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Instructor Introductions
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Participant Introductions

« Name

* Role

» Experience with USA Staffing or Cognos
» Desired outcome for the course
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Agenda

Day 1 Day 2

« USA Staffing Data Structure * Applicant Flow Data Overview
« Staffing Process
« Data Packages

Standard Report Review

* Introduction to Cognos

Report Author Challenge

* Introduction to the Reports
Module
» Creating a New Report
» Performing Basic Tasks

Open Q&A and Demo
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Links & Shortcuts

URL Stage Access: https://stage.usastaffing.gov

URL Production Access: https://usastaffing.gov

Clear Browser History

Ctrl + Shift + Delete

(From within browser)
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Accessing Cognos

USA Staffing Login
https://usastaffing.gov

Sign in with smart card

Reset Password

Sign In

Report Author

Staffing User Access Only Access

USA Stoffing@‘ & Starfing e Reports : LISA Staffing’

DASHBOARD ~

=4 Tasks 4 Requests 2= New Hires ] ‘ [

[ 4
Hello. Welcome to
Tasks (85) Reporting and | 0
Analytics.

Unearth hidden insights with a "

personalized analytics experience

Favorites Only: [] | HRFive v | Active v | AllTasks

Task Vacancy Number Request Number

driven by Al

Initiate Childcare Background Checks for Leslie Knope 10002131 20160329-57960

Complete Assessment Package 10001027 REQUEST-2
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Overview of the Staffing Process

USA Staffing is the U.S. Office of Personnel Management's talent
acquisition system:; it is organized around the staffing process

O O O O

Request Vacancy Announcement Applications
A request to fill a Vacancy(s) created Announcement and Individuals apply for
position is initiated Assessment content the position
is created and
opened
Referral Selection Onboarding New Hire
Applicants are Manager selects Selected applicants Applicant completes
reviewed and applicants and HR complete forms and process and enters
referrals lists sent to  audits the certificate remaining process on duty

Manager
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USA Staffing Data Packages

Package Name Update Frequency

Applicant Flow Data
Analytics

Hiring Data Warehouse

Staffing Administration

User License

Staffing Reports

Time to Hire

Demographic data voluntarily disclosed by
applicants. Includes gender, race, ethnicity and
disability status.

New data model to report on all USA Staffing
transactions. Optimized for fast performance

Administrative content on Cognos Users,
Organization info, and Position Descriptions

Data model to track User Licenses and Accounts

Data model covering all USA Staffing subject
areas

Standardized, pre-calculated metrics for time to
hire reporting, including milestones in the hiring
process

Daily
Every 8 to 10

hours (3x per day)

Real-time

Every 8 to 10
hours (3x per day)

Real-time

Every 8 to 10
hours (3x per day)

Pll not included; only data for
vacancies where announcement is
closed and all certs audited

Covers nearly all subject areas.
Try this package first when
building a report

Comprehensive USA Staffing data
package. A good alternative if a
data item isn’t available in the
Hiring Data Warehouse

All time to hire reporting
should be done through this
package
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Data Package Structure

Data packages are separated into distinct namespaces; each namespace is
designed to capture all data needed for analysis on a specific topic

USA Staffing® B+ 2 o

Report > Pages > Pagel * Namespaces divide data into
Insertable objects n analytical areas to ensure links between

data elements are optimized for
reportin
o porting
Namespace SrEE—— . FoI(EIers are used to organize query
> [3 Announcements Ssu bJeCtS
> [ Applicants
z EQPF’"C'M"SP ) * New query subjects and items are
ssessment Pac ages i
B Certicates : regularly added to namespaces to
> [0 Certificats Fiter Information ensure users can build reports in one
Folder v B3 Certificate Information .
——— namespace at a time
Query Su bject ~ [ Certificate Applicants
abe Certificate Applicant Address City o Query itemS from more than one
abc Certificate Applicant Address Gountry
Query Item abe Certificate Applicant Address Line 1 namespace can':‘Ot be added to the
abe Certificate Applicant Address Line 2 same report Object
+ abe Certificate Applicant Address Line 3 -
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Navigating the Welcome Page

The Welcome Page allows users to navigate and search for reporting
content

Show/hide Cognos welcome

SearCh USA Staffing’
affing’
Search for reports °
and mOdels Show welcome c'
Hello. Welcome to Reporting and Analytics.
My Content
Fin r personal
¢ yr(;upo?tes sona Recent =
Dashboard E : @ i
F,T?jar: czntent & Report “ask Data Self Service Vacancy Dat...elf Service  Country comparison
Ind shared reports
p E Story Report Report Dashboard
New [? Job
Report AUthorS Can oo ast modified Last modified Last modified
create new Reports, \) e
Dashboards, and \ o = o ’
Stories Y
Recent

View recently accessed reports
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Running an Existing Report

1. Locate Report

Navigate to the desired 3. Export Report >~ C
report through Team Reports can be run and S Run HTML

Content exported as HTML, PDF,

Excel, CSV, or XML Run PDF

USA Staffing’

@ > Certificate + Tl q ( \ Run Excel
v USA Staffing® =+~ 2
Certificate Activity Dashboard
Q B 11/16/202111:23 AM c t_f_ t A t_ _t Run Excel data
D Certificate Activity Report er I lca e c lv. y
@ 9/14/2021 10:04 PM R csy
sy un
Certificate Overview Report
(2 |
12/14/2021 9:42 AM Description: Tabular data summarizing the number of certific
@ Certificate Review Detail Report Run XML
E] 9/15/2021 2:18 PM

Parameters:
B Certificate Status Dashboard ” Required Filter(s)
8/2/2021 2:54 PM

Select one or more Organizations:

Certificate Status Report

@ 8/26/2021 8:19 AM .
[J Administrative Office of the US Courts
Referrals by Certificate

=) 9/15/2021 2:25PM [ Advisory Council on Historic Preservation

B Selectees without Requests or Offers [J African Development Foundation

10/19/2021 1:40 PM
[J Agricultural Marketing Service

[J Agricultural Research Service

2. Run Report
Enter prompt values and
run the report

L1 Air Force NAF e
Select all Deselect all

Next >
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Running Reports Live vs. In the Background

USA Staffing

Users can run reports live or set a report to run in the background and receive a
notification when the report has completed.

Live Reports

Run immediately

Allow a single output format to be
selected for each run

Allow a single report to be run at a
time

Background Reports

Can be run immediately or scheduled
to run at a certain time

Allow multiple output formats to be
selected for each run

Creates a queue of reports to be run;
reports may run simultaneously

Click the toggle to run a report
in the background

Run as

B Runinbackground

@ Fromptme
You will be prompted for input before the report runs.
Q_ Find
Format
(@) HTML () PDF () Excel
() Excel Data () csv O xmL

Accessibility
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Cognos Package Outline Report

The Cognos Package Outline report provides the location, description, and
data type for each data item in most data packages available in Cognos

Cognos Package Outline Report

Model Name

Staffing
Reports

Namespace

Applications

Folder

Announcement
Detail

Query Subject

Announcement

Query Item

Description

Data Type

ggtneo.mcement Close The calendar date that an announcement is closed. date
aAnnouncement Control .

Number The USAJOBS provided control number. nt&4
Announcement The first and last name, email address and phone number of the point of contact responsible for h terLengthi6
External Contact Mame| answering guestions about the announcement cutside the organization. characterLeng
Announcement The first and last name, email address and phone number of the point of contact responsible for h terLengthi6
Internal Contact Name | answering guestions about the announcement inside the organization. characterLeng
a;lo;rggement Is Flag indicating if the Announcement is currently released. characterLength1g
ANNOUNCEMENE L3St | . et f the last time th t was modified dateTi

Update Date/Time e timestamp of the last time the announcement was modified. ateTime
Announcement . . . . . .

Maximum Salary Maximum salary associated with the position being posted to USAI0BS, decimal
Announcement . . . E .

Minimum Salary Minimum salary associated with the position being posted to USAIOBS, decimal
Announcement Not To s ) . . .

Excesd Description of the appointment type, superficially the special duration. characterLengthlsg
Announcement Identification number assigned to the job announcement by the TAS {also known as Requisition h terLenathi6
Number Mumber for some vendors). characterLeng

Team Content> USA Staffing Packages and Folders > Cognos Package Outline Report
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Cognos Reports List

The Cognos Reports List provides the location, title, and description for each
report a user has access to, including standard reports and custom reports for
offices and organizations to which they have permissions.

