PURDUE Business Intelligence Competency Center Using Jobs to Schedule
INFORMATION TECHNOLOGY Multiple Entries

A job allows a user to set the same schedule for multiple reports, report views, and other jobs. The collection
of reports (entries) are categorized into a job and scheduled together sharing the same schedule settings.
Therefore, when a scheduled job runs, all the entries in the job run. Users can specify running a job all at once
or in sequence.

This QRC assumes users know how to create report views and schedule reports.

1. Launch Cognos.
Create report views of the reports you intend to use in the job or move reports to a specific folder
if necessary.
a. lItisrecommended the prompt values are set in the report view. Setting prompt values in
the report view will allow for easier management of the prompt values.
3. NOTE: Disable any schedule(s) currently on the report view(s) you intend to use in the job. If the
schedule is not disabled, it will run along with the job schedule.

Setting Prompt Values on the Report View

It is recommended the prompt values are set in the report view. Setting prompt values in the report view will allow for
easier management of the prompt values.

1. Navigate to the folder containing the report view.
2. Select the ellipsis to the right of the report view title and then select the Properties option.
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3. Select the Report tab. Then select Set values.

Properties

General Report Schedule

Source

Boiler Insight 2

Prompt for values

O No @Yes

Current values

There are currently no values

Set values

Report

More options

4. Select Set Values. NOTE: If the prompts are already set on the report view, you will see the word Edit Values
instead of Set. If this is the case and you don’t want to revise your prompt choices, you can skip to the section
of this document called Creating a Job.

5. The prompt page for the reports should appear. Enter values in the prompts and click Submit/Finish. Your
prompt values are now saved.

6. Select Save
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Creating aJob

1. To create a job, select the New+ button and then choose the Job choice.

‘ = | [BM Cognos Analytics —
T New +

il Home
Data module
New .
Exploration
Content Dashboard
@© Recent Report
Resources | Story
¥ MotioCI L Job

2. Select + to add the entries (reports, reports views, etc) to the job.

Change default step
options

Type Name Step options @

3. Navigate to the folder(s) holding the reports, report views, etc.
4. Click on the checkbox to each entry in the folder that should be part of the job schedule.
5. Click Add job steps when all the entries have been selected to the Selected entries area. All the selected entries

should appear at the top of the page under Steps:

Steps

Steps
] Type Name Step options
[ e Report view Report view of Account Balance Listing - Scheduled View Default
0 2 e Report view Report view of Monthly Transaction Listing - Scheduled View  Default
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6. Inthe Run Options section, under Run Order, select Run in sequence.

a. The In sequence selection means the entries are executed in the Run 0ptions
order they appear in the Steps lists.
NOTE: In sequence means when one report finishes running the Run order
next report will run. This allows report executions to be staggered (O Runallat once
so the system resources are not taxed. (® Runinsequence
b. Click Continue on error under In sequence to have the job
continue to run even it one entry fails. If this is checked the job Continue on error
will not stop if it runs into an error with a report. Enabled

7. If an asterisk is still visible on the Application bar, the Job has not been saved. Click Save.

Editing a Job or Schedule

Run as

1. Navigate to the folder that contains the job. Create a new job

2. Click on the ellipsis to the right of the job and then the Edit the job option. _ _
3. Hover over the report to view the pencil and delete buttons Editthe job
a. The pencil to edit the individual report/report view such as the View versions
delivery options, report format, and prompt selections. Copy or move o

NOTE: The pencil allows you to customize your delivery options for Add shorteut

each report within your job.

Edit name and description

Properties
For example:
Report view 1 can be delivered via email in Excel format.
Report view 2 can be delivered to a different email address and in PDF format.
] Type Name Step options ©
] 1 [® Report view Report view of Account ...sting - Scheduled View Default
] = [ Report view Report view of Monthly ...sting - Scheduled View Default 2 S
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b. The delete button removes the report from the job.

4. Save after editing the job properties.

)

Adding the Schedule to a Job

Open the job. Select the Schedule button.

) Schedule &
Click on Create schedule.

3. Select the appropriate Frequency and Start/End time for the schedule.
=

4. Save after editing the job properties.

NOTE: If you would like to have the reports within the job emailed to you/others,
continue to the Emailing the Reports within a Job section.

Editing a Job Schedule

1. Navigate to the folder that contains the job.
2. Click on the ellipsis to the right of the job and then then the Properties option.
3. Click on the Schedule tab and then Edit.

Properties

General Job Schedule Permissions
@ =nave ' Edit Delste

Schedule
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4. The pencil to edit the individual report/report view such as the delivery options, report format, and prompt
selections.
NOTE: The pencil allows you to customize your delivery options for each report within your job.

For example:

Report view 1 can be delivered via email in Excel format.
Report view 2 can be delivered to a different email address and in PDF format.

] Type Name Step options ]
12 s Report view Report view of Account ...sting - Scheduled View Default
1 = [@ Report view Report view of Monthly ...sting - Scheduled View Default d ©

a. The delete button removes the report from the job.

5. Save after editing the job properties.

6. Click on the Job tab, then the Advanced bar,
then Set on the Schedule Job row. This will General | Job | Permissions

open the job’s schedule.

Advanced e

Run History View...
Properties Set...
Schedule Job Set...

7. Update the schedule and click OK when finished.
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Emailing the Reports within a Job

1. Follow Steps 1 — 3 under Editing a Job.
Under the Steps section are all the report views for the job. Next to each report view, under Options and

prompt values, is a pencil ’ . Click on the pencil.

3. ASelect the report options window will appear. Under Report options, click the checkbox next to Override the
default report options.

Select the run options to use for this step.

Run the report to:
Produce report outputs ¥
Report options:

¥ dverride the default report options

4. Under the Delivery section, select the Send a link to the report by email.

Languages:
English (United States)  Select the languages...

Delivery:
Select at l=ast one delivery method. For burst reports, the email recipie
#| Save the repart

Save to the file system  Edit the file system options...

Mamea: Use the report name. Location: Cognos Qutput Directory. Re
. Set the email options - - Report view of Standard Content Metadata
Print the report

~ i Specify the recipients and contents of the email. To add recipients, click Select t
Printer location:

To:
Select a printer... bitest03@purdus.edu
1 s
end a link to the report by email  Edit the email options...
D recipients Selact the recipients... Show Boo
Subject:
Jab:
5. Click on Edit the email options to set up the email for the Body:

report. Add the email address(es) and determine if the report
should be sent as a link, attachement, or both.

6. Click OK afer setting up the email.

7. Click OK to close out of the Select the report options box.

8. Repeat steps 2-7 for each report view in the job that you want
to email.

G|t BBE(BIUS|E:

I
i
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9. When done, click OK to close out of the Set properties box.

#| Include a link to the report
Attach the report

OK Cancel
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