Cognos Reports Overview

This is a summary of course PHCMNAV108: Cognos Reports, which can be found on the UCPath website, on the training page at: ucpath.berkeley.edu/tools-resources/training-resources-and-help.
To find the link to the course, select the link to Position Management or Position Funding and Updates and Direct Retro and then navigate to the “Cognos Reports” link in the list.

This job aid introduces the basic layout and navigation of Cognos reports for UCPath, including accessing and running a report, scheduling a report, viewing report output, saving report output, and
exporting report output to Excel.

Access

e Access to Cognos reports is provisioned by the UCPath team and is based on your security role in UCPath
e Row level security in Cognos limits your access to data rows that appear in the report output the same way your access to data rows is restricted in UCPath

e Torequest Cognos access , request it from your Regional Service Director (list of directors is available
online at vca berkeley.edufinitiatives/berkeley-regional-services)

Browser Settings

e Internet Explorer is the recommended browser by UCPath, however Chrome will also work

e Don't user the back and forward arrows in your browser to navigate within Cognos, use the links and toolbar navigation within Cognos

e Depending on your screen resolution you might need to use scroll bars to show additional report info and zoom features to adjust report views
e If you have pop-up blockers on in your browser, this could impact how Cognos runs

e There are job aids available on the UCPath website that will walk you through the best browser settings for IE, Chrome, Firefox, and Safa-
ri - to access the job aids, log in to the UCPath Portal and choose “Help / FAQ” and follow the prompts to get to the job aids

Questions

e If you have questions about using Cognos reports, you can contact the UCPath team by:
e Logging in to the UCPath Portal, going to “Help/FAQ”, then “Ask UCPath Center”, then “Submit an Inquiry”
e Calling the UCPath Center at 855-982-7284 ((Monday-Friday, 8 a.m.-5 p.m. PST) to speak with an associate
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Pension Choice or Savings Choice Election

o

Notices and Updates

Home icon takes you to the default home page
Search icon allows you to search for reports
The folder icon with a person takes you to your personal folder “My Content”

The folder icon with two people takes you to a folder called “Team Content”
which is where you'll find the list of Cognos reports you have access to

The clock icon shows your recent reports
The center of the page will show recently opened reports
The Quick Reference section shows general tips and references for using Cognos

\

Log in to Cognos Reports

To log in to Cognos Reports, go to ucpath.berkeley.edu, log in to the
UCPath Portal using your CalNet ID and choose “Quick-
links” and then “Cognos Reports”

Home page icons

o UC Report Center

©oB T oo

The three dots open your settings for the report

The bell icon is a notification button that will alert you when
reports you have subscribed to have finished running

The person icon at the top right is s preferences icon - this is where
you can update your preferences, and sign out of Cognos Reports

Welcome v

Welcome to the UC Report Center

Get started by opening a dashboard, report or story!

Quick reference

v Get started

B Overview

- —

— D1 Get started videos

—
> Sample data
> Support

______ Your content will appear here.
aid or try our samples to get started.

J‘_’ Drag and drop your fies or browse




® Uclnks  +ee Preferences

s+ UC Report Center Welcome v

0 pretercnces e The person icon in the top right of the screen lets you access your preferences
O, ..". Welcome tothe UC Report Center General  Porsona e Inyour General Preferences, you can set your report
LL L Get started by opening a dashboard, report or story! . .
- P — format, turn the hints on and off, change your time zone
d e The small teal dot means there’s help info available
m Show hidden entries O
. e If you want to disable these, turn off hints in your preference settings
(] Report format [HTML v
— Tum on accessbility features
e
— IShowh-ms
Options for your region
Your content will appear here. Tmezone (GMT-08:00) United States Time (Los Angek >
Add some data or try our samples to get started.
Product language English >
Content language English >
IIJ Drag and drop your fies or browse
Bidirectional language support O
. Base direction for text Right-to-left vV
e Inyour personal preferences, you can renew your +:. UC Report Center e
credentials if you recently changed your password
. : A 8] My pret,
e A message will confirm your credentials were
updated with your current username and password B it Weleometo e DCRepork Contar e

