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IBM Cognos Analytics

Edit a Report

The following instructions cover how to edit an existing report in IBM Cognos Analytics.

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 Report Editor from the Content Panes
In Cognos Analytics, all managed reports are housed in the Team Content pane. All reports you
create or edit are housed in the My Content pane.

1. Click the Team ContentEH icon to edit managed reports, or click the My Content Blicon to
edit personal reports.

2. Navigate through the folder options.

3. Click the more dots “** to the right of the report you wish to edit.

4. Click Edit report.

ﬂ Homa &« BB |> Admissions > Reports » IDWReports [T Ty
List of Admitted Students by College - i
O, Search | T Analvties
) Runas
H My c o I Lizt of Apphed Students by Callege
& Edit report
ﬁ o i ,a,[_. (= GU [ =] T
Summary of Admitted Stu ... College and Studant Type =
B0 Team content m| 2 Create report view =
ﬂ Rocert m Summary of Applied Stude ... Collage and Student Type [} View versions

Access Report Editor Tool from the Report Viewing Screen
Users can edit a report from the report viewing screen. For instructions on how to view a report, see
the View a Report document.

»
1. From the report viewer, in the upper left corner, click the Edit in authoring button.
The report editor will load.
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Overview of the Report Editor

/\ “‘Current  Current Current Admitted ~ Admitted Admitted Student = Application | Applicant = Applicant =~ Applicant  Enrollment = Application = 4
Plana Subplan | Department Plan SubPlan  Department Type Term Emplid Last First Deposit Received

- Name & Name Count Date
% <Current Program>
— <[] <Current <Current <Admitted <Admitted <Admitted <Student <Application = <Applicant <Applicant <Applicant <Enroliment <Application <
III Current  Subplan> Department> Plan> SubPlan> Department> Type> Term> Emplid> Last First Deposit Received D
Plan> Name> Name> Count> Date> D

1. Undo and Redo — Used the undo and redo buttons to as you edit the report.

2. Page Views — Used to preview the report with data. The default view in the report editor
does not fill in data, so that editing can be done faster.

3. Data Pane:

B Data — Contains data items and filters. Expand the folders then either drag and drop into

the report, or double click the item.

Toolbox — Contains numerous items that users can add to reports, such as page numbers,

additional titles, and images.

Pages — Used to view or create new report pages and prompt pages. (Most users will not

use this pane.)

Queries — Used to create or adjust queries in reports and to complete complex tasks, such

as writing SQL statements. (Most users will not use this pane.)

4. Tool Bar — Used for edits such as sorting, summarizing, and grouping. The tool bar will only
appear after you click a column header. The picture above shows Current Department after
being clicked.

O Sy

[

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 Summarization.

ax e
1. Click the More icon on the upper right. 6 Lores ‘
2. Click Options.
Options
3. Inthe Options window, click the Report tab. Options
4. Uncheck Automatic group and summary behavior for lists. View Edt Repor Advanced
5' CIiCk Apply [#] Alias member unique names
6. Click the OK button [¥] Delete unreferenced query objects
[ Delete unreferenced conditional styles and palettes
[¥] Table Style inheritance
|E Automatic group and summary behavior for lists |
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Add Data Items
The data items that will appear in the report must be added from the Source tab of the Data pane.

1. Click the arrow in front of the selected 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.  Click on the data item header immediately after where the added data item will
appear in the report.
ii.  Double click on the data item that is to be added.
4. Add the data item using drag and drop:
i.  Click on the data item that is to be added.
ii.  Dragand drop the data item the report. The data item will appear where the line is
blinking.
5. Select more than one data item to add
at once:
i.  Hold down the Control key

List of Admitted Students by College

while clicking on each data BT S | ot | | | ol e
item. :
ii.  Drag and drop the data items _ _ Where data
the report_ The data items will Multiply V gma:l;tegu_@aomngsm ; ten;::;:::mg
. A data Hems L MAT Quantitative Score Averag "
appear where the line is selected b ;
H H e 0 GMAT T::a\ Slzim :VIBIQQ = ’
blinking. - -

SAT

Delete Data Items
Data items can be deleted from a list report

1. Delete a data item using the keyboard:
i.  Click the column header of the data item to be deleted.
ii.  Hit the Delete button on the keyboard.
2. Delete a data item using the options in the tool bar:
i.  Click the column header of the data
item to be deleted.