Cognos Reports List

Package

Applicant Flow Data
Analytics

Data Dictionary
Interim Upgrade AFD
Staffing

Administration

Staffing Analytics

Vacancy Application Detail
Report

Vacancy Number Summary
Report

Vacancy Office Summary
Report

Vacancy Organization
Summary Report

Cognos Package Outline
Report

Interim MD-715 A7 Report

Cognos Report Author List

Customer List by Office
Report

All Stage User Accounts

data at the application level.

The Vacancy Application Detail Report display i

data at the application level.

The Vacancy Office Summary Report displays

summarized by Office

and Folders > Applicant Flow Data > Applicant Flow Data Analytics > Vacancy

USA Staffing Packages and Folders > Applicant Flow Data > Applicant Flow Data Analytics > Vacancy

and Folders > Applicant Flow Data > Applicant Flow Data Analytics > Vacancy

The Vacancy Application Detail Report displays application demographic i and hiring USA Packag
Application Detail Report
i graphic resp and hiring
Number Summary Report
grap P and hiring milests data USA g P:
Office Summary Report
y Report displays app demographic resp and hiring

The Vacancy Organization S

data ized by Or

The Cognos Package Outline Report provides a list of all data fields with descriptions and datatype for each

Cognos package

Lists basic user information for all Report Authors for a given Organization/Office.

The Customer List by Office Report display

the list of

s a

d with each office.

USA Staffing Packages and Folders > Applicant Flow Data > A
Organization Summary Report

Flow Data Analytics > Vacancy

USA Staffing Packages and Folders > Cognos Package Outline Report

USA Staffing Packages and Folders > Applicant Flow Data > Interim Upgrade AFD > Interim MD-715 A7
Report

USA Staffing Packages and Folders > Staffing Administration > Cognos Report Author List

USA Staffing Packages and Folders > Staffing Administration > Customer List by Office Report

USA Staffing Packages and Folders > VA > Office Shared > VA HQ Program Office > Users > All Stage
User Accounts

Team Content> USA Staffing Packages and Folders > Cognos Reports List
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Running a Report in the Background

1. Locate Report
Navigate to the desired

report through Team 2. Click the ... and
Content select Run as
\> Announcement + ¢ 1 Run as

Announcement Status Dashboard B Runin background
m 1/3/2022 10:46 AM
Run as a
Announcement Status Report

EI 12/21/2021 2:31 PM Edit report YoN\will be prompted for input before the report runs.

rompt me

Create report view Q Find

View versions
Format
Share

(@ HTML O
O Excel Data O CS

F O Excel
O XML

Take ownership

Copy or move

3. Click Run in
background toggle

Create shortcut

Delete

Properties




USA Staffing

Running a Report in the Background

Run as

4. Set Run Options o Sty

— Run the report

immediately or at a r—
specific time

A new version of Report Name is available

74

@D Runinbackground

@ Now e
O Later

D Show Run history details window after you click Run

@ Promptme

You will be prompted for input before the report runs.

Message
5. Select report
Q. Find
format(s)
Format
HTML [] poF [] Excel
Edit options

[] Excel Data [ csv L] XML @ @ &= HE=Q E .
Accessibility Bl U UnSec il ToRisics F |2} Sues . Fomt

[] Enable accessibility support
Include the following with my message

B Include link

QI Attach report output

Delivery

6. Set o
Del ive ry @ Save as a report view
method(s)
H 17 0 ->
CI IC k Ed It Location
details” to edit Myrolcers
. . Select another location
email options

Name

° 'z n 4 °
Report view of Hiring DW Unit Testing Report 7.CI|Ck Run to f|n|Sh

|
=]

Cancel

Send report by email Edit details

No recipients
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Introduction to the Reports Module
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Creating a New Report

USA Staffing’

Templates and themes
Templates Themes
1. Create a new Dachbond
report
Create a new Report
Blank Blank active report

directly from the
Welcome Page g f

2. Select a Template
Select a Blank template



3. Add a
Data
Source
Add a data
source by
navigating to
the desired
package

Open file
0
@ o

Report > Pages > Pagel

Insertable objects I

8 Q

Team content > USA Staffing Packages and Folders > Hiring Data Warehouse

Announcement

Application

Assessment

Certificate

Delegated Examining

New Hire

=N

USA Staffing

USA Staffing® B+ & ©

Report >

Pages > Pagel
Insertable objects n
L ®

Q. Find o

v &3 Hiring Data Warehouse

v T Presentation View
> [ Announcements
> 3 Applicants
> 3 Applications
> [0 Assessment Packages
> [3 Certificates
> [3J New Hires
> 3 Requests
> [ Tasks
> 3 Vacancies
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USA StOf\clﬁgg E] v z © New report * v
@ Report > Pages > Pagel
Insertable objects pow .
e a 4. Select a Report Object
o ° SeIec;t the plus sign to open the
© i Data Warehouee object m_enu,.the.n add a I.|st,
« ¥ Presentation View crosstab, visualization, text item,
) o reemens table, or block object to display
> 3 Applications query resu |tS
> [3J Assessment Packages :
> 3 Certificates i e
> [3 New Hires
> 3 Requests
> (3 Tasks a Q Q L 74 > ew repo
> [3 Vacancies
" Report > Pa > Pagel
Insertable objects T X D L v @W Y By £ - T B
"l BN
Q Find e

~ ¥ Hiring Data Warehouse

v B Presentation View
“» Drop items here to create new columns
> [3J Announcements
> 3 Applicants

> [ Applications

> [0 Assessment Packages
> [ Certificates
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Navigating the Report Module

Users can hover over any report element

to view a brief description of the element Show Properties
Page Views Display properties
Report Navigation View the Page for the selected

Select report to view prompt pages, Design, Page Preview,
report pages, and queries or Page Structure

New report*

USA Staffing’ B+ 2 o

Report > Pages > Pagel

Insertable objects ol %2 0 &b v oW ¥v A~ v Ay B B 88 £« T B & . 8B =

iL: il S i Vacancy Number Application Number Applicant Name Record Status Code A
\ o <Vacancy Number> | <Application Number> | <Applicant Name> <Record Status Code>

<Vacancy Number> | <Application Number> | <Applicant Name> <Record Status Code>

Q. Find

= Hiring Data Warehouse

T Presentation View

<Vacancy Number> | <Application Number> | <Applicant Name> <Record Status Code>

Insertable Toolbox Toolbar
ects elect repor e toolbar appears
Obj Select report The toolbar app
Expand or elements that can when an object is
collapse the be used in the selected. Use the %" icon
panel report (text, charts, to dock it.

calculations, etc.)
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Saving a Report

Report Authors can save custom reports for future use in My Content
or Team Content.

My Content
Reports saved in My Content are only
viewable by the user

USA Staffing [® ~

Save as

Insertable o v A
Convert to Template
Save as X
“ls i cancy N
Convert to Active REDOIT cancy N D Team content > USA Staffing Packages and Folders > OPM
Q. Find —
I <Vacancv N [g 3 Custom DSS

O Office Shared

[3 Organization Shared

Team Content
Reports can also be saved in the Tenant
(OPM, DOD, HHS, etc) folders in Team
Content. Users can only save reports in

folders in which they have access. Only savonss Nomrom |
users in that specific organization or office
will be able to access the reports. = [ ]
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Performing Basic Tasks in the
Reports Module
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List Reports

A report that displays data as a series of columns. This is the most used
report type.

Insertable objects I ¥ O & -w v B 2+~ T 8 & -
“le m ) " Announcement Number Announcement Open Date Announcement Status
Q Find P <Announcement Number> = <Announcement Open Date> <Announcement Status>

In

<Announcement Number> = <Announcement Open Date> <Announcement Status>

v % Hiring Data Warehouse

<Announcement Number> | <Announcement Open Date> <Announcement Status>

v B Presentation View

v 5 Announcements
v B2 Announcement Information
~ [ Announcement
@®© Announcement Close Date
@© Announcement Last Modified Date/Time

abc Announcement Locations

abc Announcement Number

Announcement Open Date

(@© Announcement Released Date/Time

abc Announcement Released?

Iahc Announcement Status

abe Announcement Template

Drag-and-drop data items from the Columns can be reordered,
Sources section of the Insertable sorted, formatted, and grouped
Objects pane into the list object to

populate the report or double-click
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Exercise 1: Create a List Report

Create a basic list report
1. Click on the New Icon (Plus Button) in the bottom left corner of the Welcome screen. Select
Report

2. Select a Blank Template

3. Inthe Insertable Objects pane, click on the Add a Source Icon (Plus Button). Select USA
Staffing Packages and Folders, Hiring Data Warehouse. Click Open.

