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Consuming Reports

Consumers use IBM Cognos Analytics to run pre-written reports. You can subscribe, schedule, view,
download, or print report output information based on the report logic. The results can be exported into
these formats

= Excel

= Excel data

= CSV (for mail merge or import into other systems)
= Adobe Acrobat (.pdf) for printing

= XML

=  Web based HTML format for viewing

Accessing Cognos Analytics Portal

= All users access Cognos by using IBIS Portal and by clicking on the Reports Link.

- n— ar1z My Account Sellings Logout
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= Internet Explorer, Google Chrome, and Mozilla Firefox can be used with Cognos Analytics. Cognos is
not supported with the use of Edge.

= The standard Cognos Maintenance window is Saturdays and Sunday’s and outages will be
communicated.



Navigating to IBIS Reports

1.Click on the Reports Under Home of the IBIS Portal
2.You will be navigated to the New Cognos Portal (which is the Welcome Page)

1BM Cognos Analytics

© What'sNew Toread about what's new in Getting Started, click More Info.

&) rome
Q search

D3 My content
) i Hello. Welcome to l i 0

© recent IBM Cognos Analytics.

Unearth hidden insights with a personalized analytics
experience driven by Al ¢ ] | |

o0>Q o
o0 20
o ke

Recent

] | | |

BD 606 Bud...ion Report ~ RK 15 Multi...ose Report  Reconciliation Report BI 09 Detail... I (Dollars)

report

report

Last modified
10/20/2020, 326 P

Drag and drop files, open Quick launch or Browsa.

Qv Manago

+ New




Main Portal Page Content

The Main Portal has Application Bar and Navigation Bar

—:: IBM Cognos Analytics Welcome v
/ 'S 4 (@ What's New To read about what's new in Getting Started, click More Info. Dismiss More Info
5 fome Show welcome @D
Q Search =
[ My content = l ‘ | l >
e {
[5] Team content Hel.l.o. Welcome TO )
® Recent IBM Cognos
Analytics. . ) )
Application Bar
Unearth hidden insights with a f"

personalized analytics experience
driven l

@ Navigation Bar

?53 o)
O, Mana; O/O S
a 2e [y O
+ New

How-to catalog Samples k L

Application Bar

—:: IBM Cognos Analytics Welcome

1/2 Alerts € > (D) What's New To read about what’s new in Getting Started, click More Info. Dismiss More Info

Now we will see what we can do with the Application Bar

Welcome

Toggle between Welcome Page and Opened or New Reports

Budget Code Report Names A

Welcome

[ Budget Code Report Names

= House icon ( ) indicates you are on the Home Page.

= Click ( € ) to close objects in the window.



More

Welcome . f_;_\.

o
M

3 Started, click More Info.

% Show welcome @D

= Used to set report output as your home page (not generally recommended).
(Default is main portal page)
= Capabilities change depending where you are in navigation or authoring.

Notifications Indicator:

Welcome

's new in Getting Started, click More Info. Dismiss More Info

Motifications

= Alerts user when subscribed reports have finished executing
Personal Menu

The personal menu is related to anything relating to you as a user. This includes your security settings
and personal preference settings within the portal.

Welcome . .J_:_l, r‘:"..l @

's new in Getting Started, click More Info. Dismiss More Info

= Settings related to you as the user.
® Includes preference settings and schedule & subscription maintenance.
= Used to sign out of Cognos.



My Preferences

= Click on the Person Icon () located on the Application Bar and select My preferences.

—:: IBM Cognos Analytics Welcome

1/2 Alerts ¢ > (@ What's New To read about what’s new in Getting Started, click More Info.

= h
Hello. Welcome £
to

IBM Cognos

Analytics. ¢

@ W O 0B

Unearth hidden insights with a
personalized analyfics

% IBIS User12
test@iest.com

My schedules and subscriptions

| My preferences @ |

Log my session

My Inbox

My Watch Items

About

Sign out

IBM Cognos Analytics Welcome

1/2 Alerts ¢ 2 (D What's New To read about what's new in Getting Started, click More Info.

E 3

= Bl
) Hello. Welcome !
© to

IBM Cognos

Analytics. ¢
Unearth hidden insights with a

personalized analytics
experience driven by AL

Dismiss More Info

My preferences

General §l Personal

E—
Home page Default
Show hidden entries O
Report format HTML ']

Turn on accessibility features

I Show hints

Time zone  (GMT-05:00) United States Time (New York) »

Product language

Content language

Bidirectional language support

English »

English »

Report Format: Users can change all reports to run in a preselected mode, but this is not

recommended. Default is HTML.

Show hints: Users can turn hints on or off on the main portal page and within the authoring tool.

The current setting in this example is off, or unchecked.