LLL Get started by opening a dashboard, report or story!

u Emas
. MichaelNatka@ucop.edu
22
° Advanced o
Credentiais Renew
N —
—
My credentials Manage >
Groups and roles View detais >
Your content will appear here. My capabiities View detais »
Add some data or try our sampies to get started.
Logging Manage >

i‘ Drag and drop your files or browse




- UC Report Center ey Welcome menu

8] Wekcome e} N e Thedrop-down in the “Welcome” button at the top of
o Welcor 1 7561 Leavs bonstons Repor ° the page expands to show you open reports
-
-n
- il —_— — e You can toggle between open reports here
- ek re. e You can return to the home page from this drop-down or close reports
° v Getstarted
B Overview
|
— D Get started videos
—
> Sample data
> Support
VVVVVVVVV Your content will appear here.
Bdd some data or try our samples to get started.
i} Drag and drop your fies or browse
ae v

Search reports

e UC Report Center Welcome v

e  Click the search button on the navigation panel to open the search bar
Scarch By

e You can search reports by keywords

e Click on the icon that looks like a filter to sort the reports by | l
type of object or by the date the report was modified

R lonre o | 'enter
story!

36 Results

e You won't be able to click the filter icon until you search Quick reference
| R-341 Leave Donations Report A

Team content > UCPath R ... Reports > ABS Reports

e Click on the ”Save” button to the left of the filter icon to

save a search so you can access it again later g R - Retum from Leave
Team content > UCPath R ... Reports > PAY Reports

© B oD

v Get started

Overview

e  Clear the search bar to find your saved searches

o
R-177 - Retum from Leave
Team content > UCPath Reporting > Payrol Reports | O3 Get started vic

G R-341 Leave Donations Report > Sample data
Team content > UCPath Re ... Management Reports

R-373 Leave Accrual Tier Movement Report > b
Team content > UCPath R ... Reports > ABS Reports

arted.

Team content > UC Path Center Reporting

UC_AM_R266_LEAVE_DONATION

Team content > UC Path Center Reporting

)
[ UC-AMOOLEE ON LEAVE
m

o R-373 Leave Accrual Tier Movement Report wse
Team content > UCPath Re ... Management Reports

= LIC AV D928 | EAVIE DONATION




EpT— ] Open reports

5o
. A miontoleoshncioplairbo e From the main report center, click on the three dots to display the “More” menu
e e e e e From the expanded menu you can
e e f';é:m gs;"ww N e Runas- run the report in a specific format
st T e  Create areport view
Rrews o R e e View versions of the report
JRE— e - e ) e  Display report properties
S E e  Get ashareable link to the report
o
e 3 e  Createanew runjob
New °

e You can change how the reports are listed by using
= Benefits Reports

2.+ UC Report Center Welcome v
e There are alist of global UC reports available in the “Team Content Folder” 0 l
. . ! BB Tcam content Yy
e Reports listed here will vary based on your security access level i i S
e Click afolderin the list to see the o) pg UC Path Center Reporting Center
reports listed within the folder > RN THAM t or story! “
e The data you'll see within the reports depends on your access En gy UCOPLocalSystem-wide
/472 0:44 AN ?
e Breadcrumbs show at the top of the page, so you can cakus .
track what level you're at in the folder m ag UCPath Reporting ,
e You can click the breadcrumbs to return to that folder AR ¢
° - UCPath Templated Reports |
6/1/2018 10:31 AM H
)‘
i ‘;-
0 BB Teamcontent > UCPath Reporting
O =] Absence Management Reports
. 27772018 4:45 PV g . .
o ittt BT SEEIEE RO, esoes e The list of reports will default to
BN gy Affrmative Action Reports list in alphabetical order
6/1572018 7:06 AM o B0 Tecamcontent > UCPath Reporting > Absence Management Reports
as . : >
el uisclp O, @ ?|3-:L'Lgea;’e:)<‘>na>ons Report the sort and filter icons at the top of the page
o e You can change the size of the border to
Compensation Reports 7 .
W 520 134 Pu B O Ao Sumemy Repot review the full names of the reports by

