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Course Overview 
 
Premier Viewpoint 101 is a two-day, instructor-led course that covers an introduction to 
the components and report building techniques used in Premier Viewpoint.  It also briefly 
delves into ways of enhancing, customizing, and managing professional reports in both 
Business Author (Query Studio) and Professional Author (Report Studio). 
 
 
Intended Audience 
This course is intended for professional report authors and programmers within a 
financial institution operating a Service-Bureau or In-House installation of Premier 
Viewpoint. 
 
 
Prerequisites 
Participants should have: 

• Knowledge of your financial institution’s reporting requirements 
• Basic experience using the Microsoft Internet Explorer  

(Although Viewpoint is browser-based it requires Microsoft Internet Explorer Version 
6.0 or greater.  Operation on Linux, Unix, and Mac systems is possible with the 
implementation of 3rd party software allowing installation of IE 6.0.  Note that Fiserv 
does not support configurations outside of MS Windows Operating Systems.) 

• Basic familiarity with data warehouse structures, database query building, 
and data relationship management 

 
 
Course Objective 
In this course you will: 

• Creating reports using query items and objects 
• Filtering data to view specific information 
• Using parameters to link reports 
• Building prompt pages to specify viewed data 
• Enhancing report appearance (Intro to Formatting and Positioning) 
• Creating Calculations and Expressions 
• List, crosstab and repeater reports 
• Reuse a report object 
• Combining two related reports into one 
• Displaying separate report pages for different query items 
• Customizing reports with conditional formatting 
• Best Practices for report design 
• Managing report environment in Viewpoint. 

Throughout this course, Viewpoint concepts and procedures are grouped into modules 
that are presented in a logical and structured manner.  The hands-on workshops will 
provide the knowledge and skill sets required to create and modify reports in Viewpoint. 
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Getting Help 
 
Main Contacts: 
Dwayne McCullough – Business Intelligence Analyst, SE Region 
Robert Johnston – eCommerce Trainer, SE Region 
Penny Thomas – Assistant Vice President, eCommerce 
 
Support Options:  customerservice@fiserv.com  
 
Monday thru Friday 8:00 AM to 4:00 PM @ 678-245-7200 / 800-448-2851 
 
Facet System (if provided) 
 
Direct Email: 
dwayne.mccullough@fiserv.com
robert.johnston@fiserv.com
penny.thomas@fiserv.com
 
Group Fax number: 678-245-7490 (faxes are collected at a central point at various intervals throughout the day) 
 
 

24 Hour support located on TOD @ http://fiservatlantatod.com  
 
See also Support How-To located in the reference section of this book 

 
Course Feedback: 
 

These course materials were consolidated, organized, and designed by a group of 
instructional designers at Fiserv Atlanta ITI Outsourcing center in Norcross Georgia. 
Your feedback is important and valuable to us in our continuing effort to empower our 
clients through superior product training. 
If you would like to contribute to this effort, please forward your suggestions to: 
 
Fiserv 
C/O: eCommerce Support Group, Decision Metrics Training 
5335 Triangle Pkwy, Ste 300 
Norcross, GA 30092 
 
We appreciate your support.  

mailto:customerservice@fiserv.com
mailto:dwayne.mccullough@fiserv.com
mailto:robert.johnston@fiserv.com
mailto:penny.thomas@fiserv.com
http://fiservatlantatod.com/
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Introduction to Report Writing – Module A. 
 
 
 
What is report writing? 
 
 
Report writing uses existing corporate data to generate analytical results according to 
specific criteria and allows for the formatting, presenting, and distribution of those 
findings using various methods. 
The financial services industry is driven by: 

o customers needs and desires 
o technological advances 
o cost of doing business 
o available market 

 
 
By knowing these things you can compete in the market. 
 
 
As we learn the tools that extract and present this data we need to keep in mind some 
fundamental basics related to the discovery and posting of findings.  To better organize 
these fundamental basics the reporting industry has created a basic model or a “Best 
Practices” standard in report modeling.  
 
 
Here are some of those Best Practices using Keywords with Methodology - 
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Business Value 
 
What is business value? 
Business value is a measurable indicator of your net goal over a given period of time. 
Examples of business value that you can measure are: 

o Cost 
o Competitiveness  
o Market Share / Saturation  

How do you ensure business value in your report? 
o Determine what you need to understand. (adequate time) (Involvement) 
o Is it possible to realistically understand it? (focus) (key areas) 
o What will be the net gain if we understand it? (control, repeatability, risk 

estimates, business strategy) 
 
Results of Business Value: 
Measured indicators of factors related to your survival as a viable financial institution.  
 
Examples: 
Marketing (area saturation) 
ROI – Return On Investment (loans, fees) 
Scorecarding (customers, officer/employee performance) 
Hierarchical Logic: (adequate time) 
 

o high-level to low-level (key areas) 
o easy to understand (focus) 
o quick reference (model) 

 
 
In order to achieve these we need to: 

⊕ Understand the problem (Involvement) 
How do we understand the problem? 

⊕ Divide problem into multiple steps (Associations) 
How do we divide a problem into steps? 

⊕ Divide the steps into separate processes (check lists) 
How do we sub-divide processes? 

 
Results of Hierarchical Logic: 
 
End users can clearly understand your report without “deciphering” items. 
Data is quickly reviewable. 
 
Examples:   
This page’s layout 
Project Management 
Algebra as a systematic, logical group of subcommands 
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*Points: 
 
Above all, Business Intelligence financial reports are designed to be practical - a resource 
to be used by managers, marketing personnel, investors, and all departments of your 
institution.
 
 
Never underestimate the power of a “simple” report! 
 
Basic Steps to a report: 
 

 Identify 
 

• Who 
o is this report for 
o has the knowledge you need to write it 

 
• What 

o is this report about 
o requirements & expectations 

 
 Planning 

 
• Define Parameters 

o Fields 
o Calculations 
o Filters 

 
 Build 

 
• Draft Version 
• Verify Data 
• Revise as Necessary 

 
 Finalize 

 
• Output Type 
• Output Location 

 
 Deploy 
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What results do reports achieve? 
◊ Improve Decision Making 
◊ Decrease Cost 
◊ Increase Revenue 
◊ Ensure Regulatory Compliance 
◊ Provide Data on a Timely Basis 
◊ Focus Performance 

 
 
 
 

 
 
 
 
 
 
Viewpoint is designed to enable quick, efficient, and timely access to data in order to 
produce positive ROI (Return On Investment) in your reporting product. 
 
 
 
*Remember: 
Best practices simply describe what steps must be done, not how to do it! 
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Module 1.  Viewpoint Overview 
 
Objective: 
In this module we will: 

• Examine the structure of Viewpoint data 
• Review Licensing and Logins 
• Review available extracts 
• Review available standard reports 
• Learn the login routine 
• Explore the Viewpoint interface 
• Open a report  
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Section M1 – 01 
 
Overview of Viewpoint 
Viewpoint is a web-based business intelligence reporting solution based upon the Premier 
Prime database. 
 
Viewpoint consist of the following components: 
 

• Framework: used to create and publish metadata models on which reports 
are based.  For service bureau banks, this section is controlled and 
maintained by Fiserv Operations and Delivery Systems departments. 

• Viewpoint Connection:  user interface used to access all application-
specific data available in Viewpoint.  This is where we find the Public 
Folders, My Folders, and properties section. 

• Query Studio (Business Author):  user interface used to create ad hoc 
reports 

• Report Studio (Professional Author):  user interface used to create and 
manage complex reports  

 
 
 
 
 
 

Bank User 

Query Studio Report Studio Report Viewer 
Business Author Professional Author Consumer Pack

Viewpoint Connection

Framework 

PrimeServ  
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Roles and Responsibilities  
 

Report 
Studio

Query Studio 

Consumer License 

 
Things to consider: 
When deciding whom to assign licenses to in your institution you should consider the 
following: 
 
Report Studio License (Professional Author): 
This person should have ample time and resources allocated to their duty structure to 
allow for in-depth and continuous report creation and management. 
This person should be well-trained and knowledgeable in database structure, SQL 
statements, query filter design, and relational information. 
This person should be highly knowledgeable in the types of data required by your 
institution to create direct and concise reports for consumer users. 
 
Query Studio License (Business Author): 
This person should be a daily Prime report user who will need to create ad-hoc reports 
and run more complex reports that require filtering and custom calculations. 
 
User (Consumer License): 
This person will have a need to run pre-defined reports generating information specific to 
their duties within the institution.  
 
 
 
Note:  Viewpoint is a Per-Seat License – 1 Named User = 1 License 
Sharing logins is not permitted, simultaneous logins is not permitted. 
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Section M1 – 02 
 
Licensing:  
The following form should be filled out and returned to your instructor at this time: 
 

 
 
Bank Number:  _____ 
Bank Name:      ____________________________________________ 
 
# of Professional Licenses:  _____ 
# of Business Licenses:        _____ 
# of Consumer Packs:          _____  (There are 10 users per pack) 
 

Name: Email Address Phone Lic Type 
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
 
 
Main Contact for Viewpoint:______________________  Email:____________________ 
2nd Contact for Viewpoint:   _______________________ Email:____________________ 
Main Fax Number for Contacts:  _________________________ 
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Section M1 – 03 
 
Extracts Available in Prime for Viewpoint: 
 

◊ = INCLUDED IN STANDARD EXTRACT 
◊ CIS ADDENDA FILE 
◊ CIS FLEX DATA 
◊ CIS MASTER FILE 
◊ CIS DATA DESCRIPTION FILE 
◊ COD FLEX DATA 
◊ COD MASTER FILE 
◊ DDA FLEX DATA 
◊ DDA MASTER FILE 
◊ *DDA LOAN MASTER 
◊ DEBIT CARD MASTER FILE 
◊ FMS ACCOUNT MASTER FILE 
◊ FMS TRANSACTION DESCRIPTION 
◊ FMS TRANSACTION FILE 
◊ LAS ADDENDA FILE 
◊ LAS FLEX DATA 
◊ LAS LINE MASTER FILE 
◊ LAS NOTE MASTER FILE 
◊ RRM ACCOUNT FILE 
◊ RRM ADDENDA FILE 
◊ RRM PLAN FILE 
◊ SAV FLEX DATA 
◊ SAV MASTER FILE  

 
* = ONLY AVAILABLE IF YOUR INSTITUTION HAS THIS MODULE 
 
Extracts Available at an additional cost: 

 
 *APS INVOICE MASTER FILE 
 *APS VENDOR FILE 
 *APS INVOICE EXP FILE 
 *APS HISTORY FILE 
 *BAS ACCOUNT MASTER FILE 
 BAS SOURCE FILE 
 BAS TRANS FILE 
 COD ADDENDA FILE 
 COD TRAN DESCRIPTION FILE 
 COD TRANS OVERFLOW 
 *CONN3 CALLER RECORD 
 *CONN3 TRANS HISTORY 
 T *CONN3 ECORP TRANS HIS
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*CRS CHK MASTER FILE  
*CRS CLT MASTER FILE  
DDA ADDENDA FILE  

 E DDA ANALY HIST FIL
DDA TRAN DESC FILE  

  DDA TRAN OVERFLOW
FAS ADDENDA FILE  
FAS MASTER FILE  

  LAS NOTE TRAN FILE
 E STU LOAN MASTER FIL

SAV ADDENDA FILE  
SAV TRAN DESCRIP FILE  

 W SAV TRAN OVERFLO
 LE *SHS CERT OVERFLOW FI
 FILE *SHS PLAN OVERFLOW 

*SHS MASTER FILE  
TTM TERM HIST FILE  

  
 
* = Requires t hased in addition to the extract 

iewpoint extracts specific data from Premier II and builds a SQL database for each 
ank.  These extracts can be run daily, weekly or monthly depending on the bank’s 

ss the data by entering in 
e URL (web address) supplied by Fiserv.   

ewpoint on your workstation.  Viewpoint is 
ntirely web-based. 

xport to Excel, PDF, and others require 3  party software not 
pplied or supported by Fiserv or ITI. 

TTM TRAN HIST FILE

 sof ware/hardware Module to be purc
 
How Viewpoint extracts work: 
 
 
V
b
contract.  All banks receive a monthly extract at a minimum. 
 