4. In the Report area, click the Plus Button. Select List. Click OK in the Object and Query Name
box.

5. Inthe Source section of the Insertable Objects pane, expand Presentation View,
Announcements Folder, Announcement Information Folder, Announcement Query Subject

6. Drag (or double-click) the following Query Items into the List object:
* Announcement Number * Announcement Close Date

* Announcement Open Date * Announcement Status

7. Click the Run Options Icon. Select Run HTML to view the report

8. Close the Cognos Viewer browser window to return to your report. Save the report as
Announcement List Report in My Content
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Exercise 1: Create a List Report

Steps 1 -2
USA Staffing’

Templates and themes

Templates Themes

This page uses flow layout. Objects will be
arranged top-to-bottom as in a word processing

Dashboard h
Blank Blank active repor 1 beside 2 document. Drop objects here to add them to this
page.
B Report
2 stor,
2 b

Cancel

Other
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Exercise 1: Create a List Report
Steps 3 - 4

Open file x

USA Staffing® &~

Team content » USA Staffing Packages and Folders » Hiring Data Warehouse

@ > Report > Pages > Pagel ‘
(&1 [ Announcement
Insertable objects i
3 Application
D}g Q |:| Assessment
e [ Certificate
[ Delegated Examining
O New Hire
. X -
Object and query name
— Cancel
Name: A ol /:
A
L | |
List1 90
Crosstab Visualization
Query Name:
1
Query1 v 1 & e

List Text item

Table Block

Show this dialog in the future




USA Staffing

Exercise 1: Crsga’ge7a List Report
eps 5 -

USA SJ[O]CfIﬁg‘3 -y 2 New report*

@ Report > Pages > Pagel
O Insertable objects bt X O & v W Y v o2 v T @B &
"l 2
Q Find [+
v 3 Hiring Data Warehouse
v E Presentation View B K e i .
“* Drop items here to create new columns
v 5 Announcements ahe
v = Announcement Information
~ B Announcement
(® Announcement Close Date
(® Announcement Last Modified Date/Time
abc Announcement Locations
H ®
abr Announcement Number URY StOffan By 2 © New report *
(® Announcement Open Date
) Report > Pages > ™ RunHTML
(© Announcement Released Date/Time
. = o m v v
abr Announcement Released? Insertable objects Run PDF O & Ty Y R
abc Announcement Status
“ls m 8 nouncement Number Announcement Oy
b F
abc Announcement Template ‘ Run Excel nouncement T ETC G,
# Application Limit Q Find 1ber> Date>
+ abe Application Limit Set? - v 52 Hiring Data Warehouse Run Excel data nouncement <Announcement Of
¥ v B Presentation View nber> Date>
+~ B3 Announcements Run C5V nouncement <Announcement Of
nber> Date>
~ 5 Announcement Information
~ B Announcement [ RunXML
® Announcement Close
® Announcement Last M Show run options

ahr_Annauncamant |asatinmne
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Exercise 1: Create a List Report

Announcement Number

(DE-19-20-TA-5555
-Customer A-10020560

1
10018380-DESTIMP-Test
10019014MLM
10019014MLM
10019015MLM

10020679

10020683

10021253-DE
10035501-21-WAG-118525

Announcement Open Date | Announcement Close Date

12/12/2019
08/28/2019
08/08/2019
08/27/2018
05/21/2020
09/01/2020
04/19/2019
09/18/2019
09/19/2019
02/03/2020
07/07/2021

12/31/2019
08/28/2019
08/31/2019
08/30/2018
05/30/2020
09/25/2020
12/31/2019
09/30/2019
09/30/2019
02/10/2020
07/07/2021

New report

Removed

Closed

Closed - Never Released

Closed
Closed
Closed
Closed
Closed
Closed

Closed - Never Released

Removed

v

Announcement Status
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Sorting and Grouping

Sorting

am = = o —
Columns can be X DB @ veEd)y @B B B & 2 - T B
easi Iy sorted in | Announcement Number Announcemer _ Sortin Layout 1ent Close Date Announcement Status
ascend | ng or <Announcement Number> | <Announcemef T Ascending ent Close Date> | <Announcement Status>
descend | ng order <Announcement Number> | <Announce J Descending ent Close Date> | <Announcement Status>

<Announcement Numbe ent Close Date> | <Announcement Status>

1l Don't sort

Sort by a single

QOther Sort Options
COI umn on Iy Edit layout sorting...
Sort by multiple ‘1,
columns =
Grouping & sorting - Query1
Data items: Groups:
[ Announcement Status ~ B Groups
D I’ag a nd d rO p O r d O u b I e @ Announcement Number B [ESZ:Z::L List
Cl |Ck on th e Cco I umns In [0 Announcement Open Date [+ Announcement Open Date
fd« Announcement Number
the order you wa nt the [0 Announcement Close Date une .

report to sort by

e 7
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Sorting and Grouping

Grouping eliminates duplicates within a column and instead displays
the data item value one time for each possible value.

Grouping

List reports can be HYy By |B|&8d8y & -

grouped by one or
more columns

T H

Announcement Status Announcement Number

<[[HRAnnouncement Status> | <Announcement Number>

Indicates Grouped

<Announcement Status> <Announcement Number>

Columns
Announcement Status Announcement Number Announcement Open Date = Announcement Close Date
Closed -Customer A-10020560 08/28/2019 08/28/2019
10018380-DESTIMP-Test 08/27/2018 08/30/2018
10019014MLM 05/21/2020 05/30/2020
10019014MLM 09/01/2020 09/25/2020
10019015MLM 04/19/2019 12/31/2019
10020679 09/18/2019 09/30/2019
10020683 09/19/2019 09/30/2019
120086-DE-21-PG-10036929-FS = 08/25/2021 08/31/2021

Grouping formatting will appear in all report output formats except Excel Data.
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Exercise 2: Sort and Group a List Report

Add some Vacancy attributes and sort and group the list to make it easier to read
1. Open Announcement List Report from My Content

2. In the Source pane, expand Presentation View, Vacancies folder, Vacancy Information Folder,
Vacancy Query Subject

3. Drag (or double-click) the following Query Items into the List object:
» Vacancy Number » Vacancy Pay Plan-Series-Grade
» Vacancy Job Title » Vacancy Status
4. Expand the Organization and Office Query Subject and add Staffing Office Name.

5. Click on the Vacancy Job Title column header in the List Object. Click the Sort button and
select Ascending

6. Click on the Vacancy Staffing Office Name column header. Click the Group button
7. Click the Run Options Icon. Select Run HTML to view the report

8. Close the Cognos Viewer browser window to return to your report. Save the report in My
Content as Announcement List Report_Sort and Group
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Exercise 2: Sort and Group a List Report

Step 1
USA Staffing® Welcome v
My content > Training + Y N
Announcement List Report —_
i 12/20/2021 8:36 AM '
RMNGas
¢ Editreport

fid Create report view
[2) View versions

%y Create anew job
& Share

7 Copy or move

2> Create shortcut
if Delete

= Properties
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Exercise 2: Sort and Group a List Report
Steps 2 - 4

USA Stofflngﬁ’ By £ < New report* v

ol - > Report > Pages > Pagel
Insertable objects o & w vy By 2+« T

13 o & " Staffing =~ Vacancy Vacancy Vacancy @ Vacanc
Office Number Job Title =~ Pay Plan- Status

Q Find [+] Name Series-

Grade

> [ New Hires -

<Staffing <Vacancy <Vacancy <Vacancy <Vacan
> [ Requests Office Number>  Job Pay Plan-  Status>,

> [0 Tasks Name> Title> Series-

Grade>

v 5 Vacancies
<Staffing <Vacancy <Vacancy <Vacancy <Vacani
Office Number>  Job Pay Plan- = Status>

Name> Title> Series-
New report * v S

> [3 Incomplete Application Information
> [ JOA Review Information
v 5 Vacancy Information

> B Appointing Authorities

<Staffing <Vacancy <Vacancy
Office Number>  Job

> E Case File Documents

Name> Title>
> H Customers X OB« w vYvfRelrr B B
> B Mission Critical Occu - .
SEO izati d " Staffing = Vacancy | Vacancy MTUHL ut OLINGE
rganization an Office  Number | Job Title ‘ Staty
X Narme 1T Ascending
v @ Vacancy J Descending
<Staffing  <Vacancy <Vacancy ‘ ounc
T T Office Number> = Job T4 Don'tsort s>
Name> Title> ( Other Sort Options
<Staffing | <Vacancy <Vacancy @« Edit layout sorting... young
Office Number> | Job Pay Plan- | Status> | Status>
Name> Title> Series-



OPM.GOV

USA Staffing

Exercise 2: Sort and Group a List Report

2 v Hv B~

" Staffing | |Vaghncy
Office umber
Name

<[ <Vacancy
Staffing Number>
Office
Name>
<Staffing = <Vacancy
Office Number>
Name>

