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Create a Dept ID List

You will create a list of all the Department, Divisions and Subdivisions that begin with 6201.

In this Instruction Guide, you will:

Make a copy of the Dept ID Chartfield query

Paste it in your My Folder area

Create a calculation to extract the first four characters of the Dept ID
Filter on a those first four characters

Save the query

Edit the name of the query

Run the query

1. In Enterprise Reporting, click the Financial Information link.

Public Folders My Folders
Folders e
Monthly Financial Reports ColEnancial Informatiol () Packages
These prompted reports, together with the delivered reports, July 1, 2010 2:31:33 M September 3, 2010 9:17:42 AM
enable UF managers to understand therr avaisble balances and & i
reconcie their financal adivity, Promped reports provide tore..  pore.
current or previous pericd information (current or previous

2. Click the Finance - Reference link.
3. Click the DeptID Chartfield option.
Public Folders > Finangial [nformation > Finance - Reference =] B EeEiTEgiye
[@]p Account Chartfield [@)» Account Chartfield (UFLOR) [@]» Budaet Reference Reference
Saptember 3, 2010 10:14:36 AM September 3, 2010 10:15:30 AM September 3, 2010 10:31:18 AM
PN B O e PN B B e PR B e
=] [@]p Business Uni Chartfield [ [@]» Control Table 7 [@]» Control Table Calculstions
o September 3, 2010 10:21:52 AM o September 3, 2010 10:20:45 AM o September 3, 2010 10:07:33 AM
[l AN :: e FT [l AN :: = FU [l ANl FT
"] [alb CRIS Chartfield b DeptiD Chartfield [1 [o]» Employee Chartfield
September 3, 2010 10:31:34 AM September 7, 2010 11:56:10 AM Septamber 3, 2010 10:28:51 AM

4. Click the Copy button.
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5. Click the My Folders link.

3 Public Folders

i Folders > Fnangial Information > Fin  ce - Reference

[@]p Account Chartfield
September 3, 2010 10:14:36 AM

=l AN :: o J TN

[@]p Business Un Chartfield
September 3, 2010 10:21:52 AM
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6. Click the Paste button.

M Cognos Connection
~ Public Folders My Folders
v Folders EHoBeR T3 yR@xie=n

My Folders MBS R FRisRAaxiEn
(* My Financal Reports [7] [@]» DeptD Chartfield
September 10, 2010 9:13:46 AM September 7, 2010 11:56:10 AM
¥ Mere... =D P RIS & vore..

8. First, you will need to select the column on which you will create the calculations. In this example,
you will create the calculation with the DeptID column.
Click the DeptID column heading to select it.

MNP H@A s BXoo p TR-VIE M Wa
|E>Font vVSaev.A_vBIE.@L'E]"HEﬂ
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Data is turned off

DeptID Chartfield

%: SatlD: Ascending grder: 1D: Ascending grder
I SatiDA MDD&' DeptiD~vDescr |
abed abed abed abed

b d b nd = d A4

9. Click the Calculate button.
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10. The Calculate dialog box is opened for you.

Note the Operation dropdown list has First Characters selected by default. That's the operation
needed, so no change is required there.

The Report item we selected to calculate is the DeptID. That is also selected for you.

Next, you will enter the Number of characters. In this example, we are interested in seeing only
those Dept IDs that begin with 6201. Click in the Number of characters field and enter the
number of digits, in this case, 4.
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New calculated report tems appear after tha last selected ftem. You can safely delete report tems that were used 1o create calculations.
Operation: Expression:
First characters v
Report item:
DeptlD v
Number of characters:
ﬁ I New item name:
@ Use the default name
)]

11. Next, we'll change the name of the column heading.
Click the button by the blank name field. Then click in the name field. Enter "First Four Digits of

Dept ID".

Number of characters:
New m name:

al @ sethe default name

12.The column has been inserted. Next, you will create the filter.
Click the First Four Digits of Dept ID column heading to select the column.

NS

DeptID Chartfield

PAAAT AT AT AT A AT AT
Data is turned off

23 satin: Ascending order: DeptiD: Ascanding grdar

Imalwllmmmdoqnmll DeptID Descr | DeptiD~Descr |
sbed | abed | 8bd abed abed
sbcd | abed | abed abcd abed

13. Click the Filter button.

14. Click the Search for values link.

Filter (Pick values from a list)
Reduce the amount of data in the report, With the Prompt option selected, the filter can be changed each time the report runs. Type in values
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15. Click in the Search field. Enter the first four digits you want to display in your query. For this
example, enter "6201".