Additional settings are not typically changed




= Select the Personal Tab

More Info

—:: IBM Cognos Analytics Welcome
1/2 Alerts ¢ 3 (D What's New To read about what’s new in Getting Started, click More [nfo. Dismiss
2
Q — . Generalll Personal

= : | S—
D = ) { | ' h Email

(4 =1 | 1
N LN test@test.com

[ Hello. Welcome : .
® to . Advanced

IPEM Cadnhac

Make Sure you have the email account to be right and it is your office email Address
= Use the down arrow across from Advanced to open additional options.

—:: IBM Cognos Analytics Welcome

1/2 Alerts ¢ > (D What's New To read about what’s new in Getting Started, click More [nfo. Dismiss

More Info

@ My preferences
; = |

Email

i{ )
el ]

test@test.com

[z Hello. Welcome

to ’ Advanced

IPEM Codnac

* Renew credentials after changing your password for Subscriptions and Schedules can be found here
= Click Renew after password changes for Subscriptions and Schedules to continue running.

IBM Cognos Analytics Welcome

1/2 Alerts ¢ & (D) What's New To read about what’s new in Getting Started, click More Info. Dismiss

More Info

My preferences

Q — General Personal
D - { | . | e Email
€ s N test@test.com
) Hello. Welcome ~-
®© to . Advanced
IBM Cognos D\ Credentials
Analytics. g
Unearth hidden insights with a Data server credentials
personalized analytics
experience driven by AL Groups and roles

My capabilities

~
Renaw

Manage »
View details »

View details »

Additional settings under My preferences are not typically changed.



My schedules and subscriptions

Users can subscribe to a report they use often or on a regular basis. When you subscribe to a report,
the subscription includes all your prompt and parameter values. My schedules and subscriptions display
user subscriptions as well as schedules. It can be used to research failed report schedules, delete
schedules/subscriptions, and modify schedule/subscription rules.

—:: IBM Cognos Analytics Welcome oen Q

1/2 Alerts ¢ 3 (D) What's New To read about what’s new in Getting Started, click More [nfo. o IBIS User12
[l

test@test.com

My schedules and subscriptions

My preferences {}j

Log my session

e
e“l"l

o

o

m Hello. Welcome {

® to l L 0 My Inbox

My Watch Items

IBM Cognos
. O“ About
Analytics. ¢
Sign out
Unearth hidden insights with a
personalized analytics ‘

Navigation Bar

—:: IBM Cognos Analytics Welcome

> (@ What's New To read about what’s new in Getting Started, click More Info. Dismiss More Info

- Show welcome @D
Q = 5
~ — H ||
) e | |
" Hello. Welcome |
© to l
IBM Cognos - .
Analytics. ¢ b ‘|

Unearth hidden insights with a
persanalized analytics
experience driven by AL

Q.
™
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Search

—:: IBM Cognos Analytics Welcome

1/2 Alerts > (D What's New To read about what’s new in Getting Started, click More Info. Dismiss More Info
@ Show welcome @D

D - — . ‘I\ J ‘ l 2

L ®. "] |
o Hello. Welcome - Lo .
© to |
TR A

Search for items by keywords and select Enter key. Searches can be saved

My Content
—:: IBM Cognos Analytics Welcome
1/2 Alerts > (D What's New To read about what's new in Getting Started, click More Info. Dismiss More Info
far Show welcome @D
Q =
= - sl
N e iy |
b Hello. Welcome =
C) to
TR A [~

My Content folders (previously My Folders tab)

Team Content

Welcome
Dismiss More Info

IBM Cognos Analytics
(D What's New To read about what's new in Getting Started, click More Info.
Show welcome (@D

1/2 Alerts >

@
Q A= :
L €. i |
] Hello. Welcome 4 4
o to | ’

Team Content folders (previously Public Folders tab), This where Self Service and System Run Reports

Exists



Recent

—:: IBM Cognos Analytics Welcome

1/2 Alerts L > (D What's New To read about what’s new in Getting Started, click More Info. Dismiss More Info

Show welcome @D
- -

"!I :

@
Q
|

Iy

@ Hello. Welcome

to

TR A

Recently viewed report type objects and dashboards
New

To create a new report, Dashboard, Data Modules and Stories select the icon (authors only)

—:: IBM Cognos Analytics Welcome

1/2 Alerts ‘ 3 (D) What's New To read about what’s new in Getting Started, click More Info. Dismiss More Info

Show welcoms @D

& = |
N e 1] |
& Hello. Welcome ! : |
® to | ’
IBM Cognos ~ q
Analytics. ¢ g

Unearth hidden insights with a
personalized analytics
experience driven by AL

]
%
=
\xoJ

=1

Hints Icon

The Hints icon appears beside suggested icons. Clicking on the green button will open an
information box explaining what the icon can do for you.