Vacancy
Job Title

-

<Vacancy
Job
Title>

<Vacancy
Job
Title>

Steps 5 -6
g2~ T B & « =v EBv &v v
Vacanc acancy Announcement Announcement Announcement
Pay Plan- States Status Number Open Date
Series-
Grade
<Vacancy <Vacancy <Announcement <Annomegement | <Announcement
Pay Plan- = Status> Status> Number> Open Date>
Series-
Grade> : ®
USA Staffing B+ £ <«

<Vacancy
Pay Plan-
Series- @ ? Report > Pages > Run HTML
Grade>

Insertable objects

) Run PDF
g o AN
—_— Run Excel
Q  Find
e Run Excel data

v 5 Vacancies

3

7
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Staffing Office
Name
API Test Office D

Braavos

Default Settings
Test Office

Dorne

Vacancy

Number
10028481
10001230

10000206

10000121
10033279

10035439

10000009

10018850

10018578

10017166

Vacancy Job Title

Beginning Tester

Eng1

JJJz

JTestRating3

test

test

Bean Counter

HR Assistant

Main One

Manager

Vacancy Pay Plan-
Series-Grade
GS-0086-5
GS-0006-14

GS-0017/0020-7/8

GS-0006-5
GS-0017-3

GS-0017-3
GE-0072/0201-
5/7/10/1
GS-0203-7

GS-0011-5

DO-0019-1

New report v

Vacancy
Status
Cancelled
New

New

Active

Active

New

New

New

New

Active

Announcement

Status
Closed

Closed - Never
Released

Closed - Never
Released

Closed
Closed

Closed - Never
Released

Closed - Never
Released

Closed - Never
Released

Closed - Never
Released

Closed

v

Announcement
Number

DEST-10028481-21-
TeA

DE-10001230-18-TH
DE-10000206-16-TH

DE-10000121-15-TH

DE-10033279-21-
MM

DE-10035439-21-
MM

DESTIMP-
10000009-15-TH

DE-10018850-19-CG
DE-19-10018578

DESTIMP-10017166-
18-TH

USA Staffing

Survey

Announcement
Open Date
09/01/2020
01/11/2018

12/16/2015

08/04/2020
05/25/2021

06/24/2021
03/02/2015
03/26/2019
05/22/2019

06/01/2018

< L

Announcement
Close Date
09/04/2021
08/20/2020

12/30/2015

08/20/2020
05/31/2021

06/30/2021

07/29/2015

03/29/2019

05/31/2018

07/31/2019
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Filtering

Filters reduce data returned in the report based on specific criteria;
includes a data item, operator, and criteria

Vacancy Number = 10000001

Data Item Operator Criteria

Filter condition - Vacancy Number
N Y

o <

e Vacancy Include Null y Plan-
Number Exclude Null rade Available items Selected items
<Vacancy - Plan- Q search Manually input items Staffing Office Vacancy Vacancy Job
Number> Create Custom Filter... Name Number Title
Select all Keep these values ~ E

e | <Vacancy Remove Al Filters y Plan- San Antonio 10000001 HR Specialist | (¢

Number> > 10000001 LLLLLY] © Services Branch

Edit Filters...

10000002
Insert Filter Text 10000003
10000004

10000005

Ooooooead

10000006

Always check active filters

=] | prior to running a report to

ensure the correct filters are
applied
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Advanced Filtering

Report Authors can use custom expressions to develop more advanced

L3
filters
X
Detail filter expression - Query1
5 R v W YR . E Available Components: ® = 8
el . i Announcement Status Expression Definition: .
€ Vacancy felde Ry y Plan- 0 Announcement Number [Vacancy Status] = ‘Active
Number ade
clude Null | 0 Announcement Open Date 4\
<Vacancy y Plan-
Number CreNe Custom Fiter.. i 0 Announcement Close Date
y ; - 0 Vacancy Number
Fe ;Ju?;:sgr?' Remo Al Filters y Flan- f0 Vacancy Job Title
Edit Filters... 0 Vacancy Pay Plan-Series-Grade ! ) -
0 Vacancy Status i information:
0 Staffing Office Name
7 Filters - Query1

Detail Filters Summary Filter:

Y [Announc Create figf _

¥ [Vacancy ’ ' L i i & 09 Tips Errdqrs

ustom based on data item
(O Combined
@® Advanced
Source Data Items || Filter Expression Validate
Filter on any Filter on any Use a variety of Validates expression
data item in data items in expressions to build on the report server
the Namespace the query custom filters to identify errors
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Exercise 3: Apply Filters

Apply a filter using the interface and develop a custom filter expression
1. Open the Announcement List Report_Sort and Group from My Content

2. Click on the Staffing Office Name column header in the List Object

3. Click on the Filters Icon and select Create Custom Filter. Select a Staffing Office Name value
and click the Plus Icon to add to the filter. Click OK

4. Click on the Announcement Is Released column header in the List Object.

5. Click on the Filters Icon and select Edit Filters. Click the Add Icon (plus sign) in the bottom left
corner of the window. In the Create Filter window, select Advanced and click OK

6. In the Detail Filter Expression window, click on the Data Items tab. Double-click (or drag and
drop) the Vacancy Status data item into the Expression Definition. Complete the Expression
Definition to read: Vacancy Status = ‘Active’

7. Click the Validate button (white checkmark in a black circle) to check the expression for errors.
If errors exist, details will appear in the Information box. Make corrections as needed. If no
errors, click OK.

8. Click the Run Options Icon. Select Run HTML to view the report

9. C(lose the Cognos Viewer browser window to return to your report. Save the report in My
Content as Announcement List Report_Filters
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Exercise 3: Apply Filters

Steps 1 -3

USA Stoffing® Welcome w

1or Report > Pages > Pagel
@ My content > Training + ¥ T

' T X D B v
B Announcement List Report " Staffing Office s
12/20/2021 8:36 AM *n e to R e F Name ‘ ad
__Announcement List Report Sort and Group SarSEitting ey , F

= 12/20/2001 638 AM ) . Office Name> Number> I Create Custom Filter... r>
S <Staffing Office | <Vacancy Remove All Filters yF

Name> Number> >

Edit report Edit Filters...

Insert Filter Text

©@ k¥ O O
N

Create report view

&l

View versions

ED

o

Create a new job

Share

fH

) Copy or move

Create shortcut

>

Delete

=]

Properties

1)
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Exercise 3: Apply Filters

Steps 3 -5

N
Filter condition - Staffing Office Name X 2 © > ew repo

Pages > Pagel
Individual Condition )
| v By B O ®'-~

14

Available items Selected items y Vacancy An
r Status
Q_ Search v Manually input items <VaCACY <Ann:
> Status| Statu
[] Selectal Keep these values v Al Fiters yPlan- | <Vacafcy <Ann
) ‘ Status Statu:
] Myr Office For Testing S Edit Filters...
[] Office Alpha Insert Filter Text
[] Office Beta
[] Office Charlie
Office For Testing
[] OPM HR Boyers
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Exercise 3: Apply Filters

Step 5

< Filters - Query1

Detail Filters Summary Filters

¥’ [Announcement Number] excludes Null

3 it ol
Required

Y [Staffing Office Name] includes ('Office For Testing’)

Optiona

Create filter

O Custom based on data item

O Combined

o — > @® Advanced
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Exercise 3: Apply Filters

Steps 6 - 7

Detail filter expression - Query1

i
dal

Available Components:

A Announcement Status Expression Definition:

Al Announcement Number [Vacancy Status] = 'Active’

fid Announcement Open Date
0 Announcement Close Date
0 Vacancy Number
fd vacancy Job Title
fl Vacancy Pay Plan-S

1 @ Information:

0 Vacancy Status
i Staffi? Office Name

i 0 0T &

5
=
~
v

Tips Errors
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Exercise 3: Apply Filters

Step 8

USA Staffing® B+ 2 <

@ BN : Report > Pages > |[@ RunHTML
o s o T YA b
* . oD & L Run PDF ®
i Staffing Office Vacancy Vac:
Name Number l Run Excel
<[[H Staffing <Vacancy <Vac
Office Name> Number> Title: Run Excel data
<Staffing Office | <Vacancy <Vac
Name> Number> Title: Run CSV
Run XML

Show run options
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USA S‘tCI'F‘FlI"\g’Ey X -~ New report
o e
Staffing Office Vacancy Vacancy Job Vacancy Pay Plan- Vacancy Announcement Announcement Announcement Open = Announcement Close

O\ Name Number Title Series-Grade Status Status Number Date Date

Office For 10035407 Beginning GS-0086-5 Active Closed DE-21-10035407 06/17/2021 06/30/2021
(D : Testing Tester