pulling the folder pane to the right

o1 Efgdou 8 PM m g R-373Leave Accrual Tier Movement Report
i o 2772018 4:47 PM

- GL Integration Reports °

1MAS01R 120 P



Recent

Welcome to IBM Cognos Analytics

Get started by opening a dashboard, report or story!

Show more...

[ REPORT

R-384 - Escalation of Approaching

Job Record End Date

45200, 1044 PMA w001 1043PM 5010, 1043 PA

©® Runas

Create report view
I RepoRT 0 PO I RePoRT
Create shortcut: R-372 Accruals Summary Report X

R-380 Hours towards Career [ View versions. nt Jobs Report R-378 Terminated Employees on
Status Report H1B Visa

= Properties Select a destination
4/5/2019,10:43 PM + % Createanewjob 4/5/2019,10:42PM

[ RePORT

R-383 - Probationary Status/Trial
Employment End Date or Expired

[ RePORT

R-382 - Work Authorization
Expiration Report for Non-
Residents

Create shortcuts

e From the main report center, you can create shortcuts to
reports you use regularly by clicking the three dots and
choosing “create shortcut” from the expanded report menu

e  Save the shortcut to your "My Content” folder

e To save, select a destination when
prompted and click “Create shortcut”

Gopy or move

Create shortcut

& Share

© Remove from recent

Drag and drop files, open Quick launch or Browse

Running a Cognos report

7|

P

Run as” feature

Enter or verify your prompts

Go back to the report in your content
folder or the search and click on the three dots

The default format for Cognos reports is HTML

e

Your report is running.
Instead of waiting, you can select a delivery

Select a delivery method.

in the background.

Click the report name to run the standard report or go to your
“My Content” folder to run a version that you created

Run the report by clicking “execute” at the bottom left

Run the report in other formats by choosing “Run as”

You can choose to view reports in other formats such as PDF or Excel

This box allows you to select a delivery method for your
report if you don’t want to wait for it to run

-ln B My content (+]
Ea

Destination: My content

IBM Cognos Analytics
£} Home B3 Teamcontent > UCPathReporting > Workforce Administration Reports oY N
1 27/2018 4:42PM -
O, search
R-327 Student FICA Audit Report on Job Data
2/14/2018 7:06 AM
N My content
[ P:343 Postion Management Audit Report
© B yonoeazam
By Team content "
[ R348 Future Dated Terminations Showmars.., Quickreferenice
YO/2018 1135 AM
Recent
© [ P:347 Crosschek Employees in PPS and PS " [ REPORT v Getstarted
1/9/2018 11:35 AM L ——
® Runas Vork Authorization Overview

R-I5T AUl Termnated Employees

o
 Report for Non-
5 D Get started videos

2220875544 B Create report view
[ P36 Union Descriptons Report )
972018 1135 AM [ View versions 3P > Sample data
R-364 Vacation Accruals =
19/2018 11:34 AM = Properties > Support
R-367 Halogen Upload Report %, Create anew job i
4297208 100PM [ minated Employees on
[ P36 Paper Pay Check Report Fiaddnih
972018 1134 AM
Copy or move
R-370 Employee Service Credits 2pm
5/16/2018 641 AM -
R-371 Managers and Supervisors

2772018 4:42PM

R-378 Terminated Employees on H1B Visa
V1872018 4:10PM

R-379 - Concurrent Jobs Report
2712018 4:42PM

(=]

R-380 Hours towards Career Status Report
3/Y20197:45 AM Jrowse

R-382 - Work Authorization Expiration Report for Non-Residents
YO/2018 11:34 AM

R-383 - Probationary Status/Trial Employment End Date or Expired
1972018 11:34 AM