= Each information box contains a Turn off hints link if you choose to not use the Hints icon.
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= Users can also disable/enable the Show hints feature under My preferences/General tab.(NOTE: ALL

icon hints will be turned off).

!

= Formerly My Folders

= Contains objects only viewable by user

= Users can copy reports from Team Content
folders and save to My Content for personal use

(2

My Content Team Content

= Formerly Public Folders

= Contains standard reports and departmental
folders and reports

= Users view items based on security

Icons in My Content and Team Content

= = i

Folder Package Report View
Team Content (Formerly Public Folders)

O

Shortcut

Dashboard

= Click on Team Content from Navigation pane to open a windowpane. The first pane generally contains
folder icons. Clicking a folder name will open anther pane.
= Click on the Self-Service Folder

Welcome

—:: IBM Cognos Analytics

1/2 Alerts ‘ > (D What's New To read about what's new in Getting Started, click More Info. Dismiss More Info

4
<

Team content
Show welcome (@D

Samples -
4/19/201110:36 AM

Self Service Reports
2/21/2018 11:10 AM

SPA Reports
9/29/201410:34 AM

o State Board of Elections
4/11/2013 9:13 AM

o System-Run Reports
2/21/2018 10:53 AM

e[¥]o ol®
7

= Click on the Administrative Reports Folder

—:: IBM Cognos Analytics Welcome

Dismiss More Info

(@ What's New To read about what's new in Getting Started, click More Info.

1/2 Alerts L >

« [ » SelfService Reports + v Tl [ o]
Show welcome

f Administrative Reports
8/10/2018 10:08 AM

Budget Development Reports
11/20/2015 10:41 AM

Budget Execution Reports

o 8/7/202011:50 AM
Certification Reports l

o 2/28/2017 2:14 PM

© B0 0B
]

Repert Template
o 7/30/2013 11:16 AM
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You will see all the reports under Administrative Reports Folder.

IBM Cognos Analytics Welcome

1/2 Alerts ¢ (@ What's New To read about what's new in Getting Started, click More Info. Dismiss More Info

Show welcome:

BKTIBIS-BEACON FTE Reconciliation Final
= 9/3/202010:5% AM

—  BK2 IBIS-BEACON FTE Reconciliation New : l

i~
[

il |
&

®

Budget Code Report Names - |
' 9/10/2020 2:08 PM

— Budget Information for long Session l
= 10/26/20201:12PM

Budget Revision to NCAS Invalid List Report
= 10/26/2020 1:40 PM O\ =

Fund Code Report h |‘
10/26/2020 1:46 PM I

Long Session Year2 Revision Account Validation Ik
10/26/2020 1:47 PM

NC IBIS Budget Code Report (RK221)
9/17/2020 1:45 PM

Original Certification Account Validation
= 10/26/2020 2:28 PM

Original Certification Amount Verification
10/26/2020 2:31 PM

Previous Month Compari ... of BD701 and RK325

rgf' W 9r3/202010:57 AM ;.
: _ . )
—  Preavious Month Over Expenditure (O 4
L 97312020 10:56 AM "d_‘/
+
e NeViced Cernmcanon mecountvangmmon - N

= Click on the NC IBIS Budget Code Report (RK221)

3 5 o]
74 NC IBIS Budget Code Report (RK221) v CeS Q 2 @
1/1 Alerts (D What's New To read about what's new in Cognos Analytics, click More Info. Dismiss More Info
m— udget Code Repol romp
Vol Committee Budgetary Reporting Unit

Budget Type
1-Education J kD
2-General Government
3-Health and Human Services
4-Justice and Public Safety
5-Natural and Economic Resources
6-Transportation
7-Statewide Information

@ KW 0O o

Sefestall Desslectall | Clickhere for Budget Types | | |
[ Click here for BRU
Budgeted General Fund Non-Reverting Interest-bearing
®ALL o ALL *ALL
v Ad ¥
N N N
Blocked Status Positions
® ALL ® ALL
v Y
N N

S ———
Cancel = Back Mext = Finish

Select the prompts you want to execute the reports

13



2

1/1 Alerts

Volume-Committee

1-Education
2-General Government

4-Justice and Public Safety

6-Transportation
7-Statewide Information

NC IBIS Budget Code Report (RK 221) Prompt

3-Health and Human Services

5-Natural and Economic Resources

Selsct ) Deselect 3

\ Click here for BRU

Budgeted

® ALL
A\ {
N

Blocked Status

® ALL
¢
N

Cancel = Back

Next = Finish

NC IBIS Budget Code Report (RK221)

(@ What's New To read about what's new in Cognos Analytics, click More Info.