10018380 Gardener GS-0021-3/5/7/9 Active Closed 10018380-DESTIMP- | 08/27/2018 08/30/2018
2 E Test

10020687 Lead HR GS-0201-11 Active Closed Testing-20- 11/04/2019 11/29/2019
® Consultant 10020687-DE
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Functions and Calculations

Functions and calculations transform and/or create new data items using
logic or mathematical functions

Add a Query Calculation

Insertable objects Data item expression - Data Item1
"8 Ty D Name: Announcement Open Days
Q. Find Available Components:
f0 Announcement Status
> PINNED 0 Announcement Number
v TEXTUAL i Announcement Open Date

Text itemn 0 Announcement Close Date

| & query calculation

0 Vacancy Number
[0 Vacancy Job Title
@ Vacancy Pay Plan-Series-Grade

—

[E] Layout calculation
<> Rich text item

@ Hyperlink

B Date

© Time

[@ Page number

0 Vacancy Status
[ Staffing Office Name

B Row number

©

[l
i

Expression Definition:

days_between([Announcement Close Date],[Announcement Open @
Date])

Data Item

Expression
Use a variety of
expressions to
transform and
develop new data

Items
4 @ Information:
_days_between ( date_expression1, date_expression2 ) = o
Returns a positive or negative number representing the number I nformatlon
of days between "date_expression1" and "date_expression2". If b
“date_expression1" < "date_expression2", then the result will be Pa ne
a negative number. H | et th t
elp text tha
Example: _days between ( 2002-06-21, 2002-04-30 ) =

provides information

on how to build
expressions

B 2 -

s o m ] ) @] Tips Errors
© As-of-time expression
Source Data Items Functions 5 v
Develop expressions Data items in the Listing of available functions
based on data items query to utilize for data expressions
in the data model

Shortcut: Highlight two column

headers, click Insert Calculation
and choose “"Days Between..."

For the Vendor Specific Functions available for the USA Staffing Upgrade, view SQL Server functions
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Exercise 4: Create a Calculation

Calculate the number of days an announcement was open

1. Open the Announcement List Report_Filters from My Content
2. Click on the Toolbox and drag (or double click) the Query Calculation tool into the List Object

3. Click on the Functions tab in the Data Item Expression window. Expand Business Date/Time
Functions. Double-click (or drag and drop) the “_days_between” function into the Expression
Definition

4. Click on the Data Items tab. Double-click on the Announcement Close Date query item. Type
a comma after the Announcement Close Date query item. Double-click on the
Announcement Open Date query item. Close the parenthesis. The final Data Item Expression
should read:

_days_between ([Announcement Close Date],[Announcement Open Date])
5. In the Name field, rename the Data Item Expression to "“Announcement Open Days.” Click OK
6. Click the Run Options Icon. Select Run HTML to view the report

7. Close the Cognos Viewer browser window to return to your report. Save the report in My
Content as Announcement List Report_Calculation
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Exercise 4: Create a Calculation
Step 1

USA Stoffingﬁ' Welcome v

My content > Training + ¥ 1

Announcement List Report

B 12/20/2021 8:36 AM me to Rep|

Announcement List Report_Filters
= 12/20/20271 8:39 AM >

0 as

£ Announcement List Report_Sort and Group _
12/20/2021 8:38 AM 2 Editreport

Create report view

&0

[@) View versions

o

Create a new job
< Share

Copy or move
Create shortcut

Delete

2 > 0

2 Properties
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Exercise 4: Create a Calculation
Steps 2 - 5

URY- Stoffng . 2 <« New report * v

@ . > Report > Pages > Pagel &  Pagedesign v =
Insertable objects g ®
ks m Q ancy | Vacancy Vacancy = Vacancy | Announcement  Announcement Announcement ||| Announcement
nber Job Title | Pay Plan- Status Status Number Open Date Close Date
Q. Find v B - Series-
Grade
> PINNED :ancy | <Vacancy @ <Vacancy @ <Vacancy | <Announcement = <Announcement | <Announcement ||| <Announcement
ber>  Job Pay Plan- = Status> Status> Number> Open Date> Tnsi Date>
v TEXTUAL Title> Series- "
Text item Gradez
[ Query calculation =7 :ancy | <Vacancy <Vacancy <Vacancy | <Announcement <Announcement | <Announcement ||| <Announcement
& - ber> | Job Pay Plan- = Status> Status> Number> Open Date> Close Date>
Layout calculation X .
: Title> Series-
<> Rich text item : Grade>
@ Hyperlink
4 Date x
Data item expression - Data Item1
® Time P

[3 Page number Name: Announcement Open Days

B Row number
Available Components: (]

@© As-of-time expression E ion Definition:
v B3 Business Date/Time Functions Xpression Lefinition

%9 _add_days _days_between ([Announcement Close Date], [Announcement Open Date])
#a _add_hours
# _add_minutes
#9 _add_months
# _add_seconds
#o _add_years ! )
* _age @® Information:

# _date_to_int

#o _day
#a _day_of week

#5 _day_of ve:

#a _days_between =
‘I8 i) i & =) Tips Errors
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m
+

Staffing
Office
Name

Office For
Testing

@ k [ OB

OPM HR
Boyers

Vacancy
Number

10035407
10018380

10020687

10037073

10035748

10018444

10018329

10020296

Vacancy Job Title

Beginning Tester

Gardener

Lead HR Consultant

Bug 133025

Narrative Testing

Pro Gamer

USA Hire 343-11/12

Warehouse
Manager
Coordinator

Vacancy Pay
Plan-Series-
Grade

GS-0086-5
GS-0021-

3/5/7/9
GS-0201-11
GS-0095-4
GS-2210-13
GS-2299-13

GS-0343-11/12

GG-1103-9

Vacancy
Status

Active

Active

Active

Active

Active

Active

Active

Active

New report

Announcement
Status

Closed
Closed

Closed

Closed

Closed

Closed

Closed

Removed

Announcement
Number

DE-21-10035407

10018380~
DESTIMP-Test

Testing-20-
10020687-DE

IMP-10037073-21-
WAG

DE-10035748-21-
MM

DE-10018444-19-
TSA

STIMP-10018329-
18-TSA

DESTIMP-
10020296-20-
MLM

Announcement
Open Date

06/17/2021
08/27/2018

11/04/2019

09/13/2021

08/04/2021

11/01/2018

04/06/2019

08/12/2020

USA Staffing

Announcement
Open Days

13

25

27

29

364

Announcement
Close Date

06/30/2021
08/30/2018

11/29/2019

09/13/2021

08/31/2021

11/30/2018

04/11/2019

08/11/2021
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Aggregation

Aggregation summarizes data within a data item at the lowest level of
detail in the report

Available Aggregate
Functions
Aggregated at the Office Level
By [ S — _
‘ . ! Vacancy Staffing Office Name | Announcement Open Days
Default summar N A A —— »
Vacar Y Anno OPM HR Boyers 10.50
Plan- _ | <
gl [ Tota OPM HR TRB 5.50
<Vacar #H Count Annoil
Plan-Se tatus:
3rades 1 Count distinct
Vacar [ Average Anno Aggregated at the Announcement Level
lan-S¢ tatus:
Srade> M Minimum Vacancy Staffing =~ Wacancy Vacancy Vacancy Vacancy USAJOBS | Announcement | Announcement | Announcement & Announcement
Office Name Number | Description = USAJOBS Job Display Type Number Open Date Close Date Open Days
{7 Maximum Title
OPMHR Boyers 10000842 GS-4742-11 Hello Kitty DE DE-10000842-  12/02/2015 12/16/2015 14
ledian 16-TA
10003550 i GS-0301-9  Night's DE DE-10003550-  08/08/2016 08/15/2016 7
5 St iation Watchman 16-STG
c Sta ati
) OPM HR TRB 10018524 GM-0007-6 Howdy Doody  IMP Test Customer-  08/09/2017 08/09/2017 0
17-10018524
d 10019637 GS-0201-11 HR Specialist DE, ST, IMP 17-10019637-  09/18/2017 09/18/2017 0
- DESTIMP
Calculated 10002093 GS-0201-9 Human Resource DE DE-10002093-  03/17/2016 03/31/2016 14
Specialist 16-TA
Custom... 10011162 GS-0343-  Program Analyst DE, ST TC-17-10011162- 03/23/2017 03/31/2017 g
9/11 DEST
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Aggregation

The default aggregation is set when the data is modeled; Report Authors
can change the aggregation method in the Properties pane