=]

New ®

R-384 - Escalation of Approaching Job Record End Date
19/2018 11:33 AM
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R-120 — No Payroll Activity for more than 120 days

B Business Unit(s)

epartment Selection

© Department(s)
Employee Class
®
| Cancel Execute Report

[Business Unit(s) )

(@ By Department (Default)
() By Org Structure
Deselect

Select from dropdown
[Department(s) v]  OR

Search by Dept ID

[

atons ¥
Results: Cholce:
<] [ insertw

«Remove

Seisct a1 Desslest 31

Seiec ot Deselectan
Select Employee Class
T~ 1- Staff. Contract
I” 2- Staff: Career
I 3- Academic: Recall
I 4- Staff: Limited
I 5 - Student: CasualRestricted
I~ 6- Staff: Per Diem
OR [ 7- Staff: Partal Year Career
I 8- Staff: Floater
I 9 - Academic: Faculty
I 10- Academic: Non Faculty
I 11 - Academic: Academic Student
I~ 13- Staff: Contingent Worker ¢

Report prompt types

e Value prompt: Select one or more values from a list

e Search and select prompt: Search for values and
then select from the search results

e  Text box prompt: Type a value

e Date prompt: Select a date or a range of dates

e Tree prompt: Select values from a hierarchical tree structure

e  Prompt combinations: Select from multiple prompt types the prompt format that
best suits the selection criteria and then select a value from the displayed list

e Cascading prompt: The values in one prompt
determine the values available in the next prompt

Report prompts

Report prompts allow you to specify selection criteria for the report
Some are required and some are optional
An orange asterisk means that the prompt is required to run the report

An orange arrow means a value hasn’t been entered yet

*

Apr 5, 2019

&v

;| Business Unit(s) v |

example 1
Employee Class Select Employee Class Group
I~ Academic
[~ Staff
[~ Student
[~ Other

Select all Deselect all

Value Report Output :

prompts

: () Non Resident alien vith Visa type ‘'F1" or J1' and viith FICA withholding
() Employees with Citizenship Status ‘3' and with YTD-FED Tax report

example 2

example 3

yDepanment(s) Pick from dropdown OR Search by Dept Id
Department(s) v
Departmel -

AACHN - Chanc Office

AACHO - Chancellor's Immediate Office
AACLA - Legal Affairs

ABCFI - Finance Immediate Office
ACBUD - Budget Office

ADPAO - Planning & Analysis Office
AIDDC - Development

AIDVO - Univ Dev and Alumni Rel
AJPAF - Public Affairs

AJPIO - Public Affairs-L5

AKFSS - RE Support

AKVCC - RE Support and Immed Off
AKVCI - RE Immediate Office

ALOPS - CP Operations

ALPDC - Capital Projects

ANIPS - Center Integrative Planetary
AQCPE - Phys and Enviren Pln

ATSSC - Center Sexuzl Culture %




Search by Dept ID

Results:

v

Select 3ll Deselect 3!l

(s

Choice:

Insert

4 Remove

Select 31l Deselect 3!

Search and select prompt example

Department(s) By Org Structure

Select Level

() L1DEPT
() L2 DEPT
( )L3DEPT
() L4DEPT
() LSDEPT
(_) L6 DEPT
(®) L7 DEPT

Deselect

Current UC Service Months

Enter Min No. of Months

Enter Max No. of Months

o | () [1200 |

Prior UC Service Months o | TO 1200 |
Prior State Agency Service Months o | TO [1200 |
Total UC Service Months (All o ] 10 1200 |
Campus)
BTotal of all Service Months o | TO 1200 |
Text box prompt example
Date of change From \

| Apr 5, 2019 | B8~

To

| Apr 5, 2019 | B~

example 1
#*

As of Date

Apr 5, 2018

it

example 2

Date prompts

Tree prompt example



)Depamnem Selection

Department(s)

(®) By Department (Defaulf)

() By Org Structure

Deselect

Select from dropdown

[ All Department(s)

v OR

Results:

Search by Dept ID

Choice:
a Insert

<4 Remove

Selsct 3l Deselect all

Selsct 31 Deselect 3l

example 1

’Depanment Selection

Department(s) By Org Structure

() By Department (Default)
(@) By Org Structure.