Data resides on Fiserv’s server called PrimeServ.  Banks acce
th
 
Note:  There is no installation required for Vi
e
 
Note: Items such as e rd

su
 

 all banks will receive installation cds from ITI.  Please store these cds for proof 
urchase use only during software audits.  They are NOT to be installed. of p
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ection M1 – 04 

vailable in Viewpoint: 

R RELATIONSHIP SUMMARY 
 YTD AVERAGE CUSTOMER RELATIONSHIP 

T 3 ACTIVITY 

W PORTFOLIOS 

USEHOLDS 
 MULTIPLE SERVICE HOUSEHOLDS 

UCTUATION EXCEPTIONS BY RESP CODE 
 DAILY BALNCE FLUCTUATION EXCEPTIONS 

ANALYSIS 
 REPORT 

NCES REPORT 

T 
ALANCES REPORT 

ALS REPORT 

RT 

ROMPTED DATES 

 
S
 
Standard Reports A
 
CUSTOMER 
 
⊕ CUSTOME
⊕
 
CONNECT3 
 
⊕ *CONNEC
 
PORTFOLIOS 
 
⊕ CIS MTD NE
 
CROSS APPLICATION 
 
⊕ SINGLE SERVICE HO
⊕
 
DEMAND DEPOSITS 
 
⊕ DAILY BALNCE FL
⊕
⊕ DAILY NEW ACCOUNTS 
⊕ MTD NEW ACCOUNTS 
⊕ OVERDRAWN ACCOUNT 
⊕ CURRENT MTD TOTALS
⊕ CURENT YTD TOTALS REPORT 
⊕ BALANCES REPORT 
⊕ CODES REPORT 
⊕ CURRENT MTD BALA
⊕ DATES REPORT 
⊕ FLOAT REPORT 
⊕ INTEREST REPOR
⊕ PREVIOUS MTD B
⊕ PREVIOUS MTD TOT
⊕ PREVIOUS YTD TOTALS REPORT 
⊕ SERVICE CHARGE ACTIVITY REPO
⊕ SERVICE CHARGE REPORT 
⊕ STATEMENT REPORT 
⊕ ACCTS OPENED BETWEEN P
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 CODES 

E 
 

ALANCES 

EEN PROMPTED DATES 
NT 

LANCES REPORT 
 TOTALS REPORT 

 CODE 

EMAND DEPOSIT LOANS 

 CODES REPORT 
LS REPORT 

ORT 
TALS REPORT 

ST REPORT 
 PREVIOUS YTD TOTALS REPORT 

EPORT 

CEPTION BY RESP CODE 
ON EXCEPTION 

RT 

S FOR SELECTED RESP CODES AND CLASS CODES 
UNTS 

 RATES 
 

⊕ ACCTS WITH WAIVED SERVICE CHARGE
⊕ ACCTS WITHOUT TIN NUMBERS 
⊕ BALANCE REPORTS BY BRANCH 
⊕ STMT CYCLE NOT = TO INT CYCL
⊕ STMT CYCLE NOT = TO SC CYCLE
⊕ OVERDRAFTS WITH SUPPORTING B
⊕ SERVICE CHARGE ANALYSIS 
⊕ TOTAL NEW DDA ACCTS BY RESP CODE BETW
⊕ SELECT EVERY THIRD ACCOU
⊕ SERVICE CHARGE MODELING 
⊕ CURRENT AND PREVIOUS MTD BA
⊕ CURRENT AND PREVIOUS MTD
⊕ MTD NEW DEMAND DEPOSIT BY BRANCH AND RESP
 
 
D
 
⊕ BALANCES REPORT 
⊕
⊕ CURRENT YTD TOTA
⊕ DATES REPOTR 
⊕ PREVIOUS YTD TOTALS REPORT 
⊕ STATEMENT REP
⊕ CURRENT AND PREVIOUS YTD TO
 
SAVINGS 
 
⊕ INTERE
⊕
⊕ SERVICE CHARGE R
⊕ STATEMENT REPORT 
⊕ BALANCE FLUCTUATION EX
⊕ BALANCE FLUCTUATI
⊕ CODES REPORT 
⊕ CURRENT YTD TOTALS REPORT 
⊕ BALANCES REPO
⊕ FLOAT REPORT 
⊕ MTD NEW ACCOUNT
⊕ MTD NEW ACCO
⊕ ACCTS OPENED BETWEEN PROMPTED DATES 
⊕ ACCTS WITH ADJUSTED
⊕ SAVINGS SUMMARY BY ACCOUNT TYPE CODE
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ERTIFICATE OF DEPOSITS 

AND REPRICING 
 ACCTS OPENED BETWEEN PROMPTED DATES 

TURITY 
NAL 

RT 
OUNTS 

L AND LESS THAN 100K 
EPORT 

ORT 
 

IOUS YTD-2 REPORT 
 PREVIOUS YTD-1 REPORT 

IOUS NOTES YTD REPORT 
 PREVIOUS NOTES MTD REPORT 

LECTED RESP CODES 
Y SELECTED CLASS CODE 

BER 

OR SELECT RESP CODES AND CLASS CODES 
S 

C
 
⊕ CERTIFICATES MATURING 
⊕
⊕ ANNIVERSARY REPORTS 
⊕ APPROACHING MATURITY 
⊕ APPROACHING SINGLE MA
⊕ BALANCE REFERENCE JOUR
⊕ BALANCE REPORT 
⊕ CODES REPORT 
⊕ CURRENT YTD REPO
⊕ DAILY NEW ACC
⊕ DATES REPORT 
⊕ GREATER THAN OR EQUA
⊕ PREVIOUS YTD R
⊕ CURRENT AND PREVIOUS YTD CERTIFICATES REP
⊕ MTD NEW CERTIFICATES
 
LINES 
 
⊕ PREV
⊕
⊕ DATES REPORT 
⊕ CURRENT YTD REPORT 
⊕ CODES REPORT 
 
NOTES 
 
⊕ PREV
⊕
⊕ PAST DUE NOTES REPORT 
⊕ PAST DUE ANALYSIS 
⊕ PAST DUE ANALYSIS BY SE
⊕ PAST DUE ANALYSIS B
⊕ PAST DUE ANALYSIS BY SELECTED BRANCH NUM
⊕ NOTE MAXIMUM CREDIT REPORT 
⊕ NOTE DATES REPORT 
⊕ NOTE CODES REPORT 
⊕ MTD NEW ACCOUNTS 
⊕ MTD NEW ACCOUNTS F
⊕ MAX CREDIT ANALYSI
⊕ DEFERRED FEES AND COST LEDGER 
⊕ DAILY NEW ACCOUNTS 
⊕ CURRENT NOTES YTD REPORT 
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PORT 

RANCH 
ES AND COST ANALYSIS 

 

N PROMPTED DATES 
OTES 

S 
ING LOANS 

TING BALANCES 

LIO TAX ADDENDAS REPORT 1 
 ALL PORTFOLIO TAX ADDENDAS REPORT 2 

D REPORTABLE POINTS 
 WITHOUT SOLD AND SERVICED PARTS 

XCEPTION BY BRANCH 
 BALANCE REPORT 

TS BY BRANCH 

SIS BY BRANCH 
H BUDGET COMPARISON BY BRANCH 

 

PORTFOLIO WITH ATTACHED ACCOUNTS 

 

⊕ CURRENT NOTES MTD RE
⊕ FULLY CHARGED OFF NOTES 
⊕ LOAN AVAILABLE CREDIT BY B
⊕ LOAN CURRENT DEFERRED FE
⊕ LOAN WEIGHTED RATE BY CLASS CODE
⊕ LOAN WEIGHTED RATE BY PURPOSE CODE 
⊕ NOTE TRIAL BALANCE 
⊕ NOTE TRIAL BALANCE 2 
⊕ NOTES OPENED BETWEE
⊕ PARTIAL CHARGED OFF N
⊕ LOANS BY PURPOSE CODE 
⊕ FDIC LOAN DATA FILE 
⊕ NOTE LATE CHARGE ANALYSI
⊕ MATURING AND REPRIC
⊕ MATURING LOANS WITH SUPPOR
 
END OF YEAR 
 
⊕ ALL PORTFO
⊕
⊕ COD PYTD AND CYTD TOTALS 
⊕ DDA PYTD AND CYTD TOTALS 
⊕ NOTE AND DDL CYTD AND PYT
⊕ NOTE CYTD AND PYTD TOTALS
⊕ SAV PYTD AND CYTD TOTALS 
 
FINANCIAL MANAGEMENT 
 
⊕ BALANCE FLUCTUATION E
⊕
⊕ CHART OF ACCOUNTS 
⊕ CHART OF ACCOUN
⊕ CODES REPORT 
⊕ CURRENT MONTH BALANCE ANALY
⊕ CURRENT MONT
⊕ FR 2900 
 
PORTFOLIO
 
⊕ MTD NEW 
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ection M1 – 05 

int 

pplication, however there are a few things you need to know 
efore logging in. 

1. Viewpoint can only be accessed from within your bank’s secure vpn connection 

 never bookmark (save to favorites) the direct URL address as this can 

3. ccess Viewpoint through Microsoft’s Internet Explorer version 6.0 or 

 

S
 
Accessing Viewpo
 
 
Viewpoint is a web-based a
b

to Fiserv.  
2. You should

change at any time. 
You must a
greater. (note that 7.0 has NOT been tested with Viewpoint as it is still a “Beta” 
version of IE) 

4. There are settings in IE that must be checked before attempting to login. 

Viewpoint IE Settings: 
acc ss security settings go to your computer’s desktop and find the IE icon. T

R
o e
ight-Click this icon and choose “Internet Properties” 

Cho y clicking on it once. 
. 

ose the “Security” Tab b
Highlight the “Internet” world globe icon located at the top-left of the dialog box
Now click on “Custom Level…” located at the bottom of the dialog box. 
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ow the following screen will appear.  N Check your settings and ensure your settings 
atch those seen here.  In some cases you can change the settings from “Allow” to 

Prompt.”  You should check with your IT department before making any changes to 
m
“
security settings on your computer. 
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r your Local Intranet settings… 

 
 
Repeat these steps fo
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ou are now ready to access Viewpoint. 

ou will need the following items to access Viewpoint: 
net Explorer 6.0 

(Operating System Requirements: Windows 2000 or greater, Linux with Crossover or Wine 

sed items 

3. 

Y
 
Y

1. A computer capable of running Inter

running IE 6.0) 
2. Basic knowledge and skills required to access web-ba

Your Login ID (from Fiserv) 

4. Your Login Password (from Fiserv) 
5. The Viewpoint U : RL http://nav/viewpoint 

 
Onc cessed they will be forwarded to you 
by Decision Metrics Support.  You can record them here for future reference.  

assword: __________________________ 

 

e your user ID and Password requests have pro

 
Login ID:  __________________________ 
 
P
 
 
 
 
 
 
 
 
 
 
 
 

This section intentionally left blank 
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etting started: G
 

nce of Internet Explorer 
2. Type in “http://nav/viewpoint
1. Open an insta

”   
: 3. You will now see the following screen

 
 
 

4. ype in your user ID: (In training this will be “trainXX” with XX being a number 
f your computer station.) 

 
 

T
o

5. Type in your password. (In training this will be the same as the user ID of your 
computer station.) 

6. Click the button “OK” 

 
 
 
 
 
 
 
 
 
 
 
 



 

 27

ou should now see this screen: 

 
 
 
 
Y

 
 
Congratulations, you have logged in!   
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ection M1 – 06 

t   

S
 
Exploring Viewpoin
 

 Click the “Quick Tou
ow choose the Cognos

r” button in the lower left hand corner of Cognos Connection. 
 Connection Quick Tour N
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avigate the Portal: N
 

Click “Navigate the Portal” link on your screen in the Cognos Connection Quick Tour. 
opics: 

 Folders 

T
Public Folders  
Personal
 

 

___________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
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Click “Work with Reports” 
opics: 

ory for Reports 
utput 

T
Reports 
Run Hist
Report O
Version

 

___________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
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Click “Distribute and Schedule Reports” 
opics: 

 a Report 
eports 

T
Distribute a Report 
Schedule
Schedule Multiple R
 

 

___________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
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Click “Personalize the Portal” 
opics: 

ages 

T
Setting Preferences 
Custom P
 

 
 

___________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
_______________________________________________________________________ 
 
Close the Cognos Connection Quick Tour. 
 
Let’s open some reports! 
 
 
 
 
 
 
 
 



 

 34

pening Reports in Cognos Connection: 
 
O
 

Click on the Public Folders tab. 
Find the folder called “Premier” and click on it. 

called “Sample Reports.”  Click this folder. 
r.  Let’s open the “Demand Deposits” 

k the run icon (right arrow) to the far right of the report name as seen here: 

Inside you will find another folder 
Here are the standard reports you reviewed earlie
folder.   
Choose the report “DDA Balances Report” which is towards the middle of the list. 
Now clic
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ext you will see this screen: 

 
 
N
 

 
 
Make sure all the values highlighted are filled in correctly and then click the “Run”

utton located at the lower left of the screen. 
 

b
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ou will now see the Prompt Page: 

 
 
Y
 

 
 
Select all and click the “Finish” button. 

ou have just run your first report! Y
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Now let’s examine some of the features of this report interface. 
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Export Options 
 

At the top-right of the report you will see several icons.  These icons allow you to 
view the report in various formats. 
 

 
From Left to Right they are: 
Save, Email the report, Re-Run the report, View in HTML (Web), View in PDF, View in 
Excel 2000 (Single Sheet Format), View in Excel 2000 (Workbook Format), View in 
CSV Format, View in XML Format (for web developers). 
 
You will also notice that the report only shows a few lines of information.  To view the 
rest of the report you will need to “Page Down.”  This option is located in the lower left 
of the report page: 
 

 
 

 
Try changing pages and see how this works. 
 
 
Module 1 - Conclusion 
 
In this module we have: 
 

• Examined the structure of Viewpoint data 
• Reviewed Licensing and Logins 
• Reviewed available extracts 
• Reviewed available standard reports 
• Learned the login routine 
• Explored the Viewpoint interface 
• Opened a report  
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Module 2. 
Intro to: 
Creating and Running Reports in Query Studio – Ad Hoc Report Writer 
 
Objectives 
 
◊ Learn the features and functions of Query Studio 
◊ Create list reports 
◊ Filter data in reports 
◊ Format data 
◊ Insert Calculations  
◊ Display data graphically with charts* 
◊ Learn to save reports 
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Click the “Quick Tour” button in the lower left hand corner of Cognos Connection. 
Now choose the Query Studio Quick Tour 
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Click “Create a Simple List Report” 

Topics: 
Insert Columns  
Format Columns 
Move a Column 
Add a Title 
 

 
 

___________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
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Click “Create a Revenue Report” 

Topics: 
Calculate 
Delete 
Format 
Group 
Sort 
 

 
 

___________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
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Click “Create a Grouped List Report” 
Topics: 
Create Section 
Group Year 
Filter 
Ungroup Year 
Group Order Method 
 

 
 

___________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
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Click “Create a Crosstab Report” *Note this section is covered in the Advanced report writing 
class 
Topics: 
Create Crosstab 
Swap 
Insert Column 
Create Section 
 

 
 

___________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
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Click “Create a Chart” 
Topics: 
Column Chart 
Hide Menu 
Create a Pie Chart 
Move a Column 
 

 
 

___________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
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Click “Create Custom Groups” 
Topics: 
Define Groups 
Group Margins 
 

 
 

___________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
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Practical Exercise 1. 
 
Create a list report in Query Studio 
 
Purpose: Your bank’s loan administrator needs a report listing all loan account.  This 
report will be used to determine the overall dollar amount each loan officer is responsible 
for within the bank. 
They want the following fields on this report: 
Port Number; Loan Account Number; Loan Officer Responsible for the Account; Name 
of the Account Holder; Total Balance of the Loan. 
 

Step 1.  Open Query Studio: 

 
Step 2. Open the Notes Folder from the Insert Data Menu: 

 
Step 3.  Let’s start inserting data.   

There are two ways to add data to the report.  One is to double-click the data item and the 
other is to drag-n-drop the item to the report.  The first is fairly self-explanatory, the 
second requires you to note a particular item of interest.   
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When you execute a drag-n-drop you will notice that there appears a vertical line in 
the report area.  There are two types, but the one that you will need to see in Query 
Studio is a bold line inside of a bordered box.  It looks like this: 

 
So let’s go ahead and try putting data fields on the report. 
First double-click the Portfolio field and then drag-n-drop the Note Account field. 