Staffing Vacancy Vacancy Vacancy Pay Vacancy Announcement Announcement Announcement Announcement Announcement
Office Name Number Job Titlea Plan-Series- Status Status Number Open Date Open Days Close Date
Grade
<[[Bstaffing = <Vacancy <Vacancy <Vacancy Pay <Vacancy <Announcement <Announcement <Announcement <Announcement | kAnnouncement
. Office Number> Job Title> Plan-Series- Status> Status> Number> Open Date> Open Days> |[Close Date>
CI|Ck on the Name> Grade>
co I umn Bod <Staffing <Vacancy <Vacancy <Vacancy Pay <Vacancy <Announcement <Announcement <Announcemen> <Announcement | kAnnouncement
y Office Number> Job Title> Plan-Series- Status> Status> Number> Open Date> Open Days> |[Close Date>
Name> Grade>
.
Click on the
o o ST —o
Properties rmfegedevigree—| =
lcon & . B = 3+ Listcolumnbody n
O R
t | Announcement White space
Open Days

Spacing & breaking

Direction & justification

1t | <Announcement POSITIONING .
OpenDays> | | size & overflow Aggregate functions can also
DATA ITEM H
o . be applied as new Query
! Mngc;uen:gr:;sr;t Name Announcement O Expre55|ons
; Label
Modify the Expression dazs between ..
. Detail aggregation Default
Ag g regatlon Summary aggregation Default
Properties Solve order
MISCELLANEOUS
Classes List column bod...
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Exercise 5: Set Aggregation Properties

Modify the report to average Announcement Open Days by Office

Open the Announcement List Report_Calculation from My Content
Delete every column except for Staffing Office Name and Announcement Open Days

Click on the column body for the Announcement Open Days data item. Click on the Show
Properties Icon

In the Data Item section, change the Detail Aggregation and Summary Aggregation settings
to Average

Click the Run Options Icon. Select Run HTML to view the report

Close the Cognos Viewer browser window to return to your report. Save the report in My
Content as Announcement List Report_Aggregation
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Exercise 5: Set Aggregation Properties

Steps 1 -2

USA Stoffing® Welcome w

USA Staffing ®E+ & ©

@ My content » Training + ¥ 1
o Report > Pages > Pagel
O\ £ Announcement List Report
12/20/2021 8:36 AM =
, me to Rep P % T OB B Ty Bv 2
D = Announcement List Report_Calculation > -
= 12/20/2021 8:50 AM Nﬂ as " Staffing Office Name Announcement Open Days
[El Announcement List Report_Filters <[} staffing Office Name> = <Announcement Open Days>
= 12/20/2021 8:49 AM ¢ Edit report . >
- <Staffing Office Name> <Announcement Open Days>
Announcement List Report_Sort and Group ) .
® & 12/20/2021 8:38 AM f@ Create report view

View versions

e

Create a new job

G“

Share

Fb

Copy or move

Create shortcut

T O

Delete

El

Properties

t4
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Exercise 5: Set Aggregation Properties

Steps 3 - 5

&)

T ——
White space

Spacing & breaking
Direction & justification
POSITIONING

Size & overflow

DATA ITEM

Type

Name

Label

Expression

Page design v

3 v~ List column body

Run HTML

-

YR

Run PDF

Announcer

Run Excel

[

H Staffing Office Name> | <Announcer

<Staffing Office Name> <Announcer

Run Excel data

=

sy Run CSV

™

Run XML

=

Show run options

Detail aggregation Average
Summary aggregation Average v
Solve order
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Exercise 5: Set Aggregation Properties

Result

USA Staffing’ E ~

o B3
Staffing Office Name Announcement Open Days
Q Office For Testing 13.66666667
[:| OPM HR Boyers 85
OPM HR TRB 42.42857143
[E, Philadelphia Services Branch 4462642045
O
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Parameterized Filters

Parameterized Filters allow report users to easily filter reports using standard filters
and criteria specific for a single run of the report without modifying the report

The user is prompted to provide information to use in the parameterized filter

Please select one or more Organization Names:
O Organization A

Organization B
Organization C

Parameterized Filter

[Task Vacancy Staffing Organization Name] in ?0rganization Name?

Data Item
ata lte Operator Parameter

Report Output

Organization Name Task Name Days Late
Organization B Review Applicants 6
Organization C Issue Certificates 0

Organization C Issue Certificates 15
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Exercise 6: Create a Parameterized Filter

Add a parameterized filter for Office Name

1. Open the Announcement List Report_Aggregation from My Content
2. Click on the Staffing Office Name column header in the List Object.

3. Click on the Filters Icon and select Edit Filters. Click on the existing Office Name filter, then
click the Delete Icon (minus sign). Click the Add Icon (plus sign) in the bottom left corner of
the window. In the Create Filter window, select Advanced and click OK

4. In the Detall Filter Expression window, click on the Data Items tab. Double-click (or drag and
drop) the Staffing Office Name data item into the Expression Definition. Complete the
Expression Definition to read:

[Staffing Office Name] = ?parmOffice?

5. Click the Run Options Icon. Select Run HTML to view the report. Select one of the options
for Staffing Office Name. Click OK.

6. Close the Cognos Viewer browser window to return to your report. Save the report in My
Content as Announcement List Report_Prompt and close the report.
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Exercise 6: Create a Parameterized Filter
Steps 1 -3

Welcome Report > Pages > Pagel

o T TR S N
> Training
r Staffing Office Name Anng Include Null
Announcement List Report <[ Staffi ffice Name> | <Annc clude Null

L2/202021 830 A1 :O m e to R' i Office Name> <Annc

Announcement List Report Aggregatio§
12/20/2021 3:39 PM i

CreNte Custom Filter...

RemoXgAll Filters

RONGs

Announcement List Report_Calculation Edit Filters...
12/20/2021 8:50 AM & Edit report Insert Filter Text
Announcement List Report_Filters _
12/20/2021 8:49 AM @ Create report view
Announcement List Repor ... and Group ] View versions
12/20/2021 8:38 AM

%, Create anew job
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Exercise 6: Create a Parameterized Filter
Step 4

X
< Filters - Query1
F i X
Detail Filters Summary Filters Detsail filter expression - Query1
Y [Announcement Number] excludes Null Usage Available Components: © = 2
¥ [Vacancy Status] = ‘Active’ (® Required A0 Announcement Number Expression Definition:
i i = ?0ffice?
O Optional fid Announcement Open Date et Sifice hamel= 7Cmoes

0 Announcement Close Date

Create filter ~ILVacancy Status

[0 Staffing Office Name
A Annound§ment Open Days

O Custom based on data item

@ Information:
(O Combined

© » ) (® Advanced

0

| o | o ey

) X £ Tips Errors

A 4
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Exercise 6: Create a Parameterized Filter
Step 5

USA Staffing E ~

Prompt

@ Report > Pages > Run HTML

Provide values for the report you are about to run.

T X O R v w ¥ Staffing Office Name

Run PDF *
OPM HR Boyers v

[ Staffing Office Name Announcer

<[[H Staffing Office Name> = <Announcer Run Excsl

<Staffing Office Name> <Announcer
Run Excel data

USA Staffing [®E ~

o B

Staffing Office Name = Announcement Open Days
OPM HR Boyers 85

N\

Cancel

OK
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Prompt Page Options

Users can create prompt pages to provide more structure and customization to
parameterized filters, including the order in which prompts are presented,
dependencies between parameterized filters, and alphabetization of listed options.
Users can select from a variety of prompt types.

