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IBM Cognos Analytics

Create a List

The following instructions cover how to create a list report in IBM Cognos Analytics. A listis a
report type in Cognos that displays a series of data columns listing information. Many times list
reports are used to display several pieces of information about individual students.

Navigate to Cognos
Cognos Analytics supports all browsers with the exception of Microsoft Edge.

Log into Cognos by going to https://insight.illinoisstate.edu/. (You must use a computer that
is connected to the ISU network.) Log in using your ULID and central login password.
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Access the Editing Tool to Create a New Report - —
To create a new report, click the new button at the bottom of the navigation pane. o
1. Click the New Ia#l icon in the bottom left corner. :@
2. Click Report.
3. Confirm the Blank template is selected.
4. Click the OK button.
IMust be done before editing or creating any report!
Set Report Options
For every report you edit or create, you must set your default option for o e
Summarization. @ -
1. Click the More B icon in the upper right corner. Options
2. Click Options. S
Options
3. In the Options window, click the Report tab. N———
4. Uncheck Automatic group and summary behavior for lists. — es
5. Click the OK button. @ oae

nditional styles and paleties

W Table Style inheritance

|1 Automatic group and summary behavior for lists |

[] Automatically create crosstab headers for sets

Select a Report Type v om-
The report type needs to be selected before the report can be created. ; RN

1. Click the Plus @ icon in the center of the screen. ; =
2. Click the List = icon. B Ele o
3. Click the OK button in the pop up window. i

Select Data Source
The folder the data is located in has to be selected for the data items to be

added to the report. w I S
1. Click the Add report data @ icon in the Source tab of the Data pane. A Data-ﬂem:
2. The Open file window will appear. Confirm Team content B is B O
selected in the left pane. >
3. Select the package you wish to work within. — §
4. Click the Packages folder. ] S — '
5. Continue to navigate to the folder where the data is =
stored.

6. Click the Open button.
The folders for the data items will appear in the Source tab.
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Add Data Items
The data items in the report must be added from the Source tab of the Data pane.

1. Click the arrow in front of the select data source to expand.
2. Continue to click the arrows in front of the desired folders until the data item you wish to
add is exposed.
3. Add the data item by double clicking:
i.  Double click on the data item that is to be added.
Each data item will appear at the end of the report.
4. Add the data item using drag and drop:
i.  Click on the desired data item.
ii.  Drag the data item by holding down the left mouse button while moving the
mouse over the report until a line is blinking where the data item will appear.
iii.  Drop the data item in place by releasing the left mouse button.
5. Select more than one data item to add at once:
i.  Hold down the Control key while clicking on each data item.
ii.  Drag the data items by holding down the left mouse button while moving the
mouse over the report until a line is blinking where the data item will appear.
iii.  Drop the data item in place by releasing the left mouse button.
Data items will appear in the order they are listed in the Source tab.

Newreport* v

L Admitted Program Admitted Plan Admitted SubPlan Applicant ULID Applicant Last Name Applicant First Name Univer

[<Univer:
D=

<Admitted <Admitted <Admitted <Applicant <Applicant Last <ApplicargFirst
Program= Plan> SubPlan> uLID= Name>

<Admitted <Admitted <Admitted <Applicant <Applicant Last [<Univer:
“ | Program> Plan= SubPlan= ULID= Name> D=

<Admitted <Admitted <Admitted <Applicant [<Univer:

Program= Plan> SubPlan> uLID= D=

(]

% GMAT Integrated Reasoning !

%l GMAT Quantitative Score Ave

% GMAT Verbal Score Average |

%] GMAT Analytical Writing Scol
%! GMAT Total Score Averge

» [J GRE

» [J SAT

» [J TOEFL

» [ IELTS

+ iii_Annlicant and Annlication

Continue adding data items until all information that should appear in the report is added.
Data items can continue to be deleted and added at any point in the editing process.

Selected
data items
to be
added
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Delete Data Items
Data items can be deleted from the report.