More dots jn

.. . -
ii.  Clickthe More dots *#+ onthe o eeeoee. ..
. . pplicant | Applicant | Ethnici pplicant High Converted ACT eaders & footers »
rlght Slde Of the tOOI bar' Pos | | I I N Build prompt page
iii.  Click Delete at the bottom of the list == Aok i Wi Wi
o € eAS
that appears. | RNl 2, o o, o
3. Delete several items at the same time: o> e AR Ringes> | GPAAw Rangese  Ave [E] COPY
i.  Click the column header of one of b cicartl] <Hgh | <Comered <ACT 7 Delete N
. istal GPA School . .
the data items to be deleted. e Rangee> | GPAA ¢ e b
|| HOId down the ContrO' key Wh||e wpplicant | <Applicant  <Ethnicity <Applicant  <High NE © o <AM  <Applicant <Application
. . Idress  Gender>  Group>  Citizenship> School O oY Comp  ULID> Number>
clicking on the other column ol A | IS
headers. e O G s MY Coroe oy SO e
iii.  Usethe optionsinstep 1 or 2 above == Ranges> | GPAAVG>  Ranges> | Averages>

to complete the delete action.
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Change a Data Item’s Label
The text of the column header for a data item can be changed.

¥ oS- LB 08 24 ABR = B e EI}I

1. Click on the column header of the data item N

that is to be changed.
2. Click the More dots * * * at the end of the

Student | Application | Applicant | Applicant | Applican Edit Query Expression...

Type Term Emplid Last First
Name Name Edit Data Item Label...

Admitted
Department

<l Admitted

Program>

. £ Columns title style

<0J <Student <Application <Applicant <Applicant = <Applical

tool bar that appears. Adnied | Tipe> | Tom> - Empker Ll Bl = Goumns body stye

3. CI'Ck Edlt Data Item Label... <Admitted  <Student <Application <Applicant <Applicant  <Applicar Headers & footers 4
1g St Department> Type>  Term> Emplid>  Last First )
e Name> Name> Build prompt page
Data item label (%]

Data item name:
[Admitted Department |

4. Use the Data item label field to type in the desired name. = ‘I
R R . Department T x
Do not change the text in the Data item name field. R
5. Click the OK button. B o " e 1|

no label is specified then a default Iabel will be displayed. This may be
the data item name in some cases, but not always

Move Data Items in a List =
Data items can be arranged in any order.

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. Hold down the left mouse button while moving the mouse over the report until a line is
blinking where the data item is being moved to.
3. Drop the data item in place by releasing the left mouse button.

Group Data Items
Data items can be grouped so 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 =g
one data item, hold down e - - - - = oo o oo
- ‘D Admitted Admitted Stud licati Appli li Appli
the Control key while sparment | An” | supans || hpet | hem | B e H
- s Name Nar
clicking the column
headers of each . . _
. R <Aamitted <Admitted Program>
2. C“Ck the Group Ej icon on the <[] <Admitted <Admitted <Student  <Application <Applicant <Applicant <Appl
A cdoitsn Plan= SubPlan>  Tvoe> Term= Emolid> Last First
tool bar.
5|Page

Updated 11/8/17 eda@ilstu.edu


mailto:eda@ilstu.edu

ENTERPRISE DATA
AND ANALYTICS

Illinois State University

Sort Data ltems

Information can be sorted in alphabetical or numerical order based on a single data item. (If data
items have been grouped, information will be sorted within each grouping.)

1.

Click on the column header of the data item being v BIx 5= a5 /2
Sorted- """"" SortinLayout = T
B i — nt App\algar R : |;Iz‘1’l\eon £
Click the Sort icon =+, ? | Namea 2L Ascending N
Select from the sort options. 2l Descending
| I
ant <Applica T@, Don't sort lication | <
Last ived D
Name> . ther Sort Options r
pnt E?SP"CE Edit Layout Sorting... i‘f:c;"’“ E’

Summarize a Data Item

Numerical data items can be summarized several ways
including averaged, counted, and totaled.