 
Step 4. Let’s add in the other fields requested: Loan Officer Responsible for the 

Account; Name of the Account Holder; Total Balance of the Loan. 
Under the folder Note Codes you will find: 
Responsibility Code 
Responsibility Code Desc 
Responsibility Code Full Desc 
Choose: Responsibility Code Full Desc and add it to the report by either the double-click 
or drag-n-drop method. 
 
Retrieve the Account Holder’s Name.  For this report we are assuming the 1st name on 
the account is your Primary account holder.  This is not necessarily always true and may 
vary by institution.  You should check your bank’s specifications.  We will also cover 
Primary Name filters later in this training. 
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Finally, we go back to the Note Account Folder in the Insert Data Menu and scroll down 
to Net Active Principal Balance.  Add it to your report. 
Your report should look something like this: 

 
If your report does not look like this, please inform your instructor at this time. 
 
Congratulations, you have just built your first report.  Leave this report up on your 
screen. 
 

___________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
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Practical Exercise 2. 
 
Create a grouped list Report in Query Studio 
 
Purpose: Your loan administrator likes the report, but now realizes that this should be 
grouped by the officer responsible for each account.  We need to make some changes to 
this report to accomplish this. 
 

Step 1.  Moving the columns to the proper order. 
In order to generate a report that makes use of Reporting Best Practices, we need to put 
grouped columns to the far left in order to generate a logical flow and process for the 
report. 
Since we want the main grouping to be by Responsibility Officer we need to move this 
column to the far left.  Query Studio will do this automatically for you once you tell it to 
group by a specific item. 
Highlight the column Responsibility Code Full Desc and now click the Group 
command button. 

 
You will now notice that Query Studio has moved the column to the far left and grouped 
all ports and accounts by the Responsibility Code Full Desc. 

 
 

___________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
You have now built a grouped report in Query Studio.  Let’s learn about formatting now. 
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Practical Exercise 3. 
 
Format Data in Query Studio 
 
Purpose: You notice that the column headers on the report do not match the common 
terms used in banking to reflect the data item.  This is normal in a Prime based database 
as data fields are named with programming constraints as priority.  You however, want 
anyone who picks up the report to be able to understand what the columns are so you 
decide to use something more descriptive.  You decide to change them. 
 

Step 1. Double-Click the column header Name 1. 
Now you will see a dialog box appear at the bottom of the report. 

 
In the dialog box, highlight and remove the title “Name 1” and replace the column tile 
with the word “Customer.” 
Now Press the command button at the bottom “OK” 
You will now see the page refresh and now the column title will reflect the change you 
made: 

 
Rename some of the other colums: 
Change: 
Responsibility Code Full Desc to Responsible Officer 
Note Number to Loan Number 
Net Active Principle Balance to Loan Balance 
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Your report should now look like this: 

 
Let’s give this report a proper title.  Double Click the word “Title” to get this dialog box 
at the bottom of your report: 

 
Now change the title to Loans by Responsibility Officer. 
 
 
 

___________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
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Practical Exercise 4. 
 
Filter Data in Query Studio 
 
Purpose: For this report your Loan Administrator want to exclude loans greater than 
$100,000.01 so you need to create a filter to accomplish this. 
 

Step 1. Highlight the Loan Balance column by clicking once on the column title.   
Step 2. Click on the Filter command button at the top of the report. 

 
You will now have the following dialog box appear: 

 
Enter in 0 (zero) for the Lowest value and 100000 for the Highest value. 
Now put a check in the option Prompt every time the report runs.  This will enable you 
to change this if you need to later. 
 
You will now see that there is a built in filter on this report.  It is listed at the top of the 
report with the filter icon and a description of the filter. 
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Now let’s run the report to see our filter in action. 

Step 3. Click the Run command button. 

 
 
You will now see the Prompt Page for the filter. 
Accept the default values by pressing the OK button. 
Run it again, but this time change the dollar values in the prompt to something else. 
Notice how the report changes with each filter amount change. 
Note how to use Page Down and Page Up buttons to view the entire report. 
 

___________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
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Practical Exercise 5. 
 
Using the Sum Function in Query Studio 
 
Purpose: You now wish to see totals for each Responsible Officers.  To do this we need 
to aggregate or “sum” the Loan Balance column. 
 

Step 1. Highlight the Loan Balance column by clicking once over the column title. 
Step 2. Click once on the Aggregate Command Button. 

 
 
To see our results, we need to use Page Down until we come to the first subtotal. 

 
  
Now click on the command Top to return to the first page of the report. 

___________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
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Practical Exercise 6. 
 
Create a chart report in Query Studio 
 
Purpose: You would like to create a graphical representation of this report and what 
better way to do this than to insert a chart! 
 

Step 1. Click once on the Chart command button. 

 
Step 2. In the chart dialog, choose Pie from the drop down Chart Type selector. 
Check Show the values on the chart and option check to show both the Chart and 
table in the report.  Select “OK.” 

 
 

Notes: 
 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
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Practical Exercise 7. 
 
Create a calculation in Query Studio 
 
Purpose: Your loan administrator needs to know the percentage that each loan represents 
of the total amount outstanding on loans.  To achieve this you will need to insert a 
calculation into your report. 
 

Step 1.  Highlight the Loan Balance column. 
Step 2.  Click the Calculate command button in the toolbar. 

 
You will now see the dialog to create a calculation: 

 
Make sure you choose the same options as above: 
Operation type:  Analytic 
Operation:  % of total 
Report item:  Loan Balance 
Options:  Based on the overall total 
Expression: Percentage of total (Loan Balance) 
New item name:  Use the default name 
 

Step 3. Now click the “Insert” button at the lower right of the report. 
 
You now have a report that looks like this: 
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Step 4. We will now save this report. 
 
Click the Save As command button: 

 
 
Now choose the location as My Folder and enter appropriate names, tips, etc… for the 
report. 
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Click the “OK” button at the bottom left of the report to execute the save. 
 

___________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
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Workshop 1. 
 
Create a Report in Query Studio 
 
Total Time allotted: 30 minutes 
 
Purpose:  Create a report in Query Studio meeting the following specifications: 
 
Your marketing director meets with your loan administrator and would like a report 
created that will allow the bank to focus loan sales efforts. 
On this report you need the following fields: 
Customer Name 
Account Number 
Customer’s Zip Code 
Current Loan Balances 
Total number of loans in each Zip Code. 
 

List the steps necessary to create this report: 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
After creating the report, save it as Loans by Zip Code in your “My Folder” location. 
Demonstrate the working report to the instructor. 
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Class Discussion 
 

How do our previous reports adhere to Report Writing Best Practices & Principles? 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
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Module 3. 
Intro to: 
Creating and Running Reports in Report Studio – Advance Report Writer 
 
What is Report Studio? 
Report Studio is a web-based advanced report authoring tool.  It allows you to create 
business intelligence (BI) reports that analyze data according to specific information 
needs.  Report Studio allows you to format, present, and distribute your findings using 
many different methods. 
 
Objectives 
 
◊ Examine Report Studio and its interface 
◊ Explore different report types 
◊ Create simple, sorted, and formatted reports 
◊ Change Properties of data items 
◊ Apply Styling to data items 
◊ Create Charts 
◊ Create filters (Query Expressions) 
◊ Create Prompts 
◊ Create Calculations 
◊ Use Advanced Formatting 
◊ Save Reports in publicly accessible location 
◊ Print Reports 
◊ Schedule Reports (Single and Multiple) 
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Section M3 – 01 
 
Exploring Report Studio  
 

Click the “Quick Tour” button in the lower left hand corner of Cognos Connection. 
Now choose the Report Studio Tour 
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Click “Introduction to Cognos Report Studio” 
Topics: 
Tabs 
Buttons 
Panes 
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Click “Create a List Report” 
Topics: 
Add Data 
Calculate 
Group 
Total  
Filter 
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Click “Create a Crosstab Report” *covered in Advanced Report Writing  
Topics: 
Add Data 
Nest Data 
Calculate 
Add conditional Formatting 
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Click “Create Charts” *covered in Advance Report Writing 

Topics: 
Add a Chart 
Insert Another Chart 
Add Titles 
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Click “Combine a chart and List”  *covered in Advance Report Writing 

Topics: 
Insert a Chart 
Filter 
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Click “Add User Interactivity to Reports” 
Topics: 
Add Prompts 
Define Cascading Prompts 
Enable Drill-through Access 
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Click “Create a Template” 
Topics: 
Set Up the Header 
Set Up the Footer 
Set Up the Report Body 
Use the Template 
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Section M3 – 02 
 
Practical Example 
 
Getting Started: 
 

From Cognos Connection select the Report Studio link in the upper right-hand corner. 

 
 
You will reach this screen: 
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Choose “Open an existing report” by clicking on it. 
You will navigate to Public Folders  Premier  Sample Reports  Demand Deposits 

 DDA Balances Report  Then click Open. 
 
This report opens: 

 
 
Now click on the Run command button. 
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You will see a prompt page first. 

 
Highlight “0” by clicking once on it or press the “Select All” option and then click 
“Finish” at the bottom of the page. 
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You will now see a new browser window open with a report that looks like this: 

 
 

Notice that the report has a set of command buttons in the top right hand corner of the 
page. 
 

 
From Left to Right these are: 
Run (actually Re-run); View in HTML (Web Page); View in PDF; View in Excel 2000 
(single sheet); View in Excel 2002 (workbook format); View in CSV; View in XML. 
 
Try each of these format views. 
Close the report by choosing the “Close” link at the top right-hand corner of the report. 
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Section M3 – 03 
 
Working with Reports in Report Studio 
 
Practical Exercise 1 
 
Purpose: Your CFO needs a report that shows all DDA accounts currently open at the 
bank for internal auditing purposes. 
Skills: Creating a New Report 
 

Step 1. Click the “New” command button in the toolbar. 
 

 
 
You will see the new report dialog. 
 

 
 
Choose “List” from the options and click “OK.” 
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We now have a blank report to work with. 
 

 
 

Notice the similarity to Query Studio in layout.  Data Items are to the left and the 
report field is to the right.  Many of the same concepts that you were introduced to in 
Query Studio carry over to Report Studio. 
To add data items from our Insertable Objects pane, we can double click or drag-n-drop. 
When dragging items over the same rules apply.  You need to see the solid vertical line 
before releasing the data item. 
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Step 2. Let’s start a report by adding the following fields: 
 
Customer Zip Code 
Portfolio Number 
DDA Account Number 
Customer Name 
Current Balance 
Responsibility Code 

Remember that you can either use the click or the drag method to add data items to 
your report. 
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Your report should now look like this: 
 

 
 
Now click the “Run” command button in the toolbar. 
Your report looks like: 
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Practical Exercise 2 
 
Purpose: After reviewing the generated report you want to change the layout of the 
report columns and try adding a few other columns that might be useful.  
 
Skills:  Working with Columns 
 

Step 1. The Zip Code column will not be used to sort this report so you decide to move 
it to the last column on the report.  Hover your mouse over the Zip column and then left-
click and hold.  The column will highlight.  Now with the left mouse button still holding 
move the mouse across to the right.  Notice how the black vertical flashing bar moves 
with you.  It is showing you the location where it is going to place that column when you 
release the mouse button.  Move the mouse pointer all the way to the right side of the 
current last column.  Once you see the black bar is bolded and in the right place, release 
the mouse button and the column will move. 
 

 
 

Step 2. Now run your report and look at the results. 
Step 3. Use the Page Down, Page Up, Top, and Bottom commands. 
Step 4. View the report in PDF format. 
Step 5. Switch the view back to HTML format. 
Step 6. Close the Report. 

 
Step 7. Since the training database does not contain very many zip codes for our 

imaginary DDA accounts it will make a good teachable moment.  We are going to delete 
this field from our report. 
Highlight the Zip column again by clicking once on it.  Now Press your Delete Key on 
your keyboard.   
Notice the column is gone! 
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Step 8. Changing the report title.  Double click on the report title (currently is says: 
“Double click to edit text”) 
A dialog box will come into view: 
 

 
 
Type “DDA Accounts” and click on “OK.” 
 

Step 9. Run Your Report 
Step 10. Use the “Close” link in the running report to close the run view. 

 
Step 11. Save your report.  Click “File”  “Save As” 

A dialog box opens.  Choose the following location: 
“My Folders” & name the report DDA Accounts, then click the “Save” command button. 
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Practical Exercise 3 
 
Purpose: After reviewing the generated report you want to change the formatting of your 
report.    
 
Skills:  Working Formatting 
 

Step 1.  Highlight the Portfolio column and then select the alignment command button 
and choose Left-Top. 
 

 
 

Step 2. Repeat this process for the rest of the columns changing each to the following: 
DDA Account – Top Center 
Name 1 – Left Top 
Current Balance – Top Center 
Responsibility Code – Top Center 
 

Step 3. Run your report to see the changes. 
Step 4. Close your running report. 
Step 5. Click the Save command button on the toolbar. 
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Practical Exercise 4 
 
Purpose: After reviewing the generated report you need to make sure that all accounts in 
each port are grouped together and sorted by account number. 
 
Skills:  Grouping and Sorting 
 

Step 1. Highlight the Portfolio column and click on the Group command button in the 
toolbar. 
 

 
 
You should see the data items list change from 3 columns to 2. 
 

 
 

Step 2. Highlight the DDA Account Column and click on the Sort Command button on 
the toolbar.  Choose Sort Ascending.  
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Practical Exercise 5 
 
Purpose: After reviewing the generated report you need to make the Current Balance 
column display data as currency. 
 
Skills:  Data Formatting 
 
 

Step 1. Highlight the column Current Balance and from the mouse, right-click. 
A menu will appear.  Choose Data Format. 
 

 
 
Next you will see the following dialog boxes: 
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You will choose Currency then in the Currency Properties, choose $ (USD) – United 
States of America, dollar. 
 
Now click the “OK” command. 

Step 2. Run your report to see the changes, then close it. 
Step 3. Use the Save command to save your changes. 

 
 
 
 
 



 

 85

Workshop 1. 
 