1. Delete a data item using the keyboard:
I.  Click the column header of the data item to be deleted.
ii.  Hitthe Delete button on the keyboard.
2. Delete a data item using the tool bar:
I.  Click the column header of the data item to be deleted.
ii.  Click the More dots ++** on the right side of the tool bar.
iii.  Click Delete at the bottom of the list that appears.
3. Delete several items at the same time:
i.  Click the column header of
one of the data items to be

New report® W

- Admitted Program Admitted Plan Admitted SubPlan Applicant ULID Applicant Last Nam

<Admitted <Applicant Last

dEIEtEd Program:= Z E:= - |E] A 2 .|z E' . E Name=
ii.  Hold down the Control key iy | e AP Hoagers & footers
Whlle CIICkIng on the Other ;Admitted ;.;’-\dm\tted ;A;I;‘:\tted aﬁprhcant Build prompt page
column headers. e T > o cu
iii.  Use steps 1 or 2 above to @ copy
complete the delete action.
Visual aids 3

Change a Data Iltem’s Label
The text of the column header for a data item can be changed.

1. Click on the column

" Academic Academic Academic Program Applicant Applicant Last = Applicant First University
header Of the data Program Plan 1 Plan 1 Subplan ULID Name Name 1D
. . —_— <Universi
item that is to be Lniversity

¥ R X B 08 2 AR =B e [

changed_ R B ) )
. Program> Program Plan 1>  Plan 1 Subplan> uLID> Last Name> Edit Query Expression...
2. CIle the MOI’e dOtS <Academic <Academic <Academic Program <Applicant <Applicant Edit Data Item Label...
Program> Program Plan 1> Plan 1 Subplan> ULID> Last Name> |}
»++ atthe end of the Apply table style...

tool bar that appears.
3. Click Edit Data Item
Label... Data item label (]

Data item name:

Columns title style

Cnlumne hodv ehile

‘Academlc Program ‘

|Data item labet

. . . . I
4. Use the Data item label field to type in the desired famues Coese <
(1) Information
name. T e i o e o 1
Do not change the text in the Data item name field. oo s e v o
5. CI iCk the OK button. the data item name in some cases, but not a‘wa)’ﬁ
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Move Column Order

The order data items appear in the report is based on how they were added, but they can be
rearranged at any time in the editing process.

1. Click on the column header of the data item that needs to be moved.
If moving more than one data item, hold down the Control key while clicking on
the column headers of the additional data items.
2. Drag by holding down the left mouse button while moving the mouse over the report
until a line is blinking where the data item will appear.
3. Drop the data item in place by releasing the left mouse button.

Group Data Items
Data items can be grouped so that all like values within that data item will appear together in the
report.

1. Click on the column header of the data item that is being grouped.
If grouping more than one data item, hold down the Control key while clicking
on the column headers

Of the addltlonal data " Admitted Academic Academic Program Applicant Apt
1tems. College Program Plan 1 Plan 1 Subplan ULID
) . B ' — '_ T <Applicant  <Ap
2. Click the Group icon = | on y. 59 £ Ad- /=~ [F | uD> Last
the tOOI bar. ~ALAaUSI TG aus ~mwausnmu rrogran]  <Applicant <Ap
v Program=> Program Plan 1> Plan 1 Subplan=> ULID> Lasi

Sort Data Items
Information can be sorted so that it appears in alphabetical order or numerical order based on a
single data item.

If data items have been grouped,

- - - - - © Admitted Academic Academic Program Applicant Applicant Last | Applicant First  University
|nformat|0n Wl” be Sorted Wlthln Callege Program Plan 1 Plan 1 Subplan ULID Name [ Name ID
eaCh rou in . < JAcademic | 7 fm— T o o o o ’
grotping e Z[ELE- B OB 2 IABL- 5 @ ke O
1. CI'Ck on the COIUmn Sort in Layout am  <Applicant  <Applicant <Applicant <University
- ULID> Last Name> First Name> ID>
q .
| Ascending
header Of the data Item to <Acad : % am  <Applicant <Applicant <Applicant <University
be Sorted Progre 3| Descending ULID> Last Name> First Name> D>
— fel Don't sort am  <Applicant <Applicant <Applicant <University
2 C“Ck the Sort ICOﬂ —J’ wr - ULID> Last Name> First Name> D>
<Academic <Acad Other Sort Options am  <Applicant  <Applicant <Applicant <University
. Program> Progre ) ) ULID> Last Name> First Name> D>
Edit Layout Sorting
H " am  <Applicant < licant <Applicant <Universi
OptIOI’IS. pp! App! pp! ty
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Summarize a Data Item
Numerical data items can be summarized in several ways including averaged, counted, and