Select Level

Deselest

() LTDEPT
() L2DEPT
()L3DEPT
() L4DEPT
()LSDEPT
() L6 DEPT
(L7 DEPT

Deselect

Select Dept by Level in ORG structure

Cascading
prompts

example 2

Prompt combinations

Department(s) By Org Structure

Select Level Select Dept by Level in ORG structure
(®)L1DEPT UNIVERSITY - UNIVERSITY - Berkeley
() L2DEPT UNIVERSITY - University Default
() L3DEPT UNIVERSITY - UC Merced
() LaDEPT UNIVERSITY - UNIVERSITY - Davis
() LsEPT UNIVERSITY - UNIVERSITY - UCLA
= L6 DEPT UNIVERSITY - Univ of CA, Ofc of President
O] UNIVERSITY - UC Riverside
@ L7DERY UNIVERSITY - DEFAULT - ANR
AND UNIVERSITY - Associated Students, UCLA
Business Unit(s) [ BUSINESS_UNIT v |
I lect all Deselect all
DDepmmem(s) Pick from dropdown OR Search by Dept Id Deseled Selecta, Desslectal
[ Select Department v examp/e 1
Options ¥
Results: @ire
N Insert
<4 Remove
Selsct 31 Deselect 31
Select al Deselect 31
example 3
example 2

Run Report

D)

() Six Month Salary Review Due Within Tvio Months

@ Salary Review Date Lapsed During Last Three Months
Q New Separations Report

() Appointment Changes Report

() New Hire Report




Report output

After you fill out your prompts and execute the
report at the bottom left, you'll see the output in HTML format

To change the report format, choose “Run as” from the play button icon at the
top of the screen and pick the format you'd like to see the report output in

e The PDF format is easy to share and includes page numbers

e  The Excel format is recommended if you're extracting data

Run a separate report with different prompt
values by choosing “Reset prompts and run”

R-103 Jobs with Approaching

oo D

o0c

oo §

B RnHTML

B RunPOF

& Run Excel

@ Run Excel data

B RuinCSV

B Run XML

® Reset prompts and run

R-103 Jo

EMPLOYEENAVE POSITION  DEPARTI
NUVBER o
40011608

40021918 ]

RVEMP <
RVCMP 1
R.CTMP o
RVCMP 0
RVCMP 2

<

| = Top £ Page wp ¥ Page down X Bottom
L

40021092

40000814

40024320

40020189

40025070

00117 Studert |

D0100¢ Ecomom

D007 e S d

DO1047 Botary §
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001054 Chermsy

s with Approaching End Dates v
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ASLAY
RO