Purpose: After reviewing the generated report you need to make changes to the 
groupings since you now want to group this report by Responsibility Code 
 
Skills:  Review Grouping, Working with Columns, Working with Text Fields 
 
Make the following changes to your report. 
 
Ungroup the Portfolio column 
Move the Responsibility Code column to the first place in the report. 
Group the Responsibility Code column 
Group the Portfolio column 
Change the title of the report to DDA Accounts by Responsibility Code 
 
What steps did you take to accomplish this task? 
 

___________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
 
Save your report with the changes in “My Folders” as DDA Accounts by Resp Code. 
Demonstrate the working report to your instructor. 

Ungrouping is done by clicking the Group command again on a field that is already 
grouped. 
 



 

 86

Practical Exercise 6 
 
Purpose: After reviewing the generated report you need to total all the balances by 
responsibility code and count the number of accounts each responsibility code has. 
 
Skills:  Aggregating and Counting 
 

Step 1.  Highlight the DDA Account Column and click just to the right of the ∑ button 
and choose Count. 
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Now we don’t want the count of the Portfolio accounts, we only want the totals by 
responsibility so we are going to highlight the total fields for Portfolio and press the 
delete key to remove those. 
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Step 2. Now Highlight the field circled above by clicking once.  Hold down the Ctrl 
key on your key board and moving across to the right, click once in each box until 
your report looks something like this: 

 
 
 

Step 3. Now Press the Delete key on your keyboard. 
 

Step 4. Run the report to see the changes.  Use the Bottom command to get to the last 
page of the report.  Here you will see what we have done. 
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Step 5. We are now going to sum the current balance.  Follow the same steps as above, 
except this time in as in Step 1 we are going to choose Total.  
 

Step 6. Run your report after those changes and go to the bottom of the report to see the 
results. 
 

Step 7.  Save your changes. 
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Workshop 2.  
 
Create a new list report. 
Add the following data items: 
 
⊕ COD Account 
⊕ Accrued Interest 
⊕ Current Balance 
⊕ Maturity Date 
⊕ Branch Number 
⊕ Class Code 
 
Format the Report. 
 

⊕ Move Branch Number to the far left 
⊕ Move Class Code to the right of Branch Number 
⊕ Total Current Balance 
⊕ Count the number of certificates on the report 
⊕ Name the report COD Trial 
⊕ Sort the Current Balance Field ascending 
⊕ Format Maturity Date (Month, Day, 4 digit Year) 

 
Save in My Folders as Workshop 2. 
 
What steps did you take to accomplish this workshop? 
 

___________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
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Section M3 – 04 
 
Working with Filters & Calculations 
 
Practical Exercise 7 
 
Purpose: You need to narrow down your report for DDA Accounts by Responsibility 
Code.  One way of doing this is with a filter. 
 
Skills: Filtering a report 
 

Step 1. Click the filter command button on the tool bar. 
 

 
 
The following dialog box will appear: 
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Step 2. Click the Add command button. 
 
The following dialog box appears: 

 
 
Here there are several different Available Components to choose from: 
The first is the Model Tab. 
The Model Tab contains all the data fields available from the Prime database for your 
report. 
The next one is Query Items. 
Query Items contains a list of all fields you have already placed in your report for use. 
The next one is Functions. 
Functions contains expressions used to build filter statements 
The last tab is Parameters 
In some cases you will have parameters defined here that statements must fall in. 
 
For our filter we want to go first to the Query Items tab.  Click on Query Items. 
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Step 3. We want to double-click on Current Balance to insert the field into our 
statement. 

Step 4.  Go to the Functions tab and click on the Operators folder to open it. 
Choose the <= function (less than or equal to) and double-click it to add it to our filter. 
 

 
 

Step 5.  Now open the Constants folder.  Choose Number by double-clicking it to add it 
to our filter. You will notice that it adds a zero (0) to the filter.  We actually want a 
number of 100000.  So we will click on the zero and change it to 100000 by typing the 
number in. 
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Step 6. Next we need to Validate the statement. 

Note:  Depending on your individual bank setup, this function may or may not work. 
This is due to the number of databases that your institution chooses to purchase.  Those 
with a monthly only database will have no trouble with this function.  Those with multiple 
databases will not be able to use this function. 
 
To validate the filter you have written, click on the validation command button located in 
the dialog box’s tool bar on the top right hand side. 
 

 
 
If successful, you will receive a No Errors statement in the lower right-hand information 
box. 
 

 
 

Step 7. Now click “OK” in the dialog box to complete your calculation. 
 

Step 8.  Run the report to see the results of your filter. 
Step 9.  Close the running report and save your report. 
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Quick Reference:  

1. Open the report that you want.  

2. If you want to add a filter that was created in the package, from the Insertable 
Objects pane, in the Model tab, drag the filter you want to the report.  

You must drag the filter to an object that is linked to the query in which you want to add 
the filter. 

3. From the Data menu, click Filters .  

If you have more than one query defined in the report, you must first click an object 
linked to the query in which you want to define the filter. 

4. In the Filters dialog box, decide what type of filter you want to create:  
• To add a filter that will apply to detailed rows, click the Tabular Filters tab. 
• To add a filter that will apply to aggregated values for a grouped column, click 

the Group Filters tab. 

5. Click the add button .  

6. In the Available Components box, define the filter expression:  
• If you want to include query items not shown in the report, in the Model tab, 

double-click query items. 
• If you want to include query items that are in the report but not necessarily in 

the model, such as calculations, in the Query Items tab, double-click query 
items. 

• If you want to add functions, summaries, and operators to the filter expression, 
in the Functions tab, double-click elements. 

• If you want to include a value that is derived from a parameter, in the 
Parameters tab, double-click a parameter. 
Parameters are used to define prompts , drill-through reports , and 
master-detail relationships . 

Tip: You can also type the filter expression directly in the Expression Definition box. 
When typing date values, the date must be in the YYYY-MM-DD format. 
For more information about creating expressions, see Using the Expression Editor. 

7. Click the validate expression button , and click OK.  

8. In the Usage box, specify whether the filter is required, optional, or not to be used.  

9. If you created a tabular filter, in the Application box, decide whether to apply the filter 
before or after aggregation.  

For more information about this option, see the Information box. 

http://10.92.29.79/crn/documentation/en/ug_cr_rptstd_cr_rptstd_wrkdat9.html
http://10.92.29.79/crn/documentation/en/ug_cr_rptstd_cr_rptstd_modrep8.html
http://10.92.29.79/crn/documentation/en/ug_cr_rptstd_cr_rptstd_modrep9.html
http://10.92.29.79/crn/documentation/en/ug_cr_rptstd_cr_rptstd_expr_editor.html#1097900
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10. If you created a group filter, click the ellipsis button (...) beside the Level box and 
choose the grouping level for which you want to apply the filter.  

For example, a revenue report is grouped on product line and product type. You can 
choose to filter total revenue for either the product line or product type level. 
Tip: If you want to filter at the overall level, choose None. For example, if a report has 
an overall footer that shows the total revenue for all products, choose None to apply 
filter to the footer. 

11. Click OK.  
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Practical Exercise 8 
 
Purpose: You need to add a field that contains data not directly available from the 
Insertable Objects section. 
 
Skills: Calculations 
 

Step 1. From the Insertable Objects pane, choose the Toolbox tab. 
Select Calculation by double-clicking it. 
 

 
 
The following dialog box appears: 
 

 
 
Name the calculation “Code Description” and then choose “Detail” and click “OK” 
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Step 2. Next Go to the Functions tab and open Operators. 
Choose Lookup by double clicking it to add it to the calculation. 
Add the operators “(“ and “)” now place the cursor between them and move to the Query 
Items Tab.  Here choose Responsibility Code by double clicking it.  It should insert 
between the operators ( and ) that you already placed there.  
 
Your calculation now looks like this: 
lookup([Responsibility Code]) 
 

1. Place the cursor at the end of the line. 
2. Now go to the Functions tab and open Operators again. 
3. Double-click “IN” 
4. Add the operator “(“ next. 
5. Change to the Constants folder and double click “Number” 
6. Change the zero to 900. 
7. Next go back to the Operators folder and choose --> 
8. Next go back to Constants folder and double click “String” 
9. You will see two symbols appear like this ‘’. 
10. Place the cursor between those symbols and type “Teacher”. 
11. Now go back to Constants and double click the comma function “,”. 
12. Now repeat steps 5 thru 11 changing the number (next is 901) and the string (next 

is Studetn). 
13. to finish after the last string we add in a close bracket from operators “)”. 
14. Next double click “default” from operators. 
15.  add “(“ and then String (type “Unknown”) then lastly “)” to finish. 
16. click “OK” 

 
Your calculation will appear like this: 
 
lookup([Responsibility Code]) in (900 -->'Teacher',901 --> 'Student') default ('Unknown') 
 
Now run your report and use the Bottom command to go to the bottom of the report to 
see your results. 
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They should look something like this: 
 

 
 
 
 

Step 3. Save your report. 
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Quick Reference:  

Steps

1. Open the report that you want.  

2. In the Insertable Objects pane, click the Toolbox tab.  

3. Drag the Calculation object to the location where you want to create a 
calculation.  

The Create Calculation dialog box appears. 

4. In the Name field, type the name of the calculation.  

5. Click a calculation type:  
• To create a calculation that will be applied to non-summarized records, click 

Detail. 
• To create a calculation that will be applied to group values after they have been 

aggregated, click Group. 
• To create a calculation in the layout that contains run-time information, such as 

current date, current time, and user name, click Layout. 

6. Click OK.  

7. In the Available Components box, define the calculation:  
• If you want to include query items not shown in the report, in the Model tab, 

double-click query items. 
• If you want to include query items that are in the report but not necessarily in 

the model, such as calculations, in the Query Items tab, double-click query 
items. 

• If you want to add functions, summaries, and operators to the filter expression, 
in the Functions tab, double-click elements. 

• If you want to include a value that is derived from a parameter, in the 
Parameters tab, double-click a parameter. 
Parameters are used to define prompts , drill-through reports , and 
master-detail relationships . 

8. Click the validate expression button , and click OK. 

 
 
 
 
 
 
 
 
 

http://10.92.29.79/crn/documentation/en/ug_cr_rptstd_cr_rptstd_wrkdat9.html
http://10.92.29.79/crn/documentation/en/ug_cr_rptstd_cr_rptstd_modrep8.html
http://10.92.29.79/crn/documentation/en/ug_cr_rptstd_cr_rptstd_modrep9.html
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Workshop 3.  
 
Create a new list report. 
Add the following data items: 
 
⊕ DDA Account 
⊕ Current Balance 
⊕ Customer Name (Name 1) 
⊕ Officer Code (Resp. Code) 
⊕ MTD Aggregate Balance 
 
Before running the report, sort it by DDA Account in Ascending Order. 
 
Create a filter to report on accounts that have a current balance > 500 and a date of last 
activity in October of 2005. 
Tip: Date Last Activity between 2005-10-01 and 2005-10-31 
 
Run your report. 
 
Title the report DDA Trial Balance. 
 
How many accounts are on the report? ______ 
 
What is the total amount of all the current balances? _________ 
 
Save in My Folders as Workshop 3. 
 
What steps did you take to accomplish this workshop? 
 

___________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
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Section M3 – 05 
 
Working with Charts 
 
Charts (graphs) are an effective way of showing comparisons, relationships, and trends.  
There are 9 different chart types available in Premier Viewpoint. 
 

◊ Column 
◊ Bar 
◊ Pareto 
◊ Line 
◊ Pie 
◊ Area 
◊ Point 
◊ Radar 
◊ Combination 

 
 
 
Practical Exercise 9 
 
Purpose: You need to create a graphical presentation piece that shows balance by class 
code by branch. 
 
Skills: Charts 
 

Step 1. Select File  New 
 

 
 
Select Column and the default column chart type (1st one – top left). 
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There are three “drop zones” that must be populated in this chart type.  The number of 
“drop zones” required varies by each chart type. 
 
The first for this type is a Measure.  These type of fields measure quantity. 
Examples in the Prime Database would be Principle Balance or the number of 
accounts. 
 
The second is Categories or a “type” of measure. 
Examples in the Prime Database would be class code or responsibility code. 
 
The third is Series.  This is typically a group measure. 
An example in the Prime Database would be branch number. 
 

 
 
For this example we will use: 
Measure: Current Balance 
Category: Class Code 
Series:  Branch Number 
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Step 2.  Drag and drop Current Balance from the DDA Accounts folder to the 
Measures 
 

 
 
Repeat this step for each of the other two fields. 
 
Notice how #3 (Series) automatically grouped! 
 

 
 

Step 3. Now run your report. 
Step 4. Save your report in My Folders as Chart 1. 

 

___________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
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Section M3 – 06 
 
Working with Fonts & Colors 
 
Fonts and colors are an integral part of distributed reports.  Font and color changes can be 
used to denote changes or special items in a report using conditional formatting or 
implementing strategic changes to draw attention to details. 
In this section we will expand our knowledge of these items. 
 
How to use Conditional Formatting in Viewpoint 
 
Skills: Conditional Formatting & Basic Fonts 
 

Specify the font in which you want text in a report to appear. 

Steps 

1. Open the report that you want.  

2. Click the object for which you want to specify the font.  

Tip: To specify the default font for the report, click the page. 

3. Click the font button .  

4. In the Family box, click the font you want to use.  

Tip: Type a list of fonts if you are not sure whether a specific font is installed on a user's 
computer. For example, if you type 'Times New Roman', Arial, monospace, 
Viewpoint will check to see if Times New Roman is installed. If it is not, Viewpoint will 
check for Arial. If Arial is not installed, the monospace font used by the computer is 
used. 

5. In the Size box, specify the font size.  

6. In the Weight box, specify the weight of the font.  

7. In the Style box, specify the font style.  

8. In the Effects box, select the formatting options you want.  

9. Click Foreground Color to specify the color of the text.  

10. Click OK.  

If you clicked (Default) for any of the font properties, the default value for the property is used.  
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Hide and Show Objects 

If your report contains sensitive data, define a condition that determines when the data is hidden 
or shown. 

Steps 

1. Open the report that you want.  

2. From the File menu, click Variables.  

3. Create a variable by clicking the add button below the Variables box.  

4. In the Name box, type a name for the variable.  

5. In the Type box, click Boolean.  

6. Click OK.  

The Layout Expression dialog box appears. 