Budgetary Reporting Unit

010-General Assembly o
030-Office of the Governor

031-Office of State Budget and Management
040-Office of the Lieutenant Governor
050-Department of Secretary of State

060-Office of the State Auditor

070-Department of State Treasurer

0A0-Morth Caroling Housing Finance Agency
120-Department of Insurance

130-Department of Administration

140-Office of the State Controller =

Select il Desslect 3l

‘ Click here for Budget Types |

General Fund Non-Reverting

& ALL
Y
N

Positions

® ALL
Y
N

Dismiss

< L

More Info

Budget Type

A @

Capital Improvement Fund

Interest-bearing

Selsct il Desslect |

®ALL
A
H

= Hit Finish at the bottom of the screen

You will see the report output in the Format (Excel or PDF) that is default to.

2 >

1/1 Alert:

ICAS  |Budget
pany/Code

NC IBIS Budget Code Report (RK221) v

(@ What's New To read about what's new in Cognos Analytics, click More Info.

NC IBIS Budget Code Report (RK 221)

2-General Government

031-Office of State Budget and Management

Budget Code-Long Title
Budget Code- Short Title

Interest

Date Last

Dismiss

Date of

[Certified

Origin

< L

More Info

(Closed Date|

03 13004

State Budget and Management - Reserve
for Special Appropriations

(State Budget and Management - Reserve
for Special Appropriations

(State Budget and Management - General
Fund

(OSBM - General

N

12/13/1999

12/13/1999

07/011970

07/01/1870

12131/9999

12/31/9939

State Budget and Management - General
Fund

[State Budget and Management - General
Fund

[State Budget and Management - Disaster
Relief

[OSBM - Disaster Relief

fand Mapping - General Fund
[0OSBM - Surveying and Mapping - General

Fund

State Budget and Management - Surveying |

12/13/1999

12/13/1999

1211311999

07/01/1970

07/01/1970

07/01/1870

12/31/9999

12/31/9939

12/31/9999

13085

tate Budget and Management - Reserve
for General Assembly Appropriation

SBM - Reserve for General Assembly
\ppropriation

12/13/1999

07/01/1970

12/31/9989

A @

14



Breadcrumb Trail

The breadcrumb trail keeps track of where a user has been in clicking through the folder structure. In
Cognos Analytics, as users click through the folders, the breadcrumb path collapses as more folders are
selected. This makes it more difficult for a user to find their “way back home.”

= B 2 D> NC IBIS Budget Code Report (RK221) v RO AR ¢

1/1 Alerts (1) What's New To read about what's new in Cognos Analytics, click More Info. Dismiss More Info

Team content » Self Service Reports > Administrative Reports

BK2 IBIS-BEACON FTE Reconciliation New

@
o

O B gsmosocomean 221)
@

®

— Budget Code Report Names
W 9p10/2020 2:08 PM

Budget Information for long Session

10/26/2020 1:12 PM
vert

interest Flmked|gale Last |PositionsDate of Flused Date]
; ertified Origin
BJdﬂier Revision to NCAS Inva_hd List Report

Navigate to Self Service Reports and Budget Development Folder

= Click on the Self Service Reports folder located in the Breadcrumb trail and click on the Budget
Development Folder

o

| 2 > NC IBIS Budget Code Report (RK221) O AN N C)

(D What's New To read about what's new in Cognos Analytics, click More Info. Dismiss More Info

1/1 Alerts

Team content

— BK1IBIS-BEACON
Y 91372020 10:59 AM

BK2 IBIS-BEACON FTE Reconciliation New

0]

o

D o e 21
=

®

Budget Code Report Names
= 9/10/2020 2:08 PM

Budget Information for long Session

b 10f26/20201:02 M
vert

nterest Blocked|Date Last  PositionsDate of losed Date]
ertified Origin

= Budget Revision to NCAS Invalid List Report

NC I[BIS Budget Code Report (RK221) aen c<g Q % @

1/1 Alerts Dismiss More Info

@' I (2 Teamcontent > Self Service Reports I

o Administrative Reports
8/10/2018 10:08 AM

Budgst Development Repaorts
11/20/2015 10:41 AM Q
A

221)

/7/2020 11:50 AM

Certification Reports
2/28/2017 2:14 PM

@ kg O O

vert |interest Date Last Date of  [Closed Date|
[Certified Origin

Report Template
7/30/2013 11:16 AM N N 12/13/1999 07/01/1970 [12/31/9999

)

15



You will see all the Sub Folders in Budget Development Folder

E] z D NC IBIS Budget Code Report (RK221) ~ . u@ Q rc% @

1/1 Alerts (@ What's New To read about what's new in Cognos Analytics, click More Info. Dismiss More In

@

5/1/201% 2:46 PM

Worksheet IT Long Session Reports
12/31/2014 2:34 PM 221)

Woarksheet IT Short Session Reports
11/5/2014 3:36 PM

jorksheet III Long Session Reports
O 1o3j2014 133 8m

© K O 0

vert

ertified Origin

interest rlmked Date Last rosnbndbate of Flmed Date,

= Click on Worksheet | Reports Folder. Now you will see all the reports in Budget Development Folder.