Please select one or more Office Names (Required):
* [ APITest Office A -
Please select an Announcement Open Date Range (Required):

[ API Test Office D From:
*
[l Emaves Dec 21,2021 | |[E-
[[] Default Settings Test Office T
*
[ Dorne Dec 21,2021 | [~
[]  Fixing Office v
Select all Deselect all
Value Prompt Date Prompt
Allows user to pick from a list of values Users select a date range
Please enter one or more Vacancy Numbers: 5:3:6 BEC el e ey Tt *Selections:
Keywords: *Choices: - | -
Input keywords here
Select all Deselect all
Select and Search Prompt
Allows user to search from a list of values Text Box Prompt o
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Prompt Page Design

Users can design a prompt page or develop custom parameterized filters

Custom Edit Filters Advanced Filter Write the Filter Expression
- P T % v M of =1 v @~ Detail fiter expression - Query1 x
Parameterized * *° ° - ° b .,
F ° It | Staffing Office Name I Ann¢ Include Null = = o — Bt aiin
I e r <[H Staffing Office Name> | <Annc Exclude Null m g Otfioa B . i
h . . | <Staffing Office Name> <Annc Create Custom Filter... : 9 [Staffl n g Offl Ce N a m e]
T E user V_Vrltes Fl(jter Remove All Filters i[:j Aiﬂ u ot OpenDays ¢ B in ?Office?
X p ress I O n S a n I Edit Filters... I D inbretion
P rO m pts a re aVa i Ia b I e Insert Filter Text

on a basic page

USA Staffing® ®E ~

Prompt Page Nl < , Report > Promptpages @
Design _ ) :
The Cognos wizard Insertable objects B> O & v W
drives the process of Q

creating prompts [ Prompt paget

(Y Page

Click on the Report in the navigation bar
Click on the Prompt Pages Folder and Click the Plus Button to add a Prompt Page
Double-click on Prompt Page 1 to start creating prompts
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Prompt Page Design

Ona prom pt v PINNED y v PROMPTING
o . T X, Text box prompt
page, Select a Text item et I @ Value prompt I

Table to Serve O Block @ Select & search prompt
Tabl [@ Date & time prompt
as the @ a y EGDate promptp ’
. (B List e o > i
container for G Tiepromps
) #H Crosstab <0 Interval prompt

Instructlons ﬂ;: Visualization ke Tree prompt

. £2 Generated prompt

and Tools Drag over a Text Item into i v

the table create parameter

; - Drag a Value Prompt
instructions

into a table cell

Prompt Wizard - Value prompt Prompt Wizard - Value prompt

Prompt Wizard - Value prompt

Create Filter
Choose the package item that will be used to filter the report.

Choose Parameter
Create a new parameter or use an existing parameter from a previously
authored expression

Populate control
What values do you want 1o pick from? Use values are the retrieved data, and
Display values are the selectable values that the user sees.

Create a parameterized filter Create new query

® Create a new parameter

Office
Packageitem:  [Presentation View] [Organization and Office] - Name: aryOffice

a Operator: in v a

() Use global parameter Parameter: Office

() Use existing parameter

Values to use: [Presentation View].[Organization and Office]

Values to display:  [Presentation View].[Organization and Office]

[] Make the filter optional Cascading source

- N

Decide what data to display
Name the new query the same as the
parameter; “Values to use” is the data
allows for multi-select; the "=" used to filter; “Values to display” is

operator is single-select what the user will select from

Do o B e

Create the Filter
Select the data item to be used
for the filter. The “In” operator

=N N

Create a Parameter
Create a new parameter or use
an existing one. This is what the
user will use to filter the report
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Exercise 7: Create a Prompt Page

Add a prompt page with prompts for Office Name and Announcement Open Date Range

1. Open the Announcement List Report_Aggregation from My Content (note this exercise does not
use the version of the report created in Exercise 6).

2. Click on the Staffing Office Name column header in the List Object.

3. Click on the Filters Icon and select Edit Filters. Click on the existing Staffing Office Name filter,
then click the Delete Icon (minus sign).

4. Click on Report in the navigation bar.

5. Click on the Prompt pages folder and click the Plus button to add a Prompt Page to the report.
Double-click on Prompt page 1 to begin adding prompts to the prompt page.

6. Click on the Plus button on the prompt page and select Table to provide structure to the prompt
page. Ensure the table has 2 column and 2 rows, then click OK.

7. Inthe first column, add Text items to the table to serve as labels/instructions for each prompt.
* The text item in the 15t row should read: Select one or more Office Names (Required):

* The text item in the 2" row should read: Select an Announcement Open Date Range
(Required):
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Exercise 7: Create a Prompt Page

Add a prompt page with prompts for Office Name and Announcement Open Date Range

8. Click on the Toolbox icon and navigate to the Prompting tools. Drag the Value prompt over
to the first row of the table on the prompt page. In the Prompt Wizard — Value prompt
window, edit the Create a new parameter field to read: Office. Then click Next >.

9. In the next step of the Prompt Wizard — Value prompt window, click the ... button next to the
Package item: field, then navigate to the Staffing Office Name query item:

Vacancies - Vacancy Information - Organization and Office - Staffing Office Name

10. Click the drop-down arrow next to the Operator field to show the operator options. Select in
then click Next > on the Prompt Wizard — Value prompt window.

11.In the next step of the Prompt Wizard — Value prompt window, type qryOffice in the Name:
field and click Finish. The value prompt for Office Name is now complete.

12.Drag the Date prompt into the 2" row of the table on the prompt page. In the Prompt Wizard
— Date prompt window, edit the Create a new parameter field to read: Announcement Open
Date. Then click Next >.
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Exercise 7: Create a Prompt Page

Add a prompt page with prompts for Office Name and Announcement Open Date Range

13. In the next step of the Prompt Wizard — Date prompt window, click the ... button next to the
Package item: field, then navigate to the Announcement Open Date query item and click
OK.

« Announcements 2 Announcement Information 2> Announcement =2
Announcement Open Date

14. Click the drop-down arrow next to the Operator field to show the operator options. Select
(n_range then click Next > on the Prompt Wizard — Date prompt window.

15. Review the queries listed on the next window to confirm which queries you want the
prompt to filter. Then click Finish. The date range prompt for Announcement Open Date is
now complete.

16.Click the Run Options Icon. Select Run HTML to view the report. Select one or more of the
options for Office Name and a range of dates for Announcement Open Date Range. Click OK.

17.Close the Cognos Viewer browser window to return to your report. Save the report in My
Content as Announcement List Report_Advanced Prompts and close the report.
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Exercise 7: Create a Prompt Page
Steps 1-5

USA Staffing” B+ 2 <

&« Report |~ Prompt pages

Insertableot B Neport
[ PaXges

0 e

(3 Prompt pages

Q

Y Page

3 Queries
s Queryt
[ Classes

¥° Variables
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Exercise 7: Create a Prompt Page
Steps 6 - 7

— al A Insert table
90

Crosstab Visualization

Table size

Number of columns: 2

H (+) [T]

. . Number of rows: 2
List Text item

Table style

Maximize width
Table Block

[ ] Show borders

B . 9%

Crosstab p Visualizaij

Double-click to edit text

v - ) -n
@ e > -- > -Please select one or more Office Names (Required): e
List Text item
@ |:| |Please select an Announcement Open Date Range (Required):| e
Table Block
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Exercise 7: Create a Prompt Page
Step 8

= > Report > Promptpages > Promptpagel &  Pagedesign v =
Insertable objects o9 v,
Prompt Wizard - Value prompt
"l i 2N
—) ez = Choose Parameter ———- -
Q, Find v B Pledse Create a new parameter or use an existing parameter from a previously e
authored expression.
> TEXTUAL =
Pledse
> LAYOUT (® Create a new parameter
> DATA CONTAINER Office
~ PROMPTING O Use existing paramete
X Text box prN#ipt
v
I @ Value prompt :
@ Select & search prompt (O Use global parameter

[@ Date & time prompt

v

£ Date prompt

@ Time prompt

a0 |nterval prompt

°lg Tree prompt

S2 Generated prompt

G§ Prompt button
|_‘

> ADVANCFD

72
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Exercise 7: Create a Prompt Page
Steps 9 - 11

. X . X
Prompt Wizard - Value prompt Prompt Wizard - Value prompt
Create Filter Populate control
Choose the package item that will be used to filter the report. What values do you want to pick from? Use values are the retrieved data, and

Display values are the selectable values that the user sees.

Create a parameterized filter Create new quer
Package item:  [Presentation View].[Organization and Office]/ Name: gryOffice
Operator: in v I/ Values to use [Presentation View].[Organization and Office]
Parameter: Office \ Valy#§ to display:

[] Make the filter optional Cascading source:

=N N e [

73
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Exercise 7: Create a Prompt Page
Step 12

«— g Report > Promptpages > Promptpagei

Insertable objects I
X
Prompt Wizard - Date prompt
g i N
B Choose Parameter
Q, Find v . .
Create a new parameter or use an existing parameter from a previously

> TEXTUAL a authored expression.
> LAYOUT

@ Create a new parameter

> DATA CONTAINER Announcement Open Date

v PROMPTING

1. Text box prompt O Uuse existing parameter

@ Value prompt

@ Select & search prompt O Use global parameter

[& Date & time prompt

B9 Date prompt

@ Time prompt

a0 Interval prompt
“lg Tree prompt

§2 Generated prompt

&) Prompt button D
Cancel < Back Next > Finish

> ADVANCED
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Exercise 7: Create a Prompt Page
Steps 13 - 14

Choose package item

v B3 Hiring Data Warehouse -
v T Presentation View
v B2 Announcements
v 5 Announcement Information
v B8 Announcement
@® Announcement Close Date

®© Announcement Last Modified Date/Time

abc Announcement Locations

Prompt Wizard - Date prompt

Create Filter
Choose the package item that will be used to filter the report.