7. In the Expression Definition box, define the condition.  

For information about creating expressions, see Using the Expression Editor. 

8. Click OK twice.  

9. From the Insertable Objects pane, in the Toolbox tab, drag the Conditional Block 
List object to the work area.  

10. Select the conditional block.  

11. In the Properties pane, double-click the Conditional Block property.  

12. In the Variable dialog box, click the Variable box.  

13. Click the Boolean variable you just created.  

14. In the Values box, select the Yes value and click OK.  

Tip: A default value exists for each variable you define, and it is always selected. 

15. Click the Current Block property and select Yes.  

16. From the Insertable Objects pane, drag the object you want to show or hide in the 
conditional block.  

For example, drag a query item from the Model tab or from the Query Items tab. 

http://10.92.29.79/crn/documentation/en/ug_cr_rptstd_cr_rptstd_expr_editor.html#1097900
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Tip: You may need to link the report page to a query before you can add a query 
item to the block. 

When you run the report, the report objects to which you applied the variable are hidden when 
the condition is satisfied. 

 

Highlight Data 

Highlight data in your report to better identify exceptional results. For example, you want to 
identify sales representatives who have exceeded their quota. You create a condition that checks 
whether each representative's sales for the year is greater than their quota for the year. 

Steps 

1. Open the report that you want.  

2. From the File menu, click Variables.  

3. Create a variable by clicking the add button below the Variables box.  

4. In the Name box, type a name for the variable.  

5. In the Type box, select the type of variable you want to create:  
• To create a variable that has only two possible values, yes and no, click 

Boolean. 
• To create a variable whose values are string-based, click String. 

6. Click OK.  

7. Click the Edit button below the Expression box.  

8. In the Expression Definition box, define the condition.  

For information about creating expressions, see Using the Expression Editor. 

9. Click OK twice.  

10. In the work area, click the column that you want to highlight based on the condition you 
just created.  

11. Click the Condition Explorer button .  

The Condition Explorer dialog box appears. 

12. Click the variable you just created.  

http://10.92.29.79/crn/documentation/en/ug_cr_rptstd_cr_rptstd_wrkdat10.html
http://10.92.29.79/crn/documentation/en/ug_cr_rptstd_cr_rptstd_expr_editor.html#1097900
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13. In the Properties pane, click the Conditional Style property.  

14. In the Variable dialog box, click the Variable box.  

15. Click the variable you want to assign to the object.  

16. In the Values box, select the values you want the condition to support.  

Tip: A default value exists for each variable you define, and it is always selected. 

17. Open the Condition Explorer dialog box again, and click one of the possible values for 
the variable other than the default value.  

For example, if you created a Boolean variable, click the Yes value. 

18. In the Properties pane, specify the formatting that you want to highlight the column 
with when the condition is satisfied.  

For example, click the Border property to create a thicker border around the column. 

19. Repeat steps 17 to 18 for other possible values defined for the variable.  

20. Repeat steps 10 to 19 for other objects that you want to highlight.  

Tip: In the Condition Explorer dialog box, click (No variable) to view how the report 
looks when no variable is applied. 

When you run the report, the report objects to which you applied the variable are highlighted 
when the condition is satisfied. For example, if you created a Boolean variable, the objects are 
highlighted when the condition is met. 

 

Add Multiple Layouts 

Add multiple layouts to show a report in different ways. For example, you can use multiple 
layouts to create a multilingual report by defining a different layout for each supported language. 

Steps 

1. Open the report that you want.  

2. From the File menu, click Variables.  

3. Create a variable by clicking the add button below the Variables box.  

4. In the Name box, type a name for the variable.  

5. In the Type box, select the type of variable you want to create:  

http://10.92.29.79/crn/documentation/en/ug_cr_rptstd_cr_rptstd_modrep7.html#1098212
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• To create a variable that has only two possible values, yes and no, click 
Boolean. 

• To create a variable whose values are string-based, click String. 
• To create a variable whose values are different languages, click Language. 

6. Click OK.  

7. If you created a Boolean or string variable, in the Expression Definition box, define 
the condition.  

For information about creating expressions, see Using the Expression Editor. 

8. If you created a language-specific variable, in the Languages dialog box, select the 
languages you want to support and click OK.  

9. Click OK twice.  

10. From the File menu, click Conditional Layouts.  

11. In the Variable drop-down list, click the variable you just created.  

The possible values for the variable appear in the Layouts box. For example, if you 
created a Boolean variable, the values Yes and No appear. 

12. In the Layouts box, select the values for which you want to create a layout and click 
OK.  

Tip: A default value exists for each variable you define, and it is always selected. 

A layout is created for each value you selected. Click the Page Explorer button to navigate 
the different layouts. For each layout, click the Report Pages link to create a report page or 
click the Prompt Pages link to create a prompt page, and add the report objects you want. 

 
 
 
 
 
 
 
 
 
 
 
 
 

http://10.92.29.79/crn/documentation/en/ug_cr_rptstd_cr_rptstd_expr_editor.html#1097900
http://10.92.29.79/crn/documentation/en/ug_cr_rptstd_cr_rptstd_wrkdat9.html#1098268
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Section M3 – 07 
 
Working with Prompts 
 
Practical Exercise 11 
 
Purpose: You need to add a field that contains a data not directly available from the 
Insertable Objects section. 
 
Skills: Calculations 
 

Use the Build Prompt Page Tool 

Use the Build Prompt Page tool to quickly add prompts to a report. Cognos Report Studio 
creates the prompts for you in a default prompt page. 

Steps 

1. Open the report that you want.  

2. Click the column you want users to be prompted on.  

If you want to create multiple prompts or a cascading prompt, click more than one 
column. 

3. From the Tools menu, click Build Prompt Page .  

A prompt page is created that has: 

• a page header 

• a prompt control for each selected column 

• a page footer containing Cancel, Back, Next, and Finish prompt buttons 

You can add more objects or modify existing elements. For example, you can change the prompt 
control chosen by Report Studio . 

 

 

 

 

http://10.92.29.79/crn/documentation/en/ug_cr_rptstd_cr_rptstd_wrkdat9.html
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Build Your Own Prompt and Prompt Page 

Create your own prompt and prompt page to control how they appear in a report. 

Steps

1. Open the report that you want.  

2. From the File menu, click Pages.  

3. Click the Prompt Pages tab, and click the add button .  

4. Type the name of the prompt page, and click OK.  

The new prompt page appears in the work area. 

5. In the Insertable Objects pane, on the Toolbox tab, drag one of the following prompt 
controls to the prompt page.  

Prompt 
control 

  

Description 

  

Text Box Prompt 

  

Retrieves data based on a value that you type. 

  

Value Prompt 

  

Retrieves data based on values you select from a list. 

  

Select & Search 
Prompt 

  

Retrieves values based on search criteria that you specify. Data is 
then retrieved based on values you select from the search results. 

You cannot use this control if you are working with SAP BW data 
sources. 

  

Date Prompt 

  

Retrieves data based on a date you select. 

  

Time Prompt 

  

Retrieves data based on a time you select. 
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Date & Time 
Prompt 

  

Retrieves data based on a date and time you select. 

  

Interval Prompt 

  

Retrieves data based on a time interval you specify. 

  

Generated 
Prompt 

  

Selects a prompt control based on the data type of the query item. 

  

 

The Prompt Wizard dialog box appears. 

6. If you are creating a text box, date, time, date and time, interval, or generated prompt:  
• Create a new parameter for the prompt or use an existing parameter. 
• If you create a new parameter, define the expression by selecting a query item 

and operator. 

Tip: Make the prompt optional by selecting the Make the filter optional check 
box. When selected, users will not be required to choose a value when the report 
is run. 

• Go to step 8. 

7. If you are creating a value or select & search prompt:  
• Create a new parameter for the prompt or use an existing parameter. 
• If you create a new parameter, define the expression by selecting a query item 

and operator. 

Tip: Make the prompt optional by selecting the Make the filter optional check 
box. When selected, users will not be required to choose a value when the report 
is run. 

Select the queries you want to filter. 

• Create a new query that is used to build the list of data values shown when the 
report is run. 

• To create a cascading prompt , click the Cascade Source box, and select 
the parameter that represents the cascade source. 

8. Click Finish.  

The prompt control is added to the prompt page. A prompt page is like a report page. You can 
insert graphics, text, and so on, and apply any formatting you want. 

http://10.92.29.79/crn/documentation/en/ug_cr_rptstd_cr_rptstd_wrkdat9.html
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You can also modify the properties of the prompt control by clicking it and making changes in the 
Properties pane. 

 

Create a Parameter to Produce a Prompt 

Cognos Report Studio can automatically generate prompted reports based on parameters you 
create. When you run the report, Cognos Report Studio can generate a prompt page for each 
parameter not associated to an existing prompt page, depending on whether the prompt run 
option is selected or not. 

You also define parameters when you want to create a drill-through report . 

Steps 

1. Open the report that you want.  

2. From the Data menu, click Filters .  

3. In the Tabular Filters tab, click the add button .  

The Tabular Model Filter dialog box appears. 

4. In the Available Components box, click the Model or Query Items tab to select the 
query item you want to use for the prompt:  

• To filter data based on query items not shown in the report, double-click a query 
item in the Model tab. 

• To filter data that appears in the report but not necessarily in the model, such as 
calculations, double-click a query item in the Query Items tab. 

The query item appears in the Expression Definition box. 

5. In the Expression Definition box, type an operator after the query item, or select an 
operator from the Functions tab.  

For more information about creating expressions, see Using the Expression Editor. 

6. Type a name after the operator to define the prompt parameter. A question mark must 
precede and follow the name.  

7. Click OK twice.  

Tip: If you do not want to use a parameterized filter when the report is run, in the Filters dialog 
box, click the filter to select it, and in the Usage box, click Disabled. 

 

http://10.92.29.79/crn/documentation/en/ug_cr_rptstd_cr_rptstd_intrd6.html
http://10.92.29.79/crn/documentation/en/ug_cr_rptstd_cr_rptstd_modrep8.html
http://10.92.29.79/crn/documentation/en/ug_cr_rptstd_cr_rptstd_expr_editor.html#1097900
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Create a Prompt Directly in a Report Page 

You can add prompt controls directly in a report page instead of creating a prompt page. 

Prompt controls that are added to report pages will not appear in the following: 

• saved reports  
• PDF reports  
• reports that are sent to users by email  
• scheduled reports  

Prompt controls are by their very nature interactive. They are used to satisfy parameter values 
before running a report. As a result, prompt controls added to a report page only appear when 
you run the report in HTML format. When you run a report in HTML format, Cognos Report 
Studio allows users to select which values they want to see, and the report is refreshed, 
producing a new report. 

For the non-interactive reports listed above, prompt parameter values must be collected and 
satisfied before the report is run. You provide the parameter values you want using the Run 
options tab in Cognos Connection. If you do not provide all the required values, the report will 
fail to run. 

If you are using the sample reports that come with Cognos Report Studio, the reports Consumer 
Trends, GO Media, Product Line by Year-prompt, and Sales Representative Contact List contain 
prompt controls on report pages. 

Steps 

1. Open the report that you want.  

2. In the Insertable Objects pane, on the Toolbox tab, drag a prompt control to the 
location where you want it to appear.  

The Prompt Wizard dialog box appears. 

3. Provide the information necessary to create the prompt .  

Tip: Make the prompt optional by clicking it and, in the Properties pane, setting the 
Required property to No. Otherwise, when you run the report, the prompt will appear 
in a generated prompt page rather than in the report page. 

The prompt control is added to the report page. You can modify its properties by clicking it and 
making changes in the Properties pane. 

 
 

http://10.92.29.79/crn/documentation/en/ug_cr_rptstd_cr_rptstd_wrkdat9.html
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Change the Prompt Control Interface 

By default, when you create a prompt, Cognos Report Studio selects the prompt control 
interface. You can change the prompt control interface to something different, depending on the 
type of prompt you created. For example, for a value prompt, you can choose a drop-down list, a 
list box, or a radio button group. 

Steps 

1. Open the report that you want.  

2. Click the prompt control you want to modify.  

3. In the Properties pane, click the Select UI property and click the interface you want.  

 

Specify That a Prompt Requires User Input 

You can specify that a prompt requires user input before the report can run. 

Steps 

1. Open the report that you want.  

2. Click the prompt control you want to modify.  

3. In the Properties pane, click the Required property and click Yes.  

4. Pause the pointer over the page explorer button and go to a report page.  

5. From the Data menu, click Filters .  

6. Click the filter associated with the prompt.  

7. In the Usage box, click Required and then click OK.  

When you run the report, a star appears next to the prompt indicating that the user must select 
or type a value. 

If you have a cascading prompt and the parent prompt control is required, the child prompt 
control is disabled. This ensures that users choose at least one value in the parent prompt before 
they can choose a value in the child prompt. Conversely, if the parent control is optional, then 
the child control is populated. This gives users the ability to choose values in the child prompt 
without having to choose a value in the parent prompt. 
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Allow Users to Select Multiple Values in a Prompt 

You can allow users to select more than one value or a range of values in a prompt. For example, 
you have a prompt for which users must select a product line. You can modify the prompt so that 
users can select more than one product line. 

If you enable multiple selections, the Auto-Submit property is always set to no. 

Steps 

1. Open the report that you want.  

2. Click the prompt control you want to modify.  

3. In the Properties pane, choose whether to have users specify more than one value or 
specify a range of values:  

• To specify more than one value, click the Multi-Select property, click Yes, and 
proceed to step 4. 

• To specify a range of values, click the Range property, click Yes, and skip steps 
4 to 8. 

4. Pause the point on the page explorer button and go to a report page.  

5. From the Data menu, click Filters .  

6. Double-click the filter associated with the prompt.  

7. Change the operator to in. 
 

8. Click OK twice.  

9. To allow users to specify a range of values, in the Properties pane, click the Range 
property and from the drop-down list, click Yes.  

 

 
 
 
……………………… 
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Show or Hide Prompt Status 

Each prompt you create in a report provides dynamic validation when the report is run. Validity 
checks are performed to ensure that the data is correct, and that required values are supplied. 
For example, a star appears next to each required prompt. An arrow appears next to a prompt if 
you must select or type a value. If you type an incorrect value, a dotted line appears. You can 
choose whether to show the star and arrow for each prompt. 