NC IBIS Budget Code Report (RK221) . c(g Q g @

1/1 Alerts (@ What's New To read about what's new in Cognos Analytics, click More Info. Dismiss More Info

« [ » SelfSer..Reporis » Budget Devel.. Reports )IWurksh « I Reports + AT I
Q — BI09 Detail Transactions for Worksheet I (Dollars)
W 10/26/2020 2:10 PM
D — Fund Purpose Statement Report
& 10/26/2020 3:19 PM
[El — Reconciliation Report
& 10/26/2020 3:26 PM
® — RK333B Reconciliation Transfers/Receipts Report
W g/z5/2020 4119 PM | _
bert Interest Date Last Date of  [Closed Date!
—  Worksheet I by Cost Center Certified Origin
' 10/26/2020 3:56 PM N N 12/13/1999 07/01/1970 [12/31/9999
— Worksheet I by Cost Center (Excel Version)
& 10/26/2020 4:06 PM 1
o N N 12/13/1999 07/01/1970 [12/31/9999
= Worksheet I Department Summary
m [ 207 .
T 10/26/2020 416 FM N N 12/13/1999 07/01/1870 [12/31/9989
—  Worksheet I Detail by Fund/Cost Center
W 10/26/2020 4:01PM | ]
N N 12/13/1999 07/01/1970 [12/31/9999
— Worksheet I Report
11 [ 2073 . B
© 10/26/2020 4:25 PM N N 1211371999 07/01/1970 |12/31/9999
— Worksheet I Report (Donna)
L 020 10:59 AM
N 1211371999 07/01/1970 [12/31/9999
—  Worksheet I Report (Fund Purpose)
O, W 10/26/2020 4:43 PM
—y |
—  Worksheet I SUMMARY OF 2019-21 BASE BUDGET (GENERAL FUND)
U 10/26/2020 4:34 PM
+
= Click on Worksheet | Report
Ir = TerhenesrT o] Ey !una_' Goerurn 1|
& 10/26/2020 4:01 PM 1
N N 12/13/1999 07/01/1970 [12/31/9999
Waorksheet I Report
10/26/2020 4:25 PM N N 12/13/1899 0710111870 [12/31/9889
: P!
e 020 10:59 AM
N 1271371999 07/01/1970 [12/31/9999
—  Worksheet I Report (Fund Purpose)
U 10/26/2020 4:43 PM

— Worksheet I SUMMARY OF 2019-21 BASE BUDGET (GENERAL FUND)
= 10/26/2020 4:34 PM

.‘){:)
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= Select the Report prompts that you want to execute

z Worksheet [ Report . u@ Q (Q\ @

(@ What's New To read about what's new in Cognos Analytics, click More Info. Dismiss More Info

Recommended Base Budget (Worksheet I)

B

Report Type Account Level Biennium

*[CATPans ™ By Subgroup *[2021-23 M
® Summary Report
Summary by Purpose
Summary by Account
Fund Detail by Account

@ K O O

Budgetary Reporting Unit Budget Code Status

*|010-General Assembly - d 11000-General Assembly - General Fund
020-Administrative Office of the Courts 21000-General Assembly - Special Fund
022-Indigent Defense Services
030-0Office of the Governor
031-Office of State Budget and Manag:
040-0Office of the Lieutenant Governor
050-Department of Secretary of State
060-0ffice of the State Auditor
070-Department of State Treasurer
080-Department of Public Instruction
090-Department of Justice -

Select 3l Daselest 3il Select 2l Deselect 3l

*
Approved v

Click here for Budget Codes

[ Only Budget Codes with data for selected values will show in prompt list

Cancel < Back Next = Finish

= Click on Finish

4 I> Worksheet I Report : c@ Q (Q‘n @

(@ What's New To read about what's new in Cognos Analytics, click More Info. Dismiss More In

Recommended Base Budget (Worksheet |)
Summary Report
Biennium : 2021-23
Status : Approved

010-General Assembly
11000-General Assembly - General Fund
IncrDecr Total

Description Actual Certified Authorized Incr/Decr

2019-20 2020-21 2020-21 2021-22

Total
2021-22

2022-23

2022-23

Total Requirements
Total Receipts

$75,194,566 $74,967,502 $74,967,502 50

$3,338,506 $861,000 861,000 30

$74,967,502
861,000

$74,967,502
$861,000

Net Appropriation

Description

71,856,061 $74,106,502 $74,106,502 50

Actual Certified Authorized Incr/Decr

$74,106,502

Total

IncrDecr

$74,106,502

Total

Total FTE

0.000 484.950 0.000

0.000




How to Rerun the report with different Prompt Values

= Click on Run as on the Application Bar

EI ﬁ > orksheet I Report v 5 ¢<g Q g @

1/1 Alerts (@ What's New To read about what's new in Cognos Analytics, click More Info. Dismiss More Info