If data items have been grouped, a summary will

¥ - [E]E os 12

automatically be calculated for each group within the data o [ omdtsummary
item. If there are no grouped data items, the summary will an | s | B Tota k=
appear at the end of the report. el Sl m count code
| I
- - - i <Cony = ! listinc nt < ic:
1. Click on the column header of the data item thatisto 12, sy & Countdisinet e SApele:

be summarized. Tges> | GPame | L' Average Codes
If summarizing more than one data item, hold fgh | <Converted [, Minimum nt <Appic
- - - oo I ress|

down the Control key while clicking on the PA priﬁm B Maimum Posta

-y - anges> Vg Ve ode>

column headers of the additional data items. g :

. . . Z . — Median I
2. Click the Summarize icon . ligh | <Converted - .t <Applic
. . b:m SE’;]'L?D'] Standard deviation ’;g‘:{:‘%

3. Select from the summarize options. Y . o postal
Total — the sum of all values added together.  n  <convered — it <Applicz
zhool High BB ~alesidatad Address

Count — the number of rows.

Apply Filters and Prompts

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

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 filter that are
include in the package.
Add one filter/prompt at a time:
i.  Double click on the filter that needs to be added.
Add several filter/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.
iili.  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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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.

- - g (B0

Include Null

1. Click on the column header of the data item that the filter will _
be based on. ’
The data item that you wish to filter on must be present

in the report.

Exclude Null

[yCreate Custom Filter... |

V Remove All Filters
2. Click the Filter icon on the toolbar. T -
3. Click Create Custom Filter... S i
Filter condition - Admitted Department <

4. The Find box displays all the current o voies |
values of the data item that was I ‘

selected. Scroll through the values I o e iese s ’
and select the values that will appear A — |
in the filtered report. Marketing S)
.-"_"'. Marketing
5. Click the Plus icon "™/directly to the Masiarof Busiaas Admin i
right of each value. N |
Repeat steps 4 and 5 until all :
desired values have been added. [ Gan be changed in the viswer ;
H [] Include missing values (NULL)
6' CIICk the OK bUtton | App\yloindivi:ua\ va\%esinthedata source !
[C1Prompt for values when report is run in viewer :
|
Apply a Null Filter
A null filter is added to a data |tem. s that any stuQents that do rTot % 5 ¥ 8 O F
have a value reported for that specific data item will not appear in the elude Nl
nciude Nu
report. 4 |
Exclude Null ]
1. CI!ck the c.olumn header of the data item that the null filter is Create Custom Filter ..
being applied to. . II
. . . Remove All Filters
2. Click the Filter “ icon on the toolbar. -
3. Click Exclude Null, q  EditFiters... '
Insert Filter Text g
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Remove Filter or Prompt
Filters and prompts can be removed from a report at any time in the editing process.

1. Click any data item column header to get the toolbar to appear.

2. Click the Filter Y icon on the toolbar.

3. Click Edit Filters...

4. All filters and prompts that _ |
have been added to the report F Filters - Query1 >
are displayed in the box. Click

. . Detail Filt S Filts
on the one that is being deleted. ce e cummeyTiER
If more than one is I" [Admissions] [Applicant and Application] [Application Term]... i
H “F, [Admissions] [Admission Program Hierarchy] [Admitted Progra.
belng dEIEted’ hOId 7 [Admissions].[Applicant and Application].[Student Type] in ...
down the Contl‘o/ key I [admissions] [Admission Fact] [Admitted Applications Count]...
- - - I” [Admissions] [Graduate Student Filter]
Whlle CIICkIng on the " [Department] includes ('Marketing")
add|t|0na| f||ters and " [GMAT Total Score Averge] excludes Null
prompts. 0O |
5. Click the Delete icon ¥%. + =
6. Click the OK button.

|

Highlight a Column

In order to draw special attention to a column, the background ~moraanis:
color can be changed. o2 - 1A Bﬂv =~ [ -
""" Favorites
1. Click in the column of the desired data item. Not the ol
CO|Umn header e D(Default) DTmnsparem
<|> | RS | S
2. Click the Background color ss==icon on the toolbar. I [ siver Mo
3. Select the color. T W Mo
g [ wnie [ vetow ;
i . IMaroon . Navy
| = -

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. Page design .
The current view is Page design. _

3. Select the answers to fill in the prompts. Page preview i

4. Click the OK button. i

| Page structure €

| act nlama=  sAnnlicant Firet Llame
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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 I icon. smons «

2. Click Save as. [a =] °

3. Inthe left pane, click on My content. B E :

4. Use the Save as field to give the report a ; ‘
meaningful name. o

5. Click the Save button.

Destination: My content

Saveas: List of Admitted Students with GMAT Scores I

M e

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 ¥ icon, or select the € next to
each page to close it. | E [l

Home Icon

1. Click the Home Q icon in the upper left corner.
The Welcome screen will load.

Questions?

Visit data.lllinoisState.edu/training/
or
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