Reduce the amount of data in the report, With the Prompd
Filter om:
First Four Digits of Dept 1D
Keywords:
Type one or more keywords separated by spaces,
Cpticns
16. Click the Search button.
17.Click the 6201 list item.
Keywords:
Type one or more keywords separated by spaces,
6201 Search([g)
Options «
Condition:
Show only the following v
Results:
6201 |
»
18. Click the Insert button.
Insert &

19. Click the OK button.

20. Next you will delete the column without deleting the filter. Click the First Four Digits of Dept ID
column heading to select it.

DeptID Chartfield

T st Four Digts of Deot ID: 6201

2: SetID: Ascending order; DeptiD: Ascending order

Setiba | Deptiba |[First Four Digits of Dept 10| DeptiD Descr | DeptiD~Deser
abed abed abed abed abed
abed abed abed abed abed

21. Click the Delete button.

EXI{‘
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25,

26.
27.

28.
29.

30.

31.

32.

The Delete dialog box will open at the bottom of the page. You do not want to delete the filter you
just created! Click the checkbox to deselect and remove the check.

D _ete the following:
]

' First Four Digits of Dept 1D: 6201

Click the OK button.

Click the OK button twice.

Next, you’'ll need to select which name to have in your query. Click the Name Type column
heading.

Click the Filter button.

Click the Primary button.

Filter (Pick values from a list)

Reduce the amount of data in the report. With the]

Filter on:
Name Type

Condition:
Show only the following v

|| Not Avalable
|Preferred

rimary

Click the OK button.

Here you have the option to combine the filters. You won’t do that at this time. Click the OK
button.

You already have the Name Type column selected. Hold down the CTRL key and click the Name
Current Flag column heading. This will select them both.

Click the Delete button.

ta! iy

We didn't actually set the Name Current Flag, because there was only one choice, yes. However,
you must decide if you want to delete the Name Type filter. You do NOT. So uncheck the box so
the the filter remains, but the item is removed from the query.
Click the Name Type Primary checkbox to remove the check

DdJete the following:

V| [ Name Type: Primary
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33. Click the OK button.
34, Click the Run button.

ki@a&mxmm »

Vig~2t 2 B @

35. Your query looks good. Click the Save button.
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B DS
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| & |

36. Click the Return button to go back to your My Folders.

i a

(5)
[

37.Next, change the name of the query to include 6201 in the title. Click the Set properties -

DeptID Chartfield button.

é_;‘. Public Folders My Folders
My Folders

| [ My Financial Reports
September 10, 2010 9:13:456 AM

g Moce...

| [@]p DeptD Chartfield

_b \ B 3 Moce...

38. Click in the Name field and enter “for 6201".

General

Query

Specfy the properties for this entry

Permissions

Type: Query
Owner:
Contact:

None Setthe contact w

["] Disabie this entry

[7] Hide this entry

The name, screen tip and description are shown for

Language:
Englsh (United States) v

Name:

DeptID Chartfield | |

Screen tip:

Location: My Folders
Created: August 26, 2010 3:33:38 PM
Modified: September 10, 2010 9:20:48 AM

Tcon:

] standard  Edn..

Description:

B3 Vi the sean
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39. Click the OK button.

40.To run the query, simply click the DeptID Chartfield for 6201 link.

Bﬁ

My Folders

Public Folders

| () My Financial Reports

My Folders ]

Q More...

September 10, 2010 9:13:46 AM

™ @])lDegtlD Chartfield for 6201]
=mber 10, 2010 9:23:23 M

*IIACER

41.Each time the query runs, the data are refreshed and only those Dept IDs starting with 6201 will

be included in the results.

Cognos Viewer - DeptID Chartfield for 6201

' First Four Digits of Dept ID: 6201
2: SetiD: Ascending order; DeptID: Ascending order

ey

(5 kespthsverson v i B {4 iy RRA i@l v Bag
DeptID Chartfield

| setipa | DeptiDa | DeptiD Descr DeptiD~Descr
UFLOR 62010000 HR-HR ADMINISTRATION 62010000~HR-HR ADMINISTRATION
UFLOR 62010100 HR-VICE PRESIDENTS OFFICE  52010100~HR-VICE PRESIDENTS OFFICE
UFLOR 82010101 HR-EEO COMPLIANCE 62010101 ~HR-EEO COMPLIANCE
UFLOR 62010200 HR-BENEFITS 62010200~HR-BENEFITS
UFLOR 62010300 HR-EMPLOYMENT 62010300~HR-EMPLOYMENT
UFLOR 62010301 HR-ACADEMIC PERSONNEL 62010301~HR-ACADEMIC PERSONNEL
UFLOR 62010400 HR-CENTRAL LEAVE 62010400~HR-CENTRAL LEAVE
= Eet] L0105  HR-BETIQEMENT £010CN0- 1D T SENT
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