |- @ P03 B -

Explanation of the different icons:

H Save a Copy

i

@

iﬁ'_j Search

Aty

)

| select

©

145%

- @

Option to save the report to the hard
drive or disk

Option to print the document

Option to send a URL link within an email
or send the document as an attachment
to an emaiil.

Option to search the report for key words
within the report.

Option to move around the document.

Option to select specific content within
the document.

Option to capture a snapshot of content
within the document

Options for resizing the document
Option to rotate the document.

Option to spell check
Option to undo.

Option to copy a selected area of the
document.
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7 Sending a report by email

£

7.1 Click on the email icon located at the top right of the screen.

7.2 The screen below will be displayed.

\ X

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

To:
tevd (b,
Cc:
Select the recipients...  Show Boc
Subject:

Feport: Starters

H .2

=
I
i
it
i

W

1

1

1
i
1L
wkn

Body: Change to plain bext > B I

Include a link ko the report
[] Attach the report

o4 Cancel

7.3 To select the recipients of the email type the email address in the To or CC
fields or click on the link to access the directory.

7.4 Type your message in the Body field

You can choose whether the recipient of your email receives either a
link to the report or receives the report as a file attachment.

7.5 The system defaults to the option “Include a link to the report”

Include alink ko the repert - o< this ensures that only staff who are set up with the

appropriate access rights within ResourceLink and Cognos will be able to
view HR information.

7.6 However, if you do need to send the report as a file attachment, then simply
click in the box labelled “Attach the report” L2 Attach the report

7.7 Click on OK and the email will be sent.
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8 Logging off after using the Cognos reporting tool

8.1  Click on the 229 jcon at the top of the screen.

The following screen will be displayed.

ou are logged off.

Log on again...
. . . . Log on again... |
8.2 If you want to log in again, simply click on the link.

You will then be taken back to the initial screen to enter the system.

8.3 If you have finished using Cognos, click on the white cross in the red box to
close the Cognos window.

i o s Click here to log
out of Cognos

] oo (D S Locsl wtranat
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