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USING PROMPTS

Adding prompts to a report adds versatility and interactivity for people who will use your report.  A prompt is in essence a question asked of the user that will narrow the results in the report. There are various types and ways to use prompts:

· Add a Pre-written Prompt (found Insertable Objects in Prompts folder)
· Add a simple prompt with a Filter Expression
· Add a Text Box Prompt
· Add a Value Prompt 
· Create a Prompt Page with a Cascading Prompt
 
A. Add a Pre-written Prompt for Purpose

1. Open Report Studio using UD Financial Data Mart 

2. Click Create a new report or template
3. Double-click List [image: ]

4. Add the following fields to the work area:

	Field Name
	Query Subject  [image: ]
	Folder   [image: ]

	PURPOSE			
	Chart of Accounts
	Purpose

	ACCOUNT
	Chart of Accounts
	Account

	ACCOUNTING_DT
	Trans Detail
	

	JOURNAL_ID
	Trans Detail
	

	TRANS_DESCRIPTION
	Trans Detail
	

	TRANS_AMOUNT
	Trans Detail
	



5. Save this report and name it Prewritten Prompt

6. Add the following pre-written Filters (from the Filters folder):
[image: ]

-ACTUALS Ledger Filter
-Current Fiscal Year Filter
-Journal ID not blank Filter
-Statistics Code not ENP ENU Filter







7. Add the following pre-written Prompt (from the Prompts folder):
[image: ]

• Purpose Prompt

8. Save your work
9. Run the report



B. Add a simple Prompt with a Filter expression 

1. Click on the ACCOUNTING_DT heading and click Sort [image: ] and then Ascending

2. Add a simple prompt to return dates greater (older) than a date entered
a. On the toolbar, click Filters [image: ] and Add [image: ]
b. From the Data Items tab, double-click ACCOUNTING_DT
c. Type >?Acctg Date?, your expression should look like this:

[ACCOUNTING_DT] >?Acctg Date?

d. Validate [image: ] and click OK twice
· A prompt page will appear with a calendar and a clock
· Choose a date from the prior month, accept the default time
· Enter a Purpose and click OK
3. Save your work

4. Run the report





C. Add a Text Box Prompt to a report page

1. Click Open [image: ]
a. Go to Public Folders, Ellen Training, Report fpr class
b. Double-click on class TEXT BOX PROMPT

2. Immediately save in My Folders and name it Text Box Prompt

3. On the toolbar, click Filters [image: ] and Add [image: ]
a. From the Data Items tab, double-click PURPOSE
b. Create the expression :

[PURPOSE]='XXXX000000'  (enter your own Purpose instead of XXXX000000)

c. Validate [image: ] and click OK

4. Click the [image: ] Toolbox tab 

5. Drag a Table to just below the title, you will see a thick, blinking line on the right

[image: ]

a. Make it 2 columns and 2 rows and click OK

b. Your work area should look like this:

[image: ]

6. Still in the Toolbox, drag a [image: ] Text Box Prompt into the upper right table cell

[image: ]

a. This will open the Prompt Wizard
b. Choose Parameter window:
· Change  Parameter 1 to Fiscal Year 
· Click Next

[image: ]

c. Create Filter window:
· Click the ellipses [image: ]
· Package item - open UD Financial Data Mart package/Trans Detail/Dates folder, select FISCAL_YEAR and click OK
· Click the Finish button

[image: ]
7. Drag another Text Box Prompt into the lower right table cell

[image: ]

a. This will open the Prompt Wizard
b. Choose Parameter window:
· Change  Parameter 1 to Period 
· Click Next button

c. Create Filter window:
· Click the ellipses [image: ]
· Package item - open UD Financial Data Mart package/Trans Detail/Dates folder, select ACCOUNTING_PERIOD and click OK
· Make this prompt optional - check the box Make the filter optional
· Click the Finish button

[image: ]

8. Your work area should look like this:

[image: ]

9. Still in Toolbox, drag a Text Item [image: ] to the into the upper left table cell
a. Type – Enter Fiscal Year:
10. Drag a Text Item [image: ] to the into the lower left table cell
a. Type – Enter Period:

11. Highlight both left table cells and click the Right justify button [image: ]

12. Your work area should look like this:

[image: ]

13. Save your work

14. Run [image: ] the report and enter a Fiscal Year in the prompt page

15. When you’ve run the report once, you will be able to change the filters for Fiscal Year and Period from Cognos Viewer to get new results.
a. Change the values in the Text Box Prompts
b. Click Run [image: ]


[image: ]