Create a parameterized filter

Package item:  [Presentation View].[JAnnouncement].[Annour

Operator: in_range v

rameter: Announcement&in Date

[ ] Make the filter optional

7

5
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Step 15

&
. X
Prompt Wizard - Date prompt
»
Apply fitter
Which queries do you want to filter? BE @
1 2
Queries: 3 4 5 6 Y i 8 9
= Queryl 10 n 2 13 14 15 16
] =9 17 18 19 20 24 22 23
24 25 26 27 28 29 30
31
’
! Please select an Announcement O e Range (Required): :
3 aEEE
4 Mar 2019 >
Sun Mon Tue Wed Thu Fri Sat
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Exercise 7: Create a Prompt Page
Step 16

API Test Office A

API Test Office D

Braavos
R un H T M l— Please select one or more Office Names (Required): % Default Settings Test Office
Dorne
R un PD F Fixing Office
Al
From:

*

1 Dec 2021 4
Run Excel _
Sun Mon Tue Wed Thu Fri Sat
— 1 2 3 4

Run Excel data

6 7 8 9 10 M

w

2 13 14 15 16 17 18

19 20 22 23 24 25
Run CSV El

26 27 28 29 30 31

R un X M l_ Please select an Announcement Open Date Range (Required):

To:

4 Dec 2021 >

Show run options Sun Mon Tue Wed Thu Fri Sat
12 3 4

5 6 7 8 9 10 N
2 18 14 15 186 17 18

19 20“22 23 24 25

26 27 28 29 30 31
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Exercise 7: Create a Prompt Page

Result

Staffing Office Name = Announcement Open Days

Office For Testing 13.66666667
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Copy Report To/From XML

Cognos allows users to save report specifications in XML format and
reconstitute the report in another location (e.g., Stage, Production,
another office) using the XML specifications.

D t List Report_Advanc

) Report > Pages > Pagel &  Pagedesign v =
= Open report from clipbeard
Copy report to clipboard L fi111]
Staffing Office Name Announc: Insertable Ob]eds I;l ¢
<[[ Staffing Office Mame> | <Anncunce Visual aids e g 8
<Staffing Office Name= <Announce  Q Find.. . X
E— Open report from clipboard
@ \Validate report
CIOSE UdIE], [ANTOUricermient Uper VdLe]j</expression=></udidl [eI=></seieCuorn=><getdiriers> wties
Validate options RS Eiatea a yues

<detailFilter><filterDefinition><filterNulls not="true" refDataltem="Announcement Number*

Auto correct... dataTyvpe="string"/></filterDefinition></detailFilter><detailFilter><filterExpression>[Vacancy Status] =
&apos:Active&apos: </filterExpression></detailFilter><detailFilter><filterE xpression>[Staffing Office
Layout component cache... 8 . ” - : . :
Name] in ?Office ?</filterExpression></detailFilter><detailFiter><filtterExpression>[Presentation View].
Manage conditional styles... [Organization and Office].[Staffing Office Name] in (?0ffice?)</filterExpression></detailFilter>
Show aenerated SOLMDX <detailFilter><filterExpression>[Presentation View].[Announcement].[Announcement Open Date]
¢ in_range ?Announcement Open Date?</filterExpression:></detailFilter><detailFilter>
Add shared set report... <filterExpression>[Presentation View].[Vacancy].[Vacancy Number] in (?VIN?)</filterExpression>

</detailFiter></detailFilters></query><query name="gryOffice"><source><model/></source>
<selection><dataltem aggregate="none" name="Staffing Office Code"><expression>[Presentation
Manage shared set references .. View].[Organization and Office].[Staffing Office Code]</expression></dataltem><dataltem
aggregate="none" sort="ascending" name="Staffing Office Name"><expression:[Presentation View].
[Organization and Office].[Staffing Office Name]</expression></dataltem></selection></query>
Options... </queries><modelPath>/content/folder[@name=8&apos;USA Staffing Packages and
Select Folders&apos:)/package[@name=_&apos;Hiring Data
Warehouse&apos:)/model[@name=_&apos;model&apos:]</modelPath><reportName>Announcement
List Report Advanced Prompt</reportName></report> S

KN =N

Manage shared set reports...

] Show specification
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Exercise 8: Copy to and Open from XML

Copy report specifications to XML and open a report from XML

1. Open the Announcement List Report_Advanced Prompts from My Content.
2. Click on the More ellipses in the upper right corner.

3. Select the Copy report to clipboard option. If not using right away, paste the report
XML into a Notepad file.

4. Close the report and create a new report by clicking the + New icon in the bottom left
corner of the Cognos Welcome page and selecting Report.

Select the Blank report template and click OK.
Click on the More ellipses in the upper right corner.

Select the Open report from clipboard option.

o N o U

Paste the report XML (directly or from the Notepad file) into the Open report from
clipboard window and click OK. The report will be reconstituted and can be saved,
edited, or run in the new location.
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Exercise 8: Copy to and Open from XML

Steps 2 - 3

t List Report_Advanc _" Survey
B Page design v - -

mm Open report from clipboard

et

Copy report to clipboard <

Staffing Office Name Announce
Visual aids 4

=[H Staffing Office Name>= | <Announce
<Staffing Office Name:= <Announce O Find..
@ Vvalidate report
Validate options
Auto correct...
Layout component cache...
Manage conditional styles...
Show generated SQL/MDX
Add shared set report...
Manage shared set reports...
Manage shared set references ...
[%] Show specification

Options...
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Exercise 8: Copy to and Open from XML

Step4 -5

USA Staffing’

Templates and themes

Q
5
(2 v
O]

Templates Themes

Hello. Welco - 2

Recent
. Type This page uses flow layout.
Objects will be arranged top-to-
Dashboard bottom as in a word processing
Report Blank Blank document. Drop objects here to
add them to this page.
) Report pag
3 Frory ist Report Report
2 Job i
ist Report... Report
1beside 2 1 beside 2 active report
Other -
ist Repor... Report

Drag
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Exercise 8: Copy to and Open from XML

Steps 6 - 7

Page design

Open report from clipboard

Copy report to clipboard
Visual aids *
Selec Q Find.
@ Validate report
Validate options
Auto correct...
Layout component cache...
Manage conditional styles...
Show generated SQL/MDX
Add shared set report...
Manage shared set reports...
Manage shared set references ...
[#] Show specification

Options...
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Exercise 8: Copy to and Open from XML

Step 8

Report > Pages > Pagel &  Pagedesign v

Insertable objects o 7

"is 2 Open report from clipboard

UIUSE Lale], (A1 OUTGETTISTIL UPET| Lale]j<) SAPIESSIUNL> %/ ULl U112 %7 SEIEG UUT L> S USTalll 11E15>
<detailFilter><filterDefinition><filterNulls not="true" refDataltem="Announcement Number"* P
dataType="string"/></filterDefinition></detailFilter><detailFilter><filterExpression=[Vacancy Status] =
&apos;Active8apos;</filterExpression></detailFilter><detailFilter><filterExpression=[Staffing Office
Name] in ?Office ?</filterExpression></detailFilter><detailFilter><fitterExpression>[Presentation View].
[Organization and Office].[Staffing Office Name] in (?Office?)</filterExpression></detailFilter>
<detailFilter><filterExpression>[Presentation View].JAnnouncement].[Announcement Open Date]
in_range ?Announcement Open Date?</filterExpression></detailFilter><detailFilter>
<filterExpression>[Presentation View].[Vacancy].[Vacancy Number] in (?VIN?)</filterExpression=
</detailFilter></detailFilters></query><query name="qgryOffice"><source><model/></source>
<selection><dataltem aggregate="none" name="Staffing Office Code"><expression>[Presentation
View].[Organization and Office].[Staffing Office Code]</expression></dataltem><dataltem
aggregate="none" sort="ascending" name="Staffing Office Name"><expression=[Presentation View].
[Organization and Office].[Staffing Office Name]</expression></dataltem></selection></query>
</queries><modelPath>/content/folder[@name=&apos;USA Staffing Packages and
Folders&apos:)/package[@name=_&apos;Hiring Data

Select Warehouse&apos:)/model[@name=&apos;model&apos:]</modelPath><reportName=Announcement

List Reﬁort Advanced Promets/regortName;u.fre port> v

— =S

USA StOfflng B« £ New report v Survey & 0

fa) Report > Pages > Pagel B  Pagedesign v
Insertable objects o e
“ls m 8 7 Staffing Office Name Announcement Open Days

Q Find <[[ Staffing Office Name> | <Announcement Open Days:

<Staffing Office Name> <Anncuncement Open Days>
v %3 Hiring Data Warehouse

> B Presentation View