ASLAT

L= o
RCMP

RVOMP

0 UNIVERSITY

o‘ CALIFORNIA

UCPath

Report Run Dete: Aug 28, 2018 538 55 FM

Business Unit(s): ALL
Department(s): ALL
m Reports to Position Number : ALL

0

= Top £ Page wp ¥ Page down X Bottom

R-103 Jobs with Approaching End Dates

BUSMNESS EMPLOYEE EMPLOYEE EMPLOYEE NAME POSITION
NIt L RECORD NUMBER

40011008

40021918

40011308

40021002

40000614

40240

40020189

40025070

DEPARTMENT
0

001200

001179
001026
00T
001047

001054

DEPARTMENT
DESCRIPTION
North Carmpus

Swudert Center

Dining Services

Studert Life
Ecomomcs
CECERT

Botary sro
Plant Sciences

oo4e2

004921

004822

oo4922

002850

coa7e

00330

oo7e

DESCRPTION

v
d

STOT2
STOT1
STOT1
READER.
GSHIP

GSRPARTIAL
FEE REM

R
SPECIALIST

QSRPARTIAL
FEE REM

EMPLOYEE
CLASS DESC

Stucert
CasustRentricted

Shcent
CasusiMestncted

Stuceet
CasustRestrcied

Shudent
CasusiRestncted

Academe

Acaderc

Sucdent

Azscerw hon
Faculy

Acaceme

O e

0 100000

0 430000

0650000

e Use the link in the lower left corner to scroll through the pages

e Top: displays the first page of the report

e  Page up: displays the previous page of the report

e Page down: displays the next page of the report

e Bottom: displays the last page of the report



Save your report view

e Choose “Save report” icon from the top left

e When prompted, enter the name of the report in the “Name”
field and then select the folder you'd like to save it to

e You're only able to save it to your folders within your "My
Content” folder - you can’t save report views to the Team Content folder

Name: In the Name field, accept
[Report View of R-103 Jobs with Approaching End Date | the default name or type a
new name for the report.

Location:
None
Select another location... Select My Folders

oK Cancel

Click the Select My Folders
link to save the report to the
My content folder.

Save as report view Help ®
Specify a name and location for this entry. A report view shares the same repgnfspgqﬁc.g!{onjs the ‘source report.

Settings

e Click the three dots in the upper right hand of the report page to access settings
e From here you can

e  Setareport as your home page report

e  Share the report

e  Embed the report in a webpage

e Subscribe to scheduled reports - so you are notified when the reports have run

Save report as report view..

o, curomix UL ath

Report Run Date: Aug 28, 2018 33833 M
£ | ) )
Business Unit(s): ALL
Department(s): ALL
[y Reports to Position Number : ALL

ASLAY 0
RVCAP 0

ASLAY 0
e J
ROV 1
RVCAP 0
RO 0
o 0

<

X Top % Pege up ¥ Page down X Bottom

BUSPESS EMPLOYEE EMPLOYEE EMPLOYEENAME POSITION DEPARTMENT DEPARTMENT
uNm ©o RECORD NUMBER o DESCRIPTION

R-103 Jobs with Approaching End Dates v @ ucunks
08  JOBCODE EMPLOYEE EMPLOYEE  FIE | EXPEC
CODE DESCRPTION CLASS  CRASSDESC 08B
DATE
0019608 219 Nom Compus  004O2 STOT 1 s Sudert 0100000  Oct
Shudert Certer CasuabRestrcted D
26
40021918 01208 Dining Servces  0O4321 stoT2 s Sudert 04%000  Sep
CotmNestrvind d
1200
40011008 m Greerhoune 004822 sTOTY S Swudent 0 100000 Cct
ComesRertrcted 2
2o
xR CONTS  Swdetite 0042 sToT1 s Sudert 0100000  Sep
CasasRestrctod 3
120
40008614 0010 Exonomes 002850 READER " Acscemc Se0
GSree h
Saudert 120C
4002400 001007 CECERT QOI276 OSRPARTIAL " Acacerw 0O 650000 Sep
FEE REM Acsoemx 2
SAcent e
40000159 001047 Botany and 00030 R © Acacems Non 1 Seo
Plart Scunces SPECALIST Facuty Q
jra e
axsom 001054 Chemnty QOI76  GSRPARTIAL " Acstemc 045000 Sepyy
FEE REM AL aoeme ]
>

R-103 Jobs with Approaching End Dates

R-103 Jobs with Approachin
Share
Embed
Subscnbe
AOYEENAME POSITION DEPARTMENT DEPARTMENT JO8 JOBCOOE EfSevoree TP TOUTTT re EPECT
NUMBER <] CESCRIPTION CODE DESCRIPTION CLASS CLASS DESC X8 e
cooe DATE
40011608 #  Nom Campun 004822 STOT s Shdert 0100000 Cct
Stucert Certer CasualResaxied §
°
40021918 001205 Dining Services 004521 sSToT2 3 Sudert 0 450000 Sep
CoanmunlRasdc e d
120C
40011508 211 Geeerhouse 004822 STOT 1 5 Sudeet.  0.100000 Oct
CanualResyciod 2
LRl o