D. Add a Value Prompt to a report page

1. Click Open [image: ]
a. Go to Public Folders, Ellen Training
b. Double-click on class VALUE PROMPT

2. Immediately save in My Folders and name it Value Prompt

3. On the toolbar, click Filters [image: ] 
a. Add [image: ] the following filter using the Data Items tab:


[PURPOSE]='XXXX000000'  (enter your own Purpose instead of XXXX000000)

b. Validate [image: ] each one and click OK (twice)

4. Click the Toolbox tab and drag a [image: ] Value Prompt to the left of list in the work area (look for thick, blinking line)

[image: ]

a. This will open the Prompt Wizard
b. Choose Parameter window:
· Change  Parameter 1 to Period 
· Click Next
c. Create Filter window:
· Package Item - click the ellipses [image: ]
· Package item - open UD Financial Data Mart package/Trans Detail/Dates folder, select ACCOUNTING_PERIOD and click OK
· Make this prompt optional - check the box Make the filter optional
· Click Next

d. Populate control window:
· Notice that Create new query is checked and Name is Query2 – leave both as is
· Click Finish

[image: ]



· Your work area should look like this:

[image: ]

5.   In the work area, highlight the Value Prompt by clicking on it
a. Go to Properties pane
b. Under General/Auto-Submit – change to Yes
a. Click ACCOUNTING_PERIOD column heading 
· Click Sort [image: ]
· Choose Sort Ascending 

6.   Save your work

7.   Run the report

8. When you’ve run the report once, you will be able to change the value for the Accounting Period from Cognos Viewer to get new results.

a. Change the value with the drop-down list in the Value Prompt
b. The report will re-run automatically
c. No need to click Run [image: ] 
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E. Create a Prompt Page with a Cascading Prompt

With Cascading Prompts, you create a series of prompts that are hierarchical.   When a prompt value is chosen, it determines the values available for the following prompt.

1. Click Open [image: ]
a. Go to Public Folders, Ellen Training, Reports for Class
b. Double-click on class CASCADING PROMPT

2. Immediately save in My Folders and name it Cascading Prompt

3. On the toolbar, click Filters [image: ] 
a. Add [image: ] one filter using the Data Items tab

[PURPOSE]='XXXX000000'  (enter your own Purpose instead of XXXX000000)

b. Validate [image: ] and click OK

4. Open Page Explorer, click Prompt Pages 

[image: ]

· It will look like this:

[image: ]

5. From Insertable Objects, drag [image: ] Page to the Prompt Page pane

6. Double-click Prompt Page1 to open it (it will create a blank work area)

[image: ]

7. From the Toolbox tab, drag a [image: ] Table into the work area (you’ll see a very long blinking , black line)


[image: ]



a. Enter - Columns 3 and Rows 3 and click OK
b. Upper left table cell – drag a [image: ] Text Item, type: Fiscal Year
c. Middle left table cell – drag a [image: ] Text Item, type: Accounting Period 
d. Bottom left table cell – drag a [image: ] Text Item, type: Trans Source
e. Your work area should look like this:

[image: ]

8. Scroll to the bottom of the Toolbox:
a. Drag a [image: ] Text Box Prompt to the upper center cell; this will open the Prompt Wizard

[image: ]

· Choose Parameter window:
· Change  Parameter 1 to Fiscal Year 
· Click Next
· Create Filter window:
· Package Item - click the ellipses [image: ]
· Package item - open UD Financial Data Mart package/Trans Detail/Dates folder, select FISCAL_YEAR and click OK
· Click Finish

b. Drag a [image: ] Value Prompt to the middle center cell; this will open the Prompt Wizard

· Choose Parameter window:
· Change  Parameter 1 to Accounting Period 
· Click Next

· Create Filter window:
· Package Item - click the ellipses [image: ]
· Package item - open UD Financial Data Mart package/Trans Detail/Dates folder, select ACCOUNTING_PERIOD and click OK
· Operator – change to in
· Click Next

[image: ]

· Populate control window:
· Note – the prompt will create a new query – Query2
· Cascading Source – change to Fiscal Year
· Click the Finish button

[image: ]

c. Drag a [image: ] Value Prompt to the bottom center cell; this will open the Prompt Wizard

· Choose Parameter window:
· Change  Parameter 1 to Trans Source 
· Click Next

· Create Filter window:
· Package Item - click the ellipses [image: ]
· Package item - open UD Financial Data Mart package/Trans Detail, select TRANS_SOURCE and click OK
· Click the box for Make the filter optional
· Click Next


[image: ]

· Apply Filter window:
· Leave Query1 checked and click Next

[image: ]


· Populate control window:
· Note – the prompt will create a new query – Query3
· Cascading Source – select Accounting Period
· Click the Finish button

[image: ]

· Your work area should look like this:

[image: ]
9. From the Toolbox, drag a [image: ] Prompt Button to the upper right cell
a. It says Next >
b. Click on the button and go to Properties
c. Under General category:
· Type – change to Reprompt

10. Drag a [image: ] Prompt Button to the middle right cell
a. It says Next >
b. Click on the button and go to Properties
c. Under General category:
d. Type – change to Reprompt


11. Drag a [image: ] Prompt Button to the bottom right cell
a. It says Next >
b. Click on the button and go to Properties
c. Under General category:
d. Type – change to Finish

e. Your work area should look like this:

[image: ]

12. Click inside the TRANS_SOURCE prompt box
a. Go to the Properties pane
b. Under Data/Sorting, click ellipses [image: ]
c. Double-click TRANS_SOURCE to add it to the Sort List
d. It will sort this prompt list ascending – click OK

[image: ]





13. Click inside the ACCOUNTING_PERIOD prompt box
a. Go to the Properties pane
b. Under Data/Sorting, click ellipses [image: ]
c. Double-click ACCOUNTING_PERIOD to add it to the Sort List
d. It will sort the prompt list ascending – click OK

[image: ]


14. Save your report and Run [image: ] it

15. The Prompt Page will appear:
a. Fiscal Year prompt – type in an FY such as 2010 and click Reprompt button
b. Accounting Period prompt – select a period (or periods) and click Reprompt button
c. Trans Source – this is an optional prompt; don’t select one the first time
d. Click Finish button (either one)

[image: ]


16. View your results in Cognos Viewer
a. Note a few Trans Source values
b. Rerun the report from Cognos Viewer
c. Fill all three prompts this time including Trans Source

© 2010 University of Delaware	- 13 -	7/1/2010
image4.png
3 Voudher
& B Fers

T ACTUALS Ledger Filter

T CurrentFiscl Year Fiter

T 3ournal ID notbark Fier

T Statstcs Code ot ENP ENU Fiter

3 Prompts.

[rrees





image5.png
3 Filters.

= 6 Promets

7 Account prompt

7 Accounting Period Promt

7 Between year and period Prompt
7 Fiscal vear Prompt

T Ledger Prompt

7 Notin Ledger Prompt

T purpose prompt

T statsts Code Prompt





image6.png




image7.png




image8.png




image9.png




image10.png




image11.png




image12.png




image13.png
Double click to edit text

PURPOSE | PURPOSEDESCR | FISCALYEAR | ACCOUNTING PERIOD | ACCOUNT | TRANS.SOURCE | TRANS_AMOUNT]





image14.png




image15.png
Double click to edit text

PURPOSE | PURPOSEDESCR | FISCALYEAR | ACCOUNTING_PERIOD | ACCOUNT | TRANSSOURCE | TRANS_AMOUNT
<PLRPOSE> | <PLRPOSE_DESCR> | <FISCAL_YEAR> <ACCOUNTING PERIOD> <ACCOUNT> | <TRANS_SOURCE> | <TRANS_AMOUNT>
<PLRPOSE> | <PLRPOSE_DESCR> | <FISCAL_YEAR> | <ACCOUNTING PERIOD> <ACCOUNT> | <TRANS_SOURCE> | <TRANS_AMOUNT>
<PLRPOSE> | <PLRPOSE_DESCR> | <FISCAL_YEAR> | <ACCOUNTING PERIOD> <ACCOUNT> | <TRANS_SOURCE> | <TRANS_AMOUNT>





image16.png
‘Create a new parameter or use an existing parameter from a previously authored expression.

@ Creste 3 new parameter

[Fscalvear

" Use existing parameter

=





image17.png




image18.png
Create Fiter
Choose the package item that il be used to fiter the report.

[V Create a parameterized fiter
Package item: [[UD Finandal Data Mert] [Trans Detail.
Operator: |- =





image19.png
PLRvosE | PURPDLE DESCR | FISCALYERR | ACCONTING peRion | AC
<PURPOSE> | <PURPOSE.DESCR> | <FISCAL YEAR> | <AGCOUNTING. PERID> | <A]





image20.png
Create Fiter
Choose the package item that il be used to fiter the report.