Recommended Base Budget (Worksheet I)
Summary Report
Biennium : 2021-23
Status : Approved

010-General Assembly
11000-General Assembly - General Fund

Description Actual Certifiad Authorized Incr/Decr Total Incr/Decr Total
2019-20 2020-21 2020-21 2021-22 2021-22 2022-23 2022-23

Tolal Requirements 575,194,566 §74,867.502 574,867,502 30 74,967,502 §74,867.502
Total Receipts 3,338,508 $861,000 $861,000 50 $861,000 $861,000
Net Appropriation 571,856,061 74,106,502 $74,106,502 50 $74,106,502 74,106,502

Description Actual Certified Authorized Incr/Decr Total Incr/Decr Total
Total FTE 0.000 494 950 0.000 0.000

= Click on Reset prompts and run

Worksheet I Report * c(g Q rQ\ @

Run HTML H about what's new in Cognos Analytics, click More Info. Dismiss M

Run PDF

Run Excel

Recommended Base Budget (Worksheet I)
Run Excel data Summary Report
Biennium : 2021-23
Status : Approved
Run CSV

- General Fund

Actual Certified Authorized IncriDecr Total IncriDecr Total
Run XML 2019-20 2020-21 2020-21 202122 2021-22 2022-23 2022.23

§75,194,566 $74,967,502 $74,867,502 §74,867,502 $0 §74,967,502
Reset prompts and run $3,338,506 $861,000 861,000 $861.000 $0 $861,000
§71,856,061 $74,106,502 $74,106,502 §74,106,502 $0 §74,106,502

% Description Actual Certified Authorized IncriDecr Total IncriDecr
Total FTE 0.000 494 950 0.000 0.000

18



z Worksheet I Report v e c(g Q Q

™

1/1 Alerts () What's New To read about what's new in Cognos Analytics, click More Info. Dismiss More Info

) Recommended Base Budget (Worksheet 1)
Q Report Type Account Level Biennium
*
AllParts ™ By Subgroup *[2021-23 v
D ® Summary Report
Summary by Purpose
Summary by Account
[E Fund Detail by Account
@ Budgetary Reporting Unit Budget Code Status
*|010-General Assembly - * 11000-General Assembly - General Fund < Approved -
020-Administrative Office of the Courts 21000-General Assembly - Special Fund

022-Indigent Defense Services
030-0ffice of the Governor

031-Office of State Budget and Manage
040-0Office of the Lieutenant Governor
050-Department of Secretary of State
060-0ffice of the State Auditor
070-Department of State Treasurer
080-Department of Public Instruction
090-Department of Justice <

Select 5ll Deselect all Select 3l Deselect 5/

Click here for Budget Codes

* Only Budget Codes with data for selected values will show in przmpt list

+‘Dp

Cancel = Back Next = Finish

@

You choose the desired prompts you want it and run the report.

How to Access the System Run Reports

= Click on the Team Content on the Navigation Bar
= Click Collapse Iltem on the Windows Pane

Self Ser... Reporte » Budget Devel ... Reporiz > Worksh ... I Reports

(g Team content

@ Q ans for Worksheet I (Dollars)

[ Self Service Reports

ant Report

[1 Budgst Development Reports

RK 333B Reconciliation Transfers/Receipts Report
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= Select System Run Reports Folder and select Certification Reports Folder and select BD307 Revised
Report (Sub Group Level)

= Vs Worksheet I Report

1/1 Alerts (L) What's New To read about what's new in Cognos Analytics, click More Info.

(a1l Team content » System-RunReports » Certification Reports

BD 306 Capital Certification Report
O 6242013 10:50 AM

BD307 Original Report
b 10/26/2015 7:24 PM

BD307 Original Report(Sub Group Level)
O 10/26/2015 6:01 PM

BD307 Revised Report
7/27/2016 11:33 AM

BD307 Revised Report(Sub Group Level)
7/27/2016 11:25 AM

o BI231 State Wide Summaries Report
6/24/2013 10:53 AM

_:: EI 74 > NC IBIS Budget Code Report (RK221)

11 Alerts (i) What's New To read about what's new in Cognos Analytics, click More Info.

L

» Syste..epor » Cert..or BD307 Revised Report( ... Group Level] + Y

BD307 Revised Report(Sub Group Level)
@ 9/3/2020 10:58 AM
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= Hover on the BD307 Revised Report (Sub Group Level) and click on the Ellipses, Select View Versions

—:: IBM Cognos Analytics Welcome ooo ‘{_;\_

1/2 Alerts L > (@ What's New To read about what's new in Getting Started, click More Info. Dismiss More Info

