Cognos Report Standards

Utilize the appropriate template when building standard content. The template contains prompt page and report page

layouts. The report page layout contains a standard page header and footer.

Report Color Standards

Purdue Accent Gold

Hex Codes: Red = EO, Green = D5, Blue=C5
Non-Hex Codes: Red =224, Green= 213, Blue = 197

Light Grey Hex Codes: Red = CC, Green= CC, Blue=CC

Non-Hex Codes: Red =204, Green= 204, Blue = 204

DarkGrey Hex Codes: Red = A7, Green = A9, Blue = AC

Non-Hex Codes: Red = 167, Green= 169, Blue =172

Below are the formatting standards for the prompt pages and report layout types.

Prompt Page Standards

The overall concept of the prompt page is to scroll down ratherthanacross. The key is to make the prompt page as user
friendly as possible while maintaining a clean, sleek appearance with the same look and feel.

Basic Standards
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Maintainthe 3 column table in the template’s main prompt page — for scrolling down

< When this table is referenced in the document it will be called the “Main table”
For each prompt add a table (1 column/2 rows)into one of the table cells of the 3 column table

Prompt table - row 1 (Prompt Title Row)
Prompt table - row 2 (Prompt Row)

** When this table is referenced in the document it will be called the “Prompt table”
+«* This will allow the author to easily move the entire prompt around the page
Arrange the prompts in alogical order vertically based on highest to lowest hierarchy:
Main Table Row 1 — Date prompts
Main Table Row 2 — Fund prompts
Main Table Row 3 — Funds Center prompts
Main Table Row 4 — Order prompts
Main Table Row 5 — Commitment Item prompts
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“Date Prompts (Regquired)
‘Fiscal Year

=
“Fiscal Year Period
=

“‘Fund {Required) (Example - 21010000 - General Operating)

&

“‘Funds Center (Optional) {Example 4018010000 - Statistics) “‘Department (Optional) (Example 4018010 - Statistics)

g
=

Individual prompt standards

e Prompt table — row 1 (Prompt title row)
+»* Usethe actualfield name as the title unless a special field was createdin the Query; Do not use
abbreviations
+* Prompt title row should contain Field name, required or optional prompt, and data example

“‘Fund (Required)
(Example - 21010000 - General Operating)

=
= Note: Add a table (1 column/2 rows) to the Prompt title row. Row 1 contains a textitem for the

Field name and a text itemfor required or optional. Row 2 contains a text item for the data
example.

= |f using a Value prompt, do not need a data example in the Prompt title row as this type of
prompt lists the values.

+* Prompt title row formatting

= Bold text item containing field name

= Bold and italic text item containing “Required” or “Optional”

= Bold and italic text item containing data example; Text Item padding — Left padding = 10px
(Under Text Item property>Padding)

=  Prompt Table cell background color is Light grey (Under Table Cell property>Background
Color>Custom Color)

= Prompt Table cell border is Solid Line/1pt/Silver (Under Table Cell property>Border)

= Prompt Table cell padding is Top padding = 5px, Right padding = 5px, Bottom padding = 5px
(Under Table Property>Padding)

e Prompt table — row 2 (Prompt row)

7

+» Contains only the prompt type (i.e value prompt, search and select prompt, etc)
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% In prompt, concatenate code and name of afield when applicable (for example: Funds Center Number —
Funds Center name)
Results:
|4EIlBI]1EIEIEIEI - Statistics
Sorting prompt values
= Sort values ascending (Under Value Prompt property>Sorting)
= Date prompts should be sorted descending with a limited number of years current yearto 2006

J
0.0

e Tolimit the values, create afilter in the Prompt query where Fiscal Year >= ‘2006’

[ffl Data Items [52) Detail Filters
T Fiscal Year ? [Fiscal Year] ==2006
T Fiscal Period

** Value prompts
=  Multi selection—make prompt a list box value prompt
[

= Single selection — make prompt a drop down value prompt

(I

= Categoryfields should be created as a value prompt
+»+ Search and Select prompts
= UseHTMLitems to default the option to contains — link to QRC— Using an HTML Item to Default
Select & Search to Contains.