[ Create a parameterized fiter
actagetem: [UD Francal Dot Mard Drare el 1 =]
R
o mm— |

IV Make the fiter optional





image21.png
Double click to edit text

PURPOSE | PURPOSEDESCR | FISCALYEAR | ACCOUNTING_PERIOD | ACCOUNT | TRANSSOURCE | TRANS_AMOUNT
<PLRPOSE> | <PLRPOSE_DESCR> | <FISCAL_YEAR> <ACCOUNTING PERIOD> <ACCOUNT> | <TRANS_SOURCE> | <TRANS_AMOUNT>
<PLRPOSE> | <PLRPOSE_DESCR> | <FISCAL_YEAR> | <ACCOUNTING PERIOD> <ACCOUNT> | <TRANS_SOURCE> | <TRANS_AMOUNT>
<PLRPOSE> | <PLRPOSE_DESCR> | <FISCAL_YEAR> | <ACCOUNTING PERIOD> <ACCOUNT> | <TRANS_SOURCE> | <TRANS_AMOUNT>





image22.png




image23.png




image24.png
Double click to edit text

Enter Fiscal Year: )
Enter Period: [

FiRpo | PRFOS DESCR | FSCALYER | ACCONTIPERIOD | ACCONT | TRANS.SORCE | M AMONT
PLRPOSE> | <PURFOSE DESCR> | <FISCALYEAR> | <ACCOUNTING.PERIOD> | <ACCOUNT> | <TRANS.SOLRCE> | TRANS_AMOUNT>





image25.png




image26.png




image27.png
Cognos Viewer

Enter Fiscal Year: * [2000
Enter Period: |4

PURPOSE

PURPOSE_DESCR

FISCAL_YEAR | ACCOUNTING PERIGD | ACCOUNT | TRANS SOURCE | TRANS AMOLT





image28.png




image29.png
PRros | PRROS Soesch | FcAL VAR | AccOL
<PLRPOSE> | <PLRPOSE_SDESCR> | <FISCAL YEAR> | <ACCi
<PLRPOSE> | <PLRPOSE_SDESCR> | <FISCAL YEAR> | <ACCi





image30.png
X

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

¥ create new query
== T —
Voes touse: 00 Pranc et Warl e Do ¢ |
vioesodspay: [ =|





image31.png
Double click to edit text





image32.png




image33.png
e ——

FISCAL YEAR | ACCOUNTING.PRIOD | ACCOUNT | TRANS SOURCE | TRANS AMOUNT |

o waw Jro Er
: ET—© s a0 s
: s om0 [ro 55000
. s w0 |ow 2
H 2010 4 154800 680 165.00
d a0 s om0 Joar i
: s 0 |ow esmon
o s 0 o ez
10 2010 5 141000 PO 27.94





image34.png
Taiopixa sbeg

| 8l

5 CIReport Pages
=
Capromptpages.

9 Classes





image35.png
H-8-=-BIOBF

DERIs BB Xivai@m) @B +5B(V6 8
Sl El Bl o= 2 H-B-E2 Ciglz-v A
Brage % (= Prompt Pages W Preview:
&
%

CIMEE?





image36.png




image37.png
¥ Preview:

i
;

[ PromptPage1

Page Explorer





image38.png




image39.png
Jai0fix3 abeg

Double click to edit text

“This page uses flowlayout Objects wl be arranged top-to-botiom as in a
‘word processing document. Drop objects here to add them to this page.





image40.png




image41.png
Fiscal Year
Accounting Period
Trans Source

Double click to edit text





image42.png




image43.png
Fiscal Year
Accounting Period
Trans Source.

Double click to edit text





image44.png
Create Fiter
Choose the package item that il be used to fiter the report.

[V Create a parameterized fiter
Package item: [[Financil Data Mar]. [Trans Detai [ACCO |





image45.png
Populate control
‘What values do you want o pick from? Use values are the retrieved data, and Display values are
the selectable values that the User sees.

¥ create new query
Name: Jouery2
Values touse:  |[Financial Data Mart]. [Trans Detail.[ACCO |

Values to display: =
sl vear =





image46.png
Create Fiter
Choose the package item that il be used to fiter the report.

[ Create a parameterized fiter
actagetem: [Francel bota erd. T bl TN, |
R
e e

IV Make the fiter optional





image47.png
Apply filter
‘Which queries do you want to fiter?

G [ emex [ e |





image48.png
Populate control
‘What values do you want o pick from? Use values are the retrieved data, and Display values are
the selectable values that the User sees.

¥ create new query
== e —
Voes tose:[Fmancalata ert rvars el A |
vioestodspiay: [





image49.png
Double click to edit text

Fiscal Year

Accounting Period

Trans Saurce o





image50.png




image51.png
Double click to edit text

Fiscal Year

Reprompt

HHE

Accounting Period Reprompt

Trans Saurce - ot





image52.png




image53.png
Dataitems:

0 AccounTinG.perion





image54.png




image55.png
Fiscal Year

Accounting Period

Trans Source

Cancel

<Back

*loro

R

B5

Select al Deselectal

Next > Finish

Reprompt

Reprompt

Finish





image1.png




image2.png




image3.png