« [m » Syste..epor > Cert..or > BD307 Revised Report(... Group Level) + v Tl Show welcome @D

BD307 Revised Report(Sub Group Level)
E 9/3/2020 10:58 AM
Run as

& Edit report
iz Create report view

I @ View versions @]

¥y Create a naw job

@

|
o
=
©

=2 Share ‘ “ “
Take ownership

5] Copy or move

&> Create shortcut

T Delets

+= Properties

IBM Cognos Analytics Welcome o ‘Q

1/2 Alerts < » (D What's New To read about what's new in Getting Started, click More Info. Dismiss More Info

Versions Show welcome @D

Versions  Archives

@
Q
D Show all history D | o
(2
©

- .
2 | [
Aug 21, 2020, 2:51:30 AM N
x Z

¢ 2 “ I

= Click on Version that are shown under the version, You will see the scheduled output. Click on the PDF

Q Versions Archives

Show all history ]

~-

© K [

Delete report version

010-General Assembly

EN (S
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Another Way of Executing the Report:

= Go to the Self Service Reports Folder=>Budget Development Reports Folder=>Worksheet | Reports
Folder
= Right-click on Worksheet | report OR click the ellipsis to the right of the report name. Notice the row

is highlighted and an options menu appears.

—:: IBM Cognos Analytics Welcome
fl;]‘ + [ > SelfSer..Reports > Budget Develo ... Reporte > Worksh..IReports + % Tl Show welcome . @D 3
—  BI 09 Detail Transactions for Worksheet I (Dollars)
Q b 10/26/2020 2:20 PM
— Fund Purpose Statement Report
D L 10[26/2020 3:19 PM
— Reconciliation Report
) b 10/26/2020 3:26 PM
— RK 333B Reconciliation Transfers/Receipts Report
@ bl 9ra5/2020 4119 PM
—  Workshest T by Cost Cent
. Worksheet I by Cost Center (Excel Version) & Editreport Il
b 10/26/2020 4:06 PM
— Worksheet I Department Summary i3 Créatdrapartview I
d 10/26/2020 4:16 PM
B View versi
— Worksheet I Detail by Fund/Cost Center L
L 10/26/2020 4:01 PM Y %
% Create a new job
—  Worksheet I Report ,-"‘}
bl 50726/2020 4:25 PM R &2 Share
& ‘:"éq;ts..:;:eotiffgzrt (Fund Purpose) ] Copy or move
o _ Worksheet T SUMMARY OF 2019-21 BASEBU v Createshortcut
ﬁ" td 10/26/2020 4:34 PM
- W Delets
+ %= Properties
> Runas Allows selection of report output type and Run in background mode
Z Editreport Opens report in authoring tool for edits and changes
T Create report view Creates a report view, usually used to create a copy for scheduling
(o) -
= \iew versions Displays any previously saved report output and previous run
1.1 il .
- history
- Ability to create a job
%y Createansw job y )
Copy link to share content with other users
o Share
Take ownership Used to update logged in user to become report owner
] Copy or move Copy report object to another destination in Cognos. Must have
write access to selected destination.
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& Create shortcut

Used to create a shortcut version of the report. Not generally
recommended.

] Delets

Used to delete the report object

== Properties

Displays report owner, relevant dates, report description and other
options based on user Access

Note: Users may not see all these options as they are based on access and Cognos license capabilities.

> Runas
= Click on Run as (

) option.

= Choose the Format you want to run. | choose the PDF option to run and Choose Prompt me to get to

the Prompt Page.

—:: IBM Cognos Analytics Welcome
‘@ Run as
Show welcome @D
Q Run in background C)
O O Excel { .
4y |

3 (O Excel Data
© @ PDF

O HTML

Ocsv Sy

-
O xML $"
<

Prompt me
(Q‘v
+ El

£ 4

= Hit Run at the Bottom of the screen
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Copying and Running the Report in the Background

= Right-click on Worksheet | report OR click the ellipsis to the right of the report name. Notice the row
is highlighted and an options menu appears and Click on Copy or Move

IBM Cognos Analytics Welcome v
'@' 4« [ » SelfSer..Reporte > Budget Develo... Reporte > Worksh ...1Reports + T )
Q = BI 09 Detail Transactions for Worksheet I (Dollars)
bl 90/26/2020 2:10 PM
|:| = Fund Purpose Statement Report
Bl 90/26/2020 2:19 PM
Eg = Reconciliation Report
Ll 1026/2020 3:26 PM
@ = RK333B Reconciliation Transfers/Receipts Report
) 9/25/2020 4:19 PM
— Worksheet I by Cost Center
B 10/26/2020 3:56 PM & Ron.as
= Worksheet I by Cost Center (Excel Version) & Editreport
Ll 9o0/26/2020 4:06 PM
= Worksheet I Department Summary I Createreport view ”
Bl 4072672020 4:16 PM
@ View versions
] Worksheet I Detail by Fund/Cost Center
& 10262020 4:01 PM
R ¥, Create a naw job
Waorksheet I Report R
& 10/26/2020 4:25 PM «2 Share
—  Worksheet I Report (Donna) :
B 9/312020 10:89 am Take ownership
& ‘u"."c?rkshe:at I Report (Fund Purpose) ] Copy or move
= 10/26/2020 4:43 PM
o, = WorksheetISUMMARY OF 2019-21 BASEBU ¢ Createshortcut
'm) bl 4p26/2020 4:34 PM
- T Delete
+ -