Share

Link

Link:

https://biprod.ucop.edu/prod/bi/?

olders%2FUCPath%2BReporting%2Ftior| Iorce!iigmmxstrat

ion%2BReports¥2FWFA%28Reports%¥2FRE120%28%25E2%2580%25
93%2BNo%2BPayroll%2BActivity¥2Bfor¥28more¥2Bthan¥2812
@%2Bdays&action=run&format=HTML&prompt=false&promptPa
rameters=%58%78%22name%22%3A%22p_Dept%¥22%2(%22valueX2
2%3A%5B%5D%7D%2C%7B%22name%22%3A%22p_OrgDept%22%2C%22
value¥$22%3A%X5BX5DX¥7D%2C%7B%22name%22%3A%22p_Emp_Class
_Group%22%2C%22value%22%3A%58%50%70%2C%76%22name%22%3
A%22p_Orglevel%22%2C%22value%$22%3A%X58%X5D%7D%2C%76%22n
ame%22%3A%22p_ BU%22%2C%22valueX22%3A%5BX5D%7D%2CX78%2
2name¥%22%3A%22p_DeptChoice%22%2C%22value%22%3A%5B%78%
22display%22%3A%22By%2@Department%20%28Defaul t¥29%22%
2C%22use%22%3A%22Dept%22%X7D%5D%7DX2C%7B%22name%$22%3A%
22p_Emp_Class%22%2(%22value¥22%3A%5BX50%70%5D

Embed code:
Width: Height:
S S
320 200
v v

<iframe src="https://biprod.ucop.edu/prod/bi/?path
Ref=.public_folders¥2FUCPath%2BReporting¥2Fliorkforce%
2BAdministration¥2BReports¥2FWFA%2BReports¥2FR-120%2
B%25E2%2580%2593%2BNo%2BPayrol1%2BActivity%28for¥28mo
re%2Bthan%28120%2Bdays&amp;ui_appbar=false&amp;ui_nav
bar=false&amp;shareMode=embedded&amp;action=run&amp;f
ormat=HTML&amp; prompt=Ffalse&amp;promptParameters=%¥58%
78%22name%22%3A%22p_Dept¥22%2C%22value¥22%3A%58X50%7
DX2C%78%22name¥22%3A%22p_OrgDept¥22%2(%22value¥22%3A%
5BX5D%7D%2C%7B%22name%22%3A%22p_Emp_Class_Group¥22%2
C%22value%22%3A%58%5D%70%2CX78%22name%22%3A%22p_OrglLe
VvelX22%2C%22valueX22%3A%X5B¥5DX7D0%2C%7B%22name%¥22%3A%2
2p_BUX22%2C%22value%22%3A%X5B%5D%7D%2C%7B%22name%22%3
A%22p_DeptChoice%22%2C%22value¥22%3A%X5B%78%22display¥
22%3A%22By%2@DepartmentX20%28Default¥29%22%2(%22use%2
2%3A%22Dept%22%7D%5D%7D%2C%X7B%22name%22%3A%22p_Emp_C1
355%22%2(%22value%22%3A%5B%50%70%5D" width="320" heig
ht="200" frameborder="8" gesture="media" allow="encry
pted-media" allowfullscreen></iframe>

Share the report

e Choose share and the copy the link when prompted

Subscribe to the report

e If you want to run the report on a regular basis such as ever week or every month
e  Select the days of the week and the time when the report should begin
e  Select the format you want to receive the report in
e  Select the delivery method you'd like to receive the report by

e  Select prompts to review the parameters you selected when you ran the report

Subscribe

When do you want to receive this report?

On day(s) —h;I~ T\ W|T|F|S|S

Time © 6:29PM

Format HTML >

Delivery ) save >

Prompts 3 schedule prompt values >
Create Cancel