totaled.
If data items have been grouped, a summary will Jd owar | owar T omar T owar
automatically be calculated for each grouped value. If there Integrated | Quantitative | Verbal | Analytic:
. . . Reasoning Score Score Writing
are no grouped data items, the summary will simply appear Score | Average | Average | Score
at the end of the report. [ AR L
”—
. . . -84 | F v = .
1. Click the column header of the data item that is to be ﬂ-- A2 = 0
summarized. Default summary ~ ©rage> Aversacég
If summarizing more than one data item, hold ty | E Total GMAT  <GMA
down the Control key while clicking on the 3 Count o | A
column header(s) of the additional data item(s). B Count distinct P | vt
2. Click the Summarize icon 2. y | EF Average GMAT  <GMA
. i Verbal Analytic:
3. Select from the summarize options. El Minimum Scoro Wi
erage Cor
Total — the sum of all values added together. B Maximum Average
Count — the number of rows. ty Median ‘GMAT  <GMA
Verbal Analytic:
Standard deviation | Score  Writin
erage> Scor
\/arianca Average

Apply Filters and Prompts
Filters and prompts are applied to data in order to narrow down the information that appears in
the report.
e Filters are applied and stay the same every time the report is ran.
e Prompts are selected before the report is ran each time. The information in the report
changes each time based on the prompt selections.

When creating a report from the Admissions package, the Current Weekly Date Filter MUST
be added.

1. Under the Source tab in the Data pane, on the left side of the screen, click the arrow in
front of the Filters and Prompts folder to expand the folder and see all prompts and
filters that are included in the package.

2. Add one filter/prompt at a time:

i.  Double click on the filter that needs to be added.
3. Add several filters/prompts at the same time:
i.  Click on the first filter or prompt to be added.
ii.  Hold down the Control key while clicking on each additional filter or prompt.
iii.  Drag and drop selected filters and prompts into the report area.
4. Click the OK button in the pop up window that says the filter(s) has/have been added.
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Apply a Null Filter
A null filter is added to a data item so that any students that do not have a value reported for that

specific data item will not appear in the report. oot | Povicont | ropioart | U] oo Goe
ULID Last First ID Integrated | Quantit;
Name Name Reasoning Scor
- - Score Avera

1. Click the column header of the data item that the Average
. . . . \|"':"'l _‘"”':"" SRt et "_":' SomEee emnanT =)
null filter is being applied to. Fl = s 05 2 AB2-
Include Null Ave‘zf;s Avere
2. Click the Filter LE icon on the toolbar. fﬁl Sxcluee pumersty | <omat <o
. Create Custom Filter... Reasonin S
3. Click Exclude Null. I N
\p Insert Filter Text <University <GMAT <Gl
L 1D> Integrated Quantiti

Remove Filter or Prompt
Filters and prompts can be removed from a report at any time in

the editing process. ju T D
1. Click any data item column header to get the toolbar to nelude Nl
appear. \ﬁ Exclude Null
Create Custom Filter...
2. Click the Filter Vicon on the toolbar. Remove All Filters
3. Click Edit Filters... of  EdtFiters..

Insert Filter Text

4. All filters and prompts that have

T Filters - 1
been added to the report are lters - Query ©
displayed in the box. Select the " Detail Fiers  Summary Fitters
one that is being deleted. |

. ; i [Admissions].[Current Weekly Date Filter]
If more than one is belng i [Admissions] [Term Prompi]
[Admissions].[Graduate Student Filter]

deleted, hold down the I" [Admissions].[Student Type Prompt]

Contro, key Wh | Ie I [Admissions] [Admitied Department Prompt]

clicking on the additional

filters and prompts. : H o

w E

5. Click the Delete icon . 7
6. Click the OK button, = ==Y
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Create Custom Filter
Filters and prompt are part of each delivered package just as data items. You can also create
custom filters based on the data items that are in the report.