+= Properties

Show welcome

Always move the Report to the My Content Folder

Copy or move: Worksheet I Report

Select a destination

] Fund Purpose Statement Report

] Reconciliation Report

Destination: Workshest [ Reports

I_:l e« [= » SelfSer..Reportz » Budgest Develo ... Reports

| |E| [ BI 09 Detail Transactions for Worksheet I (Dollars)

] RK 333B Reconciliation Transfers/Receipts Report

» Worksheet I Reports
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= Select My Content

Copy or move: Worksheet I Report

Select a destination

IID [0 My content
Ceal

Destination: My content

Move to

= Click on Move to (
= Click on My Content and you will see the report (Here in our case it Worksheet | Report)

My content

— Worksheet I Report
10/26/2020 4:25 PM

) and you will see the report in My Content

Reconciliation Report

onciliation Report By Dollars (Worksheet I)
Biennium 2015-17
Budget Code 03410




Running the Report in the Background

= Right-click on Worksheet | report OR click the ellipsis to the right of the report name. Notice the row
is highlighted and an options menu appears and Click on Run As and Choose Run in the Back Ground

Classic View New job*
G]‘ [0 My content + W Tl Run as .
Run options
T, | BEssiss Run in background
Run order
b [ Excel O Runallatonce
& [] Excel Data @ Runin sequence
® PR Continue on error
[]HTML @D Enabled
[Jcsv
mEG
I
Prompt me
You will be prompted for input before the report runs in
background.
Advanced v
N
%v
+ (=]
= Expand Advance
—
Advanced A
@ Now () Later
PDF >
Languages >
Delivery B
Classic view -
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= Expand Delivery

= Choose the Report by Email
= Attach the report

Classic View New job* ~
{aY [0 My content + % Tl & Back Deliver
Y -
Run options
Q Worksheet I Report -
] 10/26/2020 4:25 PM
Q Send report by email Run order
(] O Runallat once
Attach the report

& @ Runin sequence

To: >
@ Iml Continue on error

@D Enabled
Subject:
A new version of Worksheet I Report is available
Ifee]lees
& P
+ Include a link to the report
P
-~ -

= Uncheck Include a link to the report.
= Scroll to the Bottom

Classic View New job* ~

B>

[0 My content 5% Tl < Back Delivery Run options

Worksheet I Report - . -
B 1o/26/2020 4:25 BM
= Run order
O Runallat once

@ Runin sequence

Continue on error

@D Enabled

QB O 9

r
I
Include a link to the report ]
ﬁ Print report I}
D Send report to mobile device (|
|} Save to cloud 1
O.
(@) |§] Save report
+ =]
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= Click on Done at the bottom.

Classic View

G} [0 My content + Tl Run as .
Run options
L_| excel PN
Worksheet I Report
Q B 10/26/2020 2125 pm [JexcelD
xcel Data
Run order
(] PDF (O Runall at once
[ HTML @ Runin sequence
® [Jcsv Continue on error
]t @D Enabled

Prompt me

You will be prompted for input before the report runs in
Il background.

Advanced A~

@ Now () Later

PDF >
Languagss >
Delivery >
Classic view -

+‘39

E] Classic View New job*

Steps un options

e

@- Generating prompt inputs for report
~~

= Choose the Prompts you want to run

‘ ' ' Recommended Base Budget (Worksheet 1) :

Report Type Account Level Biennium

( *[@AlPars " By Subgroup
Summary Report
Summary by Purpose

I: Summary by Account
Fund Detail by Account

*
2021-23 v

Budgetary Reporting Unit Budget Code Status

c * |010-General Assembly - hd 11000-General Assembly - General Fund
020-Administrative Office of the Courts 21000-General Assembly - Special Fund
022-Indigent Defense Services
030-0ffice of the Governor
031-Office of State Budget and Manag:
040-Office of the Lisutenant Governor
050-Department of Secretary of State
060-0Office of the State Auditor
070-Department of State Treasurer
080-Department of Public Instruction
090-Department of Justice -

*
Approved A

Select all Deselect al Select =l Desslact 2l

Click here for Budget Codes

* Only Budget Codes with data for selected values will show in prompt list

= Back Next =
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= Click on Finish
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