Steps 

1. Open the report that you want.  

2. Click the prompt control you want to modify.  

3. In the Properties pane, click the Hide Adornments property and click Yes to hide the 
prompt characters or No to show them.  

 

Specify a Default Selection for a Prompt 

You can specify a default selection for a prompt so that users do not have to select or type a 
value when they run the report. 

Steps 

1. Open the report that you want.  

2. Click the prompt control that you want to modify.  

3. In the Properties pane, double-click the Default Selections property.  

4. Click the add button and type the value you want as the default selection.  

The value you type must exactly match the corresponding value in the database. 
If you are specifying a value for a date prompt control, you must type the value in the 
format Y-M-D when prompting a date column. When prompting a date-time column, type 
the value in the format Y-M-D hh:mm:ss.ms. 

5. Click OK.  

6. Repeat steps 4 to 5 to specify other default selections.  

You can specify other default selections only if the Multi-Select property for the prompt 
is set to Yes. 

7. Click OK.  



 

 118

 

Specify Prompt Values 

You can provide your own values in a prompt 

• to show something different from what is in the database  
• to improve performance by not accessing the database  
• to provide text for optional prompts, such as Select a value  
• to restrict the number of values available  

For example, you have a prompt in which users choose a country. For the database value United 
States, you want USA to appear in the prompt. 

Steps 

1. Open the report that you want.  

2. Click the prompt control that you want to modify.  

3. In the Properties pane, double-click the Static Choices property.  

4. Click the add button .  

5. In the Use box, type the prompt value you want to add.  

6. In the Display box, type the value that will appear in the prompt.  

7. Click OK.  

8. Repeat steps 4 to 7 to add other prompt values.  

9. If you want to link a prompt value to a condition , do the following:  
• Click Variables. 
• Choose an existing variable or create your own, and click OK. 
• In the Static Choices dialog box, click Variable and click the variable you want 

to use. 
• Click Value and click one of the possible values for the variable. 
• Click the static value you want to link to the variable and click the edit button 

.  
• In the Display box, type the value that you want to appear in the prompt for 

that particular value of the variable. 
• Repeat this procedure for each additional value. 

10. Click OK.  

 

http://10.92.29.79/crn/documentation/en/ug_cr_rptstd_cr_rptstd_modrep7.html
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Create a Cascading Prompt 

Create a cascading prompt to use values from one prompt to filter values in another prompt. For 
example, a report contains the columns Product line and Product type. You create prompts for 
these columns, and you specify that the Product type prompt is a cascading prompt that uses 
Product line as the cascading source. When users select a product line, they see only the product 
types related to the selected product line. 

Steps 

1. Open the report that you want.  

2. If you want to make the cascading source a required prompt, click it and in the 
Properties pane, set the Required property to Yes.  

3. Click the prompt control that you want to use as a cascading prompt.  

4. In the Properties pane, double-click the Cascade Source property.  

5. Click the parameter that represents the cascade source, and click OK.  

6. If the prompt allows users to select multiple values, add a prompt button to the cascade 
source to provide the cascading prompt with the appropriate values:  

• In the Insertable Objects pane, on the Toolbox tab, drag Prompt Button 

to the report. 
• Click the prompt button and in the Properties pane, click the Type property 

and click Reprompt. 
• If you want to change the text in the prompt button, in the Insertable Objects 

pane, on the Toolbox tab, drag Text Item to the prompt button 
and type the text you want. 

For more information about how to create cascading prompts, see the Cognos Report Studio 
Tour. 

 
 
 
 
 
 
 
 
 
 
 
 

http://10.92.29.79/crn/documentation/en/ug_cr_rptstd_cr_rptstd_wrkdat9.html#1098483
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Section M3 – 08 Skills Review 
 
Practical Exercises - Workshops 
 
Workshop M3 – 08A 
 
Total Time to Build: 15 minutes 
 
Portfolio Summary Report 
1. Criteria for the report: 
 Total Account Balance by Port 
 Total by Account Type 
 Number of Accounts by Type 
 Number of Accounts by Port 
 Only Ports with Totals greater than $100,000.00 
2. Save the report as Port Summary 
 
What steps did you take to build this report? 
 

___________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
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Workshop M3 – 08B 
 
Total Time to Build: 20 minutes 
 
LAS Report 
1. Criteria for the report: 
 Name the report “LAS Maturity Report” 
2. Use the following fields: 
 Responsibility Code Description 
 Note Number 
 Name 
 Maturity Date 
3. Sort by Maturity Date Ascending 
4. Create a Prompt Page 
5. Add a Date Prompt that filters maturing 3 months from today 
6. Save the report as LAS Maturity Report 
 
What steps did you take to build this report? 
 

___________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
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Workshop M3 – 08C 
 
Total Time to Build: 15 minutes 
 
Pie Chart 
1. Name the chart Certificates by Class 
2. Use the following fields: 
 Class Codes 
 Current Balance 
3. Give the chart a title of COD by Class 
3. Save the report as Certificates by Class 
 
What steps did you take to build this report? 
 

___________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
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Workshop M3 – 08D 
 
Total Time to Build: 25 minutes 
 
COD Report 
Create a new report with the following fields: 

• COD Account 
• Accrued Interest 
• Current Balance 
• Maturity Date 
• Branch Number 
• Class Code 

 
Format the report: 

• Move Branch Number to the far left 
• Move Class Code to the right of Branch Number 
• Insert Responsibility Code Desc to the right of Branch Number 
• Total Current Balance 
• Count the Number of Certificates on the report 
• Name the report COD Trial 
• Sort the current Balance field ascending 
• Format Maturity Date (Ex. May 15, 2006) 
• Save the report as COD Trial 

 

___________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
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Workshop M3 – 08E 
 
Total Time to Build: 10 minutes 
 
FMS Report 
Create a new report and use the following fields in the FMS application folder: 

• FMS Account 
• Account Type 
• Name 
• Previous Balance 
• Posted Today Credits 
• Posted Today Debits 
• Current Balance 

 
Format the report: 

• Group the report by Account Type 
• Add the title “Daily Balance Fluctuation” 
• Save the report as FMS Daily 

 

___________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
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Workshop M3 – 08F 
 
Total Time to Build: 10 minutes 
 
Note Chart 
Create a new column chart and format as follows: 

• Name the chart Past Due by Officer 
• Add Responsibility Code to the chart in the appropriate position 
• Add Total Amount Past Due to the chart in the appropriate position 
• Sort Responsibility Code ascending 
• Change Responsibility Code to Responsibility Code Description 
• Sort Responsibility Code Description ascending 

 
Save the report as Note Chart by Resp Desc 
 
 

___________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
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Section M3 – 09 
 

Things you should know 
 
When building reports it is tempting to pull data from multiple folders.  Please note that 
this cannot be done!  Often there is no associations built into the database backend to 
allow for this.  When it is necessary to pull data from multiple account types you should 
always use the Cross Application Folder. 
 

 
 
 

___________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
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Report Studio Toolbar Icon Reference Sheets 
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How-To… 
 
How to send a Viewpoint Report to support: 

1. From the menu bar in Viewpoint, select Tools  Copy Report to Clipboard 
2. Open Notepad  
3. Right click in the empty document  select Paste  
4. Save the document (name something appropriate) it will have the extension .txt 
5. Open your email client and attach the document to an email. 

Alternate:  Tools  Copy Report to Clipboard then paste text into a new email.  Be careful as 
sometimes this may be read as a script by email software and blocked.  We recommend putting it 
into the text document and making it an attachment as most email servers will allow a text 
document to pass through. 

NOTE: This procedure does not e-mail any customer or account specific information - it is only a 
template that we use to recreate the report on our side.

How to open a Viewpoint Report sent back to you from support: 

1. Open Notepad  Edit  Select All  Copy  
2. From the menu bar in Viewpoint select Tools   Open Report from Clipboard 
3. The information will appear in the report  

An example of what the text will look like after copying from or to the 
clipboard/document 
 
 
 
 
 
 
 

Microsoft Excel Limitations 

The following issues were identified in Microsoft Excel and affect producing Cognos Viewpoint 
reports in Excel format. 

 

Unable to Load Images from the Viewpoint Content Store in a 
Report 

If a report contains an image whose URL points to the Viewpoint content store, Microsoft Excel 
generates an access violation error and shuts down. 
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This problem is a known issue in the Microsoft knowledge base, and Microsoft is currently 
investigating the problem. This problem occurs only in Excel 2000 and 2002. 

 

Blank Worksheet is Opened 

If Microsoft Excel cannot download a worksheet within a timeout period, Excel may instead open 
a blank worksheet. 

 

Warning Message Appears When Excel Opens a Viewpoint 
Report 

Each time Microsoft Excel opens a Viewpoint report, the following message appears: 

Some of the files in this Web page aren't in the expected location. Do you want to 
download them anyway? If you're sure the Web page is from a trusted source, click Yes. 

This is normal Excel behavior. 

 

Loading Excel Reports in Netscape 7.01 is Not Supported 

This version of Viewpoint does not support loading Microsoft Excel reports in Netscape 7.01. 

 

Nested Labels in Charts Are Not Supported 

Currently, it is not possible to specify nested labels for the category axis via XML. 

 

Data Series Are Truncated 

Microsoft Excel may show data series or categories grouped differently when compared to a chart 
produced by Viewpoint. 

Excel limits the maximum number of data series per chart to 255. Data series over 255 are 
truncated. 

 

Formatting Limitations 
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About 70% of the formatting functions available in Viewpoint are supported in Microsoft Excel. 
The following table shows which formatting functions are supported in Excel and which are not.  

Viewpoint format 

  

Supported in 
Excel 

  

Notes 

  

Currency 

  

 

  

  

Currency Symbol 

  

 

  

  

Decimal Separator 

  

x  

  

Excel does not allow changing locale-dependent 
formatting attributes. 

  

Exponential Symbol 

  

x  

  

Excel does not allow changing locale-dependent 
formatting attributes. 

  

Format Width 

  

x  

  

Not required. Excel automatically adjusts the width. 

  

Group Separator 

  

x  

  

Excel does not allow changing locale-dependent 
formatting attributes. 

  

Group Size 

  

 

  

  

International Currency 
Symbol 

  

x  

  

  

List Separator 

  

x  

  

Not required. Excel automatically adjusts the width. 

  

Maximum Fraction 
Digits 
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Maximum Integer Digits 

  

 

  

  

Minimum Exponent 
Digits 

  

 

  

  

Minimum Fraction 
Digits 

  

 

  

  

Minimum Integer Digits 

  

 

  

  

Minus Sign 

  

 

  

  

Monetary Decimal 
Separator 

  

x  

  

Excel does not allow changing the locale-dependent 
formatting attributes.  

  

Multiplier 

  

x  

  

Not supported by Excel. 

  

Negative Prefix 

  

 

  

  

Negative Suffix 

  

 

  

  

Pad Character 

  

 

  

  

Percent Symbol 

  

x  

  

Not supported by Excel. 

  

PerMill Symbol 

  

x  

  

Not supported by Excel. 
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Plus Sign 

  

x  

  

  

Positive Prefix 

  

 

  

  

Positive Suffix 

  

 

  

  

Scale 

  

x  

  

Excel has a different scaling formula than 
Viewpoint. 

  

Secondary Grouping 
Size 

  

 

  

  

When Negative 

  

 

  

  

When Zero 

  

 

  

  

Use Currency Symbol 

  

 

  

  

Use Grouping 

  

 

  

  

Use Scientific 

  

 

  

  

Use Trailing Currency 
Symbol 

  

 

  

  

Use Trailing Sign 

  

 

  

  



 

 134

AM String 

  

x  

  

Excel does not allow changing locale-dependent 
formatting attributes. 

  

Calendar 

  

x  

  

Excel does not allow changing the calendar. 

  

Date Separator Symbol 

  

 

  

  

Day Name 

  

x  

  

Excel does not allow changing locale-dependent 
formatting attributes. 

  

Day Short Name 

  

x  

  

Excel does not allow changing locale-dependent 
formatting attributes. 

  

Decimal Delimiter 
Symbol 

  

x  

  

Excel does not allow changing locale-dependent 
formatting attributes. 

  

Era Name 

  

x  

  

Not supported by Excel. 

  

First Day Of Week 

  

x  

  

Not supported by Excel. 

  

Month Name 

  

x  

  

Excel does not allow changing locale-dependent 
formatting attributes. 

  

Month Short Name 

  

x  

  

Excel does not allow changing locale-dependent 
formatting attributes. 

  

PM String 

  

x  

  

Excel does not allow changing locale-dependent 
formatting attributes. 
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Symbol Display Order 

  

 

  

  

Time Separator Symbol 

  

 

  

  

Show Am-Pm Symbol 

  

 

  

  

Show Century 

  

 

  

  

Show Clock 

  

 

  

  

Show Days 

  

 

  

  

Show Era 

  

x  

  

Not supported by Excel. 

  

Show Hours 

  

 

  

  

Show Milliseconds 

  

 

  

  

Show Minutes 

  

 

  

  

Show Months 

  

 

  

  

Show Seconds 

  

 

  

  

Show Time Zone 

  

x  

  

Viewpoint does not use this property. 
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Show Weekday 

  

 

  

  

Show Years 

  

 

  

  

 

 

Overline Text Format 

Microsoft Excel does not support the overline text format. 

 

Reports With More Than 256 Columns 

Microsoft Excel limits the size of a worksheet size to 65536 rows by 256 columns. If your report 
contains more than 65536 rows, it is split into multiple worksheets. The number of worksheets 
that your report can contain is limited by the physical memory of your computer. If your report 
contains more than 256 columns, the following error occurs: 

Reports with more than 256 columns cannot be rendered in Excel. 

 

Table and Column Width 

Microsoft Excel does not support using percentages to determine the width of tables. If the 
report contains only one table, the value of the width attribute for the Table element in the 
report specification determines the width of the table in the Excel worksheet. If the report 
contains more than one table, Excel determines the width of all the tables in the worksheet. If 
the tables are nested, the width specified for the outer table is used and, if necessary, the width 
is adjusted to accommodate data in the nested tables. The columns and rows around the table 
are merged to preserve the appearance of the nested table. When the workbook is saved, only a 
single table is saved per worksheet. 