1. Click on the column header of the data item that the filter will _':‘LV L- &0 ‘

be based on Include Null
The data item that you wish to filter on must be present Sxclude Nul
in the report. | \yCreate Custom Filter... |
V Remove All Filters
2. Click the Filter icon on the toolbar. A

—A

3. Click Create Custom Filter...

Insert Filter Text

Filter condition - Admitted Department (%]

4. The Find box displays all the current = o sc e f
values of the data item that was — ‘

selected. Scroll through the values : o Keepinees vales ’
and select the values that will appear L |
in the filtered report. Marketing o
S~ Marketing !
5. Click the Plus icon "™ /directly to the iaster of Busingss Admin |
right of each value. ’ |
Repeat steps 4 and 5 until all :
desired values have been added. [] Can be changed in the viewer ;
6. Click the OK button. ':”“”e missing valueg (NULL) |
! pply to individual values in the data source |
[C1Prompt for values when report is run in viewer :
|
Highlight a Column Ay
In order to draw special attention to a column, the o2 A EE“ =- B
""" Favorites
background color can be changed. o
1. Click in the column of the desired data item. Notthe = [ Joemau || ransparent
column header. LS S
<> l:‘SiI\.fer .LimE
2. Click the Background color sse=icon on the toolbar. =  Mle= o
ng ite: ellow
3. Select the color. e [Jome [vetow
. Maroon . Navy
| 1 .-
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Create a Report Title
A report title can have as many lines as the user desires, but each line must be added in two
steps.

)
1. Click the Toolbox icon in the top, left corner.
2. Drag and drop the Block tool in the desired location on the report. To do this:
I.  Click down the left button of LRI ® Nowroport™

the mouse on the word Tadmited rogram | AdiIN iited S
Block. Vi g v
ii.  While holding the button - p—
down, move the mouse to the |£*
top of the report. B = —

iii.  Once there is a blinking line me S0
on the left side of the report, R AR | ST | ———
release the left mouse button.

3. Now that the Block is in place, drag and drop the Text item in the block. To do this:

i.  Click down the left

button of the mouse

L’
n

on the word Text item. 7—m:1: --------------
ii.  While holding the ¥ | Collegd T

button down, move 1

the mouse over the + PINNED

block, 0
iii.  Once the inside of the 1. Block Academic  Academic

FH Thkln~ DPronram®> Pronram

block is outlined in a

dark dotted line, release the left mouse button.
4. Inthe Text pop up window, type the title of the report.
5. Click the OK button.

Change Report View (Preview Data)
The default view while editing a report is the Page design view. This means that the information
is not populated in the report. At any point, the report view can be changed.

1. Click the Page views ECicon at the top right of the screen.
2. Click on Page preview. —

The current view is Page design. *  Page design i
3. Select the answers to fill in the prompts. €
4. Click the OK button. Page preview €
E
| Page structure €
| act nlama=  SAnnlicant Firct Blame
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Save Report in My Content
In order to access the report with the edits at a later time, it needs to be saved to My Content.

When saving edited reports, the report query is being saved. The data displayed in the report is
NOT being saved. This data will be updated when the package data is updated.

1. Click the arrow next to the Save EI icon. coone «
2. Click Save as. == °
3. Inthe left pane, click on My content. L ]
4. Use the Save as field to give the report a . ‘
meaningful name. £
5. Click the Save button. ———
Seve e, it of Acitied Sttt it AT s ]
L~ |

Return to the Home/Welcome Screen
When you are done viewing a report, you can go back to the Welcome page two different ways:

Switcher Drop Down:

1. Click the dropdown arrow by the report name.

2. Select Home €Y icon, or select the © nextto
each page to close it. |

Home Icon
1. Click the Home ﬂ' icon in the upper left corner.

The Welcome screen will load. e

Questions?

Visit data.lllinoisState.edu/training/
or
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