= Do not use the HTMLitems to expand the options

/
0‘0

Prompt Table row formatting
= Table cell background color is Purdue gold for Required prompts (Under Table Cell
property>Background Color>Custom Color) and default for Optional prompts
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https://sharepoint.purdue.edu/sites/bicc/_layouts/15/WopiFrame.aspx?sourcedoc=/sites/bicc/QRCs/HTML%20Items%20to%20Default%20Select%20and%20Search%20to%20Contains.docx&action=default
https://sharepoint.purdue.edu/sites/bicc/_layouts/15/WopiFrame.aspx?sourcedoc=/sites/bicc/QRCs/HTML%20Items%20to%20Default%20Select%20and%20Search%20to%20Contains.docx&action=default

- Fund (Required)

e

:-:Funds Center (Optional)

e

= Prompt Table cell border is Solid Line/1pt/Silver (Under Table Cell property>Border)

e Prompt Pageto Select a Report
+»+» Add atable (1 column/2 rows) to the prompt page
+ Usesame formatting as the Prompt table—row 1 and Prompt table—row 2

= (Centerthe tableto the page

~ Select Report
Value Prompt:

[ Multi selection use checkbox
Single selection use radio button
Do not use a drop down selection

Next =
+* Add a Prompt Button (type Next) tothe Select a Report prompt page
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Report Page Standards

e Report Page Header
o Only change the middle section, containing Report Title and Parameters, of the page header

o Report titleshould be the same as the saved report name
P = Sample Report Stanm Report Nare: a‘iﬁepﬂmanﬂ
URDUE <% Fiscal Year. %> Run Cate:  <%hToday()%:=
UNIVERSITY

<% Major Area . % Run Time: =<%MNow ()%=

o Parameterdisplayshould show prompt text name and parameter displayin one Text Item

?E Available Components: = B

p— Expression Definition:
+- g Criginal Budget
=

+ [l Recurring Adjustments

= One parameter display per table row
= Centerinthe table row
= Add Padding between Report Title and first parameter row

|Fiscal Year = '+ ParamDisplayValue('pFY")

e Llistreport

Group columns from left to right when applicable

Sort from left to right in ascending order when applicable

Data in the column body — Left justify text data; right justify measures/amounts
No borders around the list report

O O O O

List report formatting
= List width should be 100% (Under List Property>Size and Overflow)
= Column headers— background color is black and text color is white; bold; center
= Subtotal lines — background color is Light grey; black text; bold
= Qverall totalline — background color is Dark grey; black text; bold
=  Measures (amounts) formatting
e Negative numbers denoted in ()
e NoSsigns
e Numbers denoted with 2 decimal places
e Comma as the thousand separator
e Percentages denoted with 2 decimal places
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Major Area Name Category 2 Category 3 Category 4

<[l Fund> <l Major Area Names= f| Category 2= f|categary 3= <f] Category 4= =Brpense=
=Category 4= =Bt pense=

<Category 3> - Total <Total{ Expense)=

=Cateqory 3= =Category 4= =Bt pense=

=Category 4= =Bt pense=

<Category 3> - Total <Total{ Expense)>

<Category 2= - Total <Total{ Expense)=

=Category 2= =Category 3= =Category 4= =B pense=

=Category 4= =Bt pense=

<Category 3> - Total <Total{Expense)>

=Cateqory 3= =Category 4= =Bt pense=

=Categary 4= =B penze=

<Category 3> - Total <Total{ Expense)=

<Category 2= - Total <Total{Expense)>

=Major Area Name> - Total <Total{ Expense)=

e Crosstabreport
o Usethe same grouping/sorting/bordering formatting as the list report
o Crosstabreportformatting
= Rows— background color is Transparent; black text
= Column headers — background color is black and text color white; bold; center
=  Subtotal lines — background color is Light grey; black text; bold
= Qverall totalline — background color is Dark grey; black text; bold
= Measures (amounts) formatting
e Negative numbers denoted in ()
e NoSsigns
e Numbers denoted with 2 decimal places
e Comma as the thousand separator
e Percentages denoted with 2 decimal places

=Hrund#= | <#Major Area Mamet HCategory 28 =#Category 3# HCategory 48> H1234#%= <1 2344
Total <1 2344 234

Total <1 2344 234

Total 234 12344

Total <1 2344 <H1254#=

Total <1 234 < 2348
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