 

Inserting Other Objects 

In addition to text and images, the Toolbox tab in the Insertable Objects pane contains other 
objects that you can add to a report. To add an object, drag or double-click it from the Toolbox 
tab. 
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Before you can add a hyperlink, HTML item, or hyperlink button, you must have the HTML Items 
in Report capability. For more information, see the ReportNet Administration and Security Guide.  

Object 

  

Description 

  

Calculation 

  

Adds a calculated column . 

  

Block 

  

Adds an empty block, a container in which you can insert other objects. 
This is useful for controlling where objects appear. 

  

Table 

  

Adds a table, a container in which you can insert other objects. This is 
useful for controlling where objects appear. 

  

Hyperlink 

  

Adds a hyperlink so that users can jump to another place, such as a Web 
site. 

  

Row Number 

  

Numbers each row of data returned when the report is run. 

  

HTML Item 

  

Adds a container in which you can insert HTML code, such as a link to a 
multimedia file. 

Note: HTML items appear only when you run the report in HTML format. 

  

Layout Component 
Reference 

  

Adds a reference to another object. Useful when you want to reuse an 
object . 

  

Conditional Block List 

  

Adds an empty block that you can use for conditional formatting . 

  

Field Set 

  

Adds an empty block that has a caption. This is similar to the Block 
object, but with a caption. 

  

http://10.92.29.79/crn/documentation/en/ug_cr_rptstd_cr_rptstd_wrkdat6.html
http://10.92.29.79/crn/documentation/en/ug_cr_rptstd_cr_rptstd_frmat_rep16.html
http://10.92.29.79/crn/documentation/en/ug_cr_rptstd_cr_rptstd_modrep7.html
http://10.92.29.79/crn/documentation/en/ug_cr_rptstd_cr_rptstd_frmat_rep13.html#1098356
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Hyperlink Button 

  

Adds a hyperlink in the form of a button. 

  
 
 
 
 
 
 
 
 

 

 

 

 

…………………………………….. 
 
 
 
 
………………………………………………… 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 139

Reference 
 

Operators 

Operators specify what happens to the values on either side of the operator. Operators are 
similar to functions, in that they manipulate data items and return a result. 

 

( 

Inserts an open parenthesis in your expression. 

Syntax 

(expression) 

 

) 

Inserts a closed parenthesis in your expression. 

Syntax 

(expression) 

 

* 

Multiplies two numeric values. 

Syntax 

value1 * value2 

 

, 

Separates expression components. 

Syntax 

expression(param1, param2) 
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/ 

Divides two numeric values. 

Syntax 

value1 / value2 

 

|| 

Concatenates strings. 

Syntax 

string1 || string2 

 

+ 

Adds two values. 

Syntax 

value1 + value2 

 

- 

Subtracts two numeric values or negates a numeric value. 

Syntax 

value1 - value2 
or 
- value 

 

< 

Compares values against a defined value and retrieves the values that are less than the defined 
value. 

Syntax 

value1 < value2 
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<= 

Compares values against a defined value and retrieves the values that are less than or equal to 
the defined value. 

Syntax 

value1 <= value2 

 

<> 

Compares values against a defined value and retrieves the values that are not equal to the 
defined value. 

Syntax 

value1 <> value2 

 

= 

Compares values against a defined value and retrieves the values that are equal to the defined 
value. 

Syntax 

value1 = value2 

 

> 

Compares values against a defined value and retrieves the values that are greater than the 
defined value. 

Syntax 

value1 > value2 

 

--> 

Use with the Lookup operator to replace one value with another. 

Syntax 

Lookup (name) in (value1 --> value2) default (name) 
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>= 

Compares values against a defined value and retrieves the values that are greater than or equal 
to the defined value. 

Syntax 

value1 >= value2 

 

and 

Returns true if the conditions on both sides of the expression are true. 

Syntax 

arg1 AND arg2 

 

auto 

Use with summary expressions to define the scope to be adjusted based on the grouping 
columns in the query. 

Syntax 

aggregate_function ( expression AUTO ) 

 

between 

Determines if a value falls in a given range. 

Syntax 

name BETWEEN value1 and value2 

 

case 

Use with When, Then, Else, and End. 

Syntax 

CASE expression { WHEN expression THEN expression } [ ELSE expression ] END 
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contains 

Determines if a string contains another string. 

Syntax 

string1 CONTAINS string2 

 

default 

Inserts a default value when the conditions are not met. 

Syntax 

expression DEFAULT(value) 

 

distinct 

Includes only distinct occurrences within a data item in a calculation. 

Syntax 

DISTINCT dataItem 

 

else 

Use with If or Case constructs. 

Syntax 

IF (condition) THEN .... ELSE (expression) , or CASE .... ELSE expression END 

 

end 

Use with Case When construct. 

Syntax 

CASE .... END 

 

for 

Use with summary expressions to define the scope of the aggregation in the query. 
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Syntax 

aggregate_function ( expression FOR expression { , expression } ) 

 

for all 

Use with summary expressions to define the scope to be all the specified grouping columns in the 
query. See also FOR clause. 

Syntax 

aggregate_function ( expression FOR ALL expression { , expression } ) 

 

for any 

Use with summary expressions to define the scope to be adjusted based on a subset of the 
grouping columns in the query. Equivalent to FOR clause. 

Syntax 

aggregate_function ( expression FOR ANY expression { , expression } ) 

 

for report 

Use with summary expressions to define the scope to be the whole query. See also FOR clause. 

Syntax 

aggregate_function ( expression FOR REPORT ) 

 

if 

Use with Then and Else. 

Syntax 

IF (condition is true) THEN (action) ELSE (alternate action) 

 

in 

Determines if a value exists in a given list of values. 

Syntax 

exp1 IN (exp_list) 
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in_range 

Determines if an item exists in a given list of constant values or ranges. 

Syntax 

expression IN_RANGE { constant : constant [ , constant : constant ] }  

 

is missing 

Determines if a value is undefined in the data. 

Syntax 

value IS MISSING 

 

is null 

Determines if a value is undefined in the data. 

Syntax 

value IS NULL 

 

is not missing 

Determines if a value is defined in the data. 

Syntax 

value IS NOT MISSING 

 

is not null 

Determines if a value is defined in the data. 

Syntax 

value IS NOT NULL 

 



 

 146

like 

Determines if a string matches the pattern of another string. 

Syntax 

string1 LIKE string2 

 

lookup 

Finds and replaces data with a value you specify. 

Syntax 

LOOKUP (name) in (value1 --> value2) default (name) 

 

not 

Returns true if the condition is false, otherwise returns false. 

Syntax 

NOT arg 

 

or 

Returns true if either of the two conditions on both sides of the expression is true. 

Syntax 

arg1 OR arg2 

 

prefilter 

Performs a summary calculation before applying the summary filter. 

Syntax 

summary ([expression] PREFILTER) 

 

rows 

Counts the number of rows output by the query. Use with Count(). 
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Syntax 

count(ROWS) 

 

starts with 

Determines if a string starts with a given string. 

Syntax 

string1 STARTS WITH string2 

 

then 

Use with If or Case constructs. 

Syntax 

IF (condition) THEN ...., or CASE expression WHEN expression THEN .... END 

when 

Use with Case construct. 

Syntax 

CASE [expression] WHEN .... END 

 
 
 
 
 
 

………………………………………. 
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Cognos Report Studio Properties 

The following is a list of properties available in the lower left pane of Cognos Report Studio. 

3-D View 

Specifies the 3-D viewing angle of the chart. 

Across 

Sets the number of times across, or horizontally, that the contents of the object will be rendered. 

The default value depends on the setting of the Repeater Direction property. If it is set to Left to 
right, top to bottom, the default is one. If it is set to Top to bottom, left to right, the default is 
20. 

Aggregate Function 

Specifies the type of aggregation to apply. The Automatic setting means that the application 
groups or aggregates based on the data type. The Aggregate setting means that any setting 
found in the model will be used to determine the type of aggregation. 

When set to Aggregate, the query item determines the aggregation that occurs. If the query item 
is defined by a calculation, then the data type determines the aggregation. If the query item 
refers to only one query item in the model, then the aggregation defined for that model item is 
used. If that model item has no aggregation defined, then its data type determines the 
aggregation. 

When set to Automatic, if the data type of the query item is numeric, the query item is 
summarized. If the data type is non-numeric, the query item is grouped. If the query item refers 
to only one query item in the model, then the aggregation defined for that model item is used.  

Alias 

Specifies an alternate name for the item. 

Allow 45° Rotation 

Specifies whether or not the application will automatically rotate the labels by 45 degrees if space 
is limited in the rendered report. 

Allow 90° Rotation 

Specifies whether or not the application will automatically rotate category labels by 90 degrees if 
space is limited in the rendered report. 

Allow Skip 

Specifies whether or not the application will remove or skip certain category labels if space is 
limited in the rendered report. 
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Allow Stagger 

Specifies whether or not the application will stagger category labels if space is limited in the 
rendered report. 

Allow Truncation 

Specifies whether or not truncation is allowed. If this property is set to No, then the Truncation 
Text and Maximum Characters properties are ignored. 

Allow Word Wrap 

Specifies whether or not the application will wrap text in rotated category labels if space is limited 
in the rendered report. 

Application 

Specifies whether to apply the filter before or after aggregation. 

Auto Group & Summarize 

Specifies whether or not the application will apply suggested aggregate functions to aggregate 
data items and group all non-aggregate data items, producing groups and summary rows. If this 
is set to No, detail rows will be rendered. 

Auto-sort 

Specifies whether or not to be sorted automatically based on data type when the report runs. 

Auto-Submit 

Specifies whether or not the application will submit the prompt page automatically as soon as a 
value is changed. 

Avoid Division by Zero 

Specifies whether or not the application will return NULL when it encounters a division by zero. 

Axis Type 

Specifies how to show multiple axes when a chart is designed to show multiple measures or sets 
of values. The chart can contain two axes, or an axis can be shared. 

Shared means that there is only one y-axis. Dual means that there are two y-axes. Bipolar means 
that values are plotted below the x-axis. 

Background Color 

Specifies the background color for the object. 
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Background Image 

Specifies an image to be used as the background for the object. 

Baseline Value 

Specifies a constant numeric value to be drawn as a base-line value. 

Border 

Specifies the width, style, and color for the border of the object. 

Box Type 

Specifies whether to override the default box type for the object. When set to None, the object is 
not rendered and its space is not reserved in the report. 

When set to Inline, you can insert other objects on the same line as this object. When set to 
Block, you can insert other objects only on the lines above and below this object. 

Box Type 

Specifies whether or not to override the default box type for the object. 

Calendar Type 

Specifies the type of calendar to be displayed. The date values will be mapped to the selected 
calendar before being formatted. The default value is inherited from the user's content language. 

Cascade Source 

Specifies the parameter value that will cascade to the prompt item. 

Chart Subtype 

Specifies the subtype of the chart. 

Chart Type 

Specifies the type of chart. 

Class 

Specifies a class to apply to the object. A class provides a default style. 

Column Titles 

Specifies where or whether column titles should be displayed. 

Combination Type Override 
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Overrides other setting for specific data series as identified by their ordinal number. As each item 
is returned from the query, it is plotted as a line, column, or area; this is based on the chart type 
shown in the measures area, or as specified in the Combination Type Rotation property. When an 
item matches an ordinal number specified in this property, it is plotted as specified in this 
property, overriding all other settings. 

Combination Type Rotation 

Specifies the order of chart types to be used for data series within the combination chart. As 
items are returned from the query, they are plotted as a line, column, or area, in the rotation 
order that is specified in this property. If this property is set, the chart types shown in the 
measures area (drop zone 1) will be ignored. 

Component Overrides 

Specifies whether or not to allow the override of objects within referenced components. To be 
able to override objects, they must first have an ID. 

Component Reference 

Specifies the layout component reference object that was used to create the selected object. An 
object is a reusable component only if it has an ID. 

Condition 

Specifies a variable based on which text can be conditionally displayed. 

Conditional Block 

Specifies a variable and specific values based on which the block will be conditionally displayed. 

Conditional Style 

Specifies a variable whose values will determine conditional rules. 

Conditional Text 

Specifies a variable based on which text can be conditionally displayed. 

Connecting Lines 

Specifies whether or not to draw a line for each series from column to column. 

Connection 

Specifies the model connection. 

Content 

Specifies whether to display the data item's value or its label. 
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Contents Height 

Specifies the relative height of list rows. This property is used only when a list has a height 
defined in the Size and Overflow property. 

Stretched means that the rows will be evenly sized to fit in the list's height. This is default HTML 
behavior. 

Minimal means that rows will take up only as much space as they need, and be compressed at 
the top of the list. You can position a footer at the bottom of the list by setting the Push To 
Bottom property to Yes on a footer object inside the list. 

Cross Product Allowed 

Specifies whether or not the query will be allowed to run if there is a cross join between 
database tables. This type of query generates a result set that includes all possible unique 
combinations of values from the first and second table. Default - Deny. 

Current Block 

Specifies which block is currently being authored. 

Data Format 

Specifies the data format of the object. 

Data Point Shape 

Specifies the shape of the data value markers. 

Data Point Size 

Specifies the size of the data point markers. 

Default Selections 

Specifies the collection of default selections for a prompt control. 

Depth 

Specifies the depth of the chart. The higher the value, the greater the 3-D effect. The value is 
the number of virtual pixels divided by 10. For example, a setting of 50 is equivalent to 500 
virtual pixels. Charts with no 3-D effect have a default of 0. Most charts with 3-D effects have a 
default of 50. 

Description 

Specifies a description for the object, used to assist authoring. 

Display Value 
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Specifies the values that will be shown to the report user when this prompt is used. These values 
can be different than the ones that are actually used by the report. 

Display 

Specifies whether or not to render the object. 

Display 

Specifies whether or not to render the title. 

Display Milliseconds 

Specifies whether or not to display the milliseconds. The format of the milliseconds can be 
controlled, by selecting one of the specific formats. This property is ignored if seconds are not 
displayed. The default value is inherited from the user's content language. 

Display Seconds 

Specifies whether or not to display the seconds. The format of the seconds can be controlled, by 
selecting one of the specific formats. The default value is inherited from the user's content 
language. 

Down 

Specifies the number of times down (rows) that the frame contents should be rendered. 

The default value depends on the setting of the Repeater Direction property. If it is set to Left to 
right, top to bottom, the default is 20. If it is set to Top to bottom, left to right, the default is 
one. 

Drill-Throughs 

Specifies a drill-through target for the object. 

Duplicate Rows 

Specifies whether duplicate rows will be preserved or removed in the rendered report. 

Expression 

Specifies the expression used to populate the item. 

Expression 

Specifies the expression used to populate the data item. 

Fact Cell Style Precedence 
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Specifies which style properties will override the other for intersecting cells in a crosstab, the 
row's properties, or the column's properties. 

This only applies to style properties that are both set, but to different values. For example, if the 
row's background color is set to yellow, and the column's background color is set to red, you can 
select which of these properties will override the other. If only the row or the column has the 
background color set, then that color will be used on the intersecting cell, regardless of this 
property's setting. 

Fill Effects 

Specifies the properties for the background of a chart. You can specify a pattern or gradient, and 
choose which colors to use. 

First Column Color 

Specifies the color for the first column. 

First Date 

Specifies the earliest date to show in the control, and the earliest date allowed to be selected. 

Floating 

Specifies how objects flow around this object. 

Float controls the way content that follows the selected object will flow around or below it. 

Clear controls where the selected object is positioned relative to other floating objects. 

Font Auto-sizing 

Specifies whether or not the application will automatically reduce the size of the font if space is 
limited in the rendered report. 

Font 

Specifies the font family, size, weight, style, and effects to display the object's text. 

Foreground Color 

Specifies the color of the object's text. 

Generated SQL 

Displays the generated SQL. 

Hide Adornments 
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Specifies whether or not to hide the * character on required prompts and -> on type in prompts 
that are in an error state. 

Hide Text 

Specifies whether or not to replace characters entered in the prompt control with * characters. 

Hole Size (%) 

Specifies the size of the hole created in the middle of the pie chart, expressed as a percentage of 
the pie area. A standard pie chart has a default of 0. A donut pie chart has a default of 20. 

Horizontal Alignment 

Specifies how the contents of the cells of a table column will be aligned. 

HTML 

Specifies the static text used to define the HTML object. 

ID 

Specifies a unique identifier that allows layout objects to be reused, usually to take advantage of 
any applied formatting. 

Key 

Identifies this item as the unique key for the level. If more than one item is identified as key for a 
level, their values are concatenated to form that level's unique key. 

Label 

Specifies the static text used to define the bookmark. The value used as the bookmark reference 
must match this value. 

Last Date 

Specifies the latest date shown in the control, and the last date allowed to be selected. 

Level 

Specifies the level to which this filter is applied. Item references in the filter condition are scoped 
to the indicated level. If no level is specified, the filter is applied to the overall level. 

Level Span 

Specifies the level that this cell should visually span. Such cells appear to be grouped. 

Level 
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Refers to a level from the query. 

Line Style 

Specifies whether or not to draw a border around the container box, and the type of line to be 
used. 

Logarithmic Scale 

Specifies whether or not to display a logarithmic scale. 

Margin 

Specifies the margin properties for the object. 

Marker Text Location 

Specifies whether or where to display the marker text. 

Match Series Color 

Specifies whether the graphs for a series will have the same color for each combination measure. 

Maximum Characters 

Specifies the maximum number of characters to display. 

Maximum Characters 

Specifies the maximum number of characters to display. Default - 48. 

Maximum Characters 

Specifies the number of characters after which the application will truncate category labels if 
space on the chart is limited. This property is only used if the Allow Truncation property of 
Category Labels is set to Yes.  

If the Allow Truncation property is set to Yes and no value is specified in this property, the 
application will automatically determine the optimum number of characters after which to 
truncate. Use this property only if you want explicit control over the truncation level. Note that, 
regardless of this property's setting, no truncation will occur If there is sufficient space. 

Maximum Execution Time (Warn) 

Specifies an amount of time, in seconds, that the query can execute after which a warning is 
issues. If this property is not set, no warning is issued. 

Maximum Execution Time 
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Specifies a maximum period, in seconds, during which the query can execute. If this property is 
not set, there is no maximum period. 

Maximum Rows Retrieved (Warn) 

Specifies the number of rows to be retrieved from the database after which a warning is issued. 
If this property is not set, no warning is issued. 

Maximum Rows Retrieved 

Specifies the maximum number of database rows that the query can retrieve. 

Maximum Tables (Warn) 

Specifies the number of tables to be retrieved from the database after which a warning is issued. 
If this property is not set, no warning is issued. 

Maximum Tables 

Specifies the maximum number of tables that the query can retrieve. 

Maximum Text Blob Characters 

Specifies the maximum number of characters that the query is allowed to retrieve for each very 
large text item. 

Maximum Value 

Specifies the maximum value for the manual axis scale. If omitted, the axis scale will be 
computed automatically from plotted values. 

Measure Axis 

Specifies which axis the selected object will use to plot its values. 

Two axes are available in a combination chart. 

Minimum Value 

Specifies the minimum value for the manual axis scale. If omitted, the axis scale will be 
computed automatically from plotted values. 

Mode 

Specifies whether or not the arms of the clock actually move. 

Multi-Line 

Specifies whether or not multi-line editing is allowed in the text control. 
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Multi-Select 

Specifies whether or not the control allows selection of multiple values. Note that an associated 
parameterized filter expression will override this object's setting. If you edit this property, but are 
not getting the expected results, check the associated expression for the presence of an operator 
that specifies how many items can be selected. Examples of multiple selection operators are "in" 
and "not in"; examples of single selection operators are "=", "<" and ">". 

For example, if you used the prompt wizard to create a parameterized filter expression, and 
selected one of the operators that specify selection rules, changing the value of this property is 
not sufficient to change this restriction. You must also edit the filter's expression to remove the 
offending operator. 

To edit a filter expression, you must select the filter, which is accessible from the Query view, 
using the Explorer bar. 

Name 

Specifies the name of the object. 

Negative Value Color 

Specifies the color for columns that contain negative values. 

New Marker 

Creates a new marker in the chart. 

New Note 

Creates a new note. 

Note Height 

Specifies the height of the note in pixels. 

Note Left 

Specifies the position of the note from the left side, in pixels. 

The position is measured from the left edge of the note. 

Note Top 

Specifies the position of the note from the bottom, in pixels. 

The position is measured from the top edge of the note 

Note Width 
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Specifies the width of the note, in pixels. 

Numbers Only 

Specifies whether or not the Text Box Prompt will allow numbers only. 

Outer Join Allowed 

Specifies whether or not outer joins are allowed on the object. 

Overall 

Specifies a summarization level for the entire dimension. Aggregate data items will be 
summarized across all members of the dimension, thereby generating one aggregate amount for 
the entire dimension or query. 

Padding 

Specifies the space between the object and its margin or, if there is a border, between the object 
and its border. 

Pagination 

Specifies pagination rules, such as page breaks, keep-with properties, page counts and 
numbering. 

Palette 

Specifies the colors and gradients, in order, that will be used when data series are charted. 

Parameter 

Specifies the parameter that will be satisfied by values chosen in the prompt control. 

Plot Measures As 

Specifies how to plot the measures in the chart. 

Position 

Specifies where to position the legend. 

Positive Value Color 

Specifies the color for columns that contain positive values. 

Pre-Sort 

Specifies the desired sort sequence for the item. 
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Processing 

Specifies whether or not the query engine will pick up a minimal amount of processing. Local 
processing only occurs if the database cannot handle the load. 

Push To Bottom 

Specifies whether or not to position the footer as low as possible inside the parent object. 

Query Item 

Specifies the URL object using a query item. 

Query Item 

Specifies the query item that defines the text to display. 

Query Item 

Specifies the query item that defines the object. 

Query Item 

Specifies the query item used to define the bookmark. The value used as the bookmark reference 
must match this value.  

Query 

Specifies the name of a query that is defined in the same report. 

Range 

Specifies whether or not this control will accept ranges. Note that an associated parameterized 
expression will override this object's setting. If you edit this property and are not getting the 
expected results, check the associated expression for the presence or absence of an in_range 
operator. 

For example, if you created this prompt control with the prompt wizard, and set up an associated 
parameterized filter that accepts ranges, changing the value of this property is not sufficient to 
change this restriction. You must also edit the filter's expression and remove the in_range 
operator. 

To edit a filter expression, you must select the filter, which is accessible from the Query view, 
using the Explorer bar. 

Repeater Direction 

Specifies the direction in which to populate the rendered repeater cells. 

Repeater Scope 
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Specifies which level to repeat. 

Report Expression 

Specifies the URL object using a report expression. 

Report Expression 

Specifies the report expression that defines the text to display. 

Report Expression 

Specifies the report expression used to define the HTML object. 

Report Expression 

Specifies the report expression used to define the bookmark. The value used as the bookmark 
reference must match this value. 

Required 

Specifies whether the prompt is required or optional. If this property is set to required, the 
prompt must have a value entered before the report can be run. Note that the associated 
parameterized filter's setting for this property will override this object's setting. If you edit this 
property, but are not getting the expected results, check the associated filter's setting for the 
Required property. 

For example, if you created this prompt control with the prompt wizard, and set the associated 
parameterized filter to be optional, changing the value of this property is not sufficient to change 
this setting. You must also edit the filter's Required property to match the setting for this object's 
Required property. 

To edit a filter expression, you must select the filter, which is accessible from the Query view, 
using the Explorer bar. 

Resolution Height 

Specifies the height of the chart in pixels. If this property does not contain a value, the chart's 
height will grow dynamically based on the container object. Default - 350 pixels. 

Resolution Width 

Specifies the width of the chart in pixels. If this property does not contain a value, the chart's 
width will grow dynamically based on the container object. Default - 500 pixels. 

Rollup Processing 

Specifies where to compute aggregates. The Extended setting means that aggregates are 
computed using an extended aggregate operation. The Database setting means that aggregates 
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are computed by the database software. The Local setting means that aggregates are computed 
by the data retrieval software in the report server using a running aggregate.  

Rows Per Page 

Specifies the maximum number of rows to display at one time. 

Scale Interval 

Specifies the size of the interval between ticks. If omitted, the axis scale will be computed 
automatically from plotted values. 

Select UI 

Specifies which interface the prompt control will show. 

Show Absolute Stacked Values 

Specifies whether to display values in the chart as absolute values instead of cumulative values. 
This property applies only to stacked charts. 

Show Axis Line 

Specifies whether or not to display axis lines in the chart. 

Show Baseline 

Specifies whether or not the chart will contain a baseline. 

Show Caption 

Specifies whether or where to display the caption. 

Show Cumulative Line 

Specifies whether or not to show a cumulative line. 

Show Grid Lines 

Specifies whether or not to display grid lines in the chart. 

Show Labels 

Specifies whether or where to display the value labels in the chart. 

Show Labels 

Specifies whether or where to display the labels. 

Show Total Column 
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Specifies whether to show the Total column. 

Show Values 

Specifies whether and how to show legend values. 

 

Show Values 

Specifies whether or where to display the values in the chart. 

Size & Overflow 

Specifies the height and width of the object, as well as the treatment of page overflow, using 
scroll bars and clipping. 

Sort 

Specifies the desired sort sequence for the item. 

Sort 

Specifies the desired sort sequence for the object. 

Spacing & Breaking 

Specifies text properties such as line height, letter spacing and word breaking. 

Spider Effects 

Specifies whether or not to enable spider effects. 

SQL 

Specifies a SQL query, described as a SELECT statement or a CALL to a stored procedure. 

Static Choices 

Represents a collection of static choices to be used by the prompt object. 

Suppress Top Parent Labels 

Specifies whether or not to suppress the top parent labels in the legend. 

Syntax 

Specifies the syntax of the SQL in the query. A value of Cognos indicates that Cognos extended 
SQL-92 syntax is used. Alternatively, a value of Native indicates that native database SQL is used. 
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Table Properties 

Specifies the properties for the table object. 

Text 

Specifies the static text to display. 

Text Flow & Justification 

Specifies text flow properties such as direction, writing mode, as well as justification. 

Tool Tips 

Specifies whether or not tooltips will be generated with the charts when rendered to HTML. 

Total Column Color 

Specifies the color for the Total column. 

Truncation Text 

Specifies how to indicate that the text has been truncated. For example, an ellipsis ( ...) is a 
common way to indicate this. 

Type 

Specifies the chart subtype. 

Type 

Specifies the behavior of this prompt control. 

URL 

Specifies the URL using static text. 

Usage 

Specifies whether the usage of this object is Optional, Required, or Disabled. When Optional, this 
condition will be applied if all parameters referenced by the expression have been provided with 
values. If the expression does not refer to any parameters, then this condition will always be 
applied. When Disabled, this condition will never be applied, which is useful for authoring and 
testing purposes. 

Use SQL With Clause 

Specifies whether to send a request to the database using an SQL WITH clause. When set to Yes, 
and if the database supports WITH clauses, a WITH clause request is generated. When set to No, 
or if the database does not support WITH clauses, a request using derived tables is generated. 
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Use Thousands Separator 

Specifies whether to delimit digit groups with the Thousands Separator. 

Use Value 

Specifies the values that will be used by the prompt object. These values can be different than 
the ones that are displayed to the user. 

Values as Percentages 

Specifies the values as a percentage of the total. The Show Values property must be set at 
something other than None for this property to be used. 

 

Vertical Alignment 

Specifies how to vertically align this object relative to its siblings. 

Vertical Alignment 

Specifies how objects contained in this object are vertically aligned. 

Visible 

Specifies whether to display the object. When set to No, the object is hidden but its space is 
reserved in the report. 

Visual Angle 

Specifies the angle, in degrees, in which the chart elements will display when it has 3-D effects. 

White Space 

Specifies how white space inside the object is handled. 

X Position 

Specifies the position along the x-axis. 

If the selected object is a marker, this property specifies where the marker is placed in terms of 
the labels along the x-axis. For example, if you enter 1.5, the marker will be positioned between 
the first and second label along the x-axis.  

If the selected object is a quadrant chart, this property specifies the origin of the quadrant 
dividers in terms of the values plotted along the x-axis. 

Y Position 
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Specifies the position along the y-axis. 

If the selected object is a marker, this property specifies where the marker is placed in terms of 
the values plotted along the y-axis. If the selected object is a quadrant chart, this property 
specifies the origin of the quadrant dividers in terms of the values plotted along the y-axis. 
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