
 

Running Cognos Reports in vxMaintain 
(for KBP Ops Team): 
 

How to run reports in vxMaintain Cognos Analytics: 
1. Log into vxMaintain which will take you to either the “Dashboard” view or Workspace view. 
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a. If you are in Dashboard, you’ll need to go to Workspace.  To do so, click on the 3 lines in 

uper left corner and select “Workspace” 
 

                                               
 
 

2. In “Workspace” view, click “Reports” 
 

 
 

3. If the link does not take you directly into the reporting platform, go to the URL 
“report.verisae.com”, hit enter and log in using your vxMaintain sign in information” and then hit 
“Sign In”. 
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4. Once logged in you will be directed to the below “Welcome Screen” 

 

   
 

5. Go to Team Content and ‘eft click on your mouse. 
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6. Go to “Verisae Reports” and left click on your mouse. 

 
 

7. Go to “Collaboration Space” and left click on your mouse. 
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8. Go to “ KBP Brands, LLC” and left click on your mouse. 

 
 

9. Although there are many different reports you can use, for most purposes, go to “ KBP Work 
Order Cost – Detailed Report” ” and left click on your mouse. 
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10.  The below report prompt page will pull up. 

 
 

11.  Select “KBP Brands, LLC” from “Select Client” drop down. 
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12.   Although this is not required, you can narrow the search by many different categories starting 
with “Level 1 Org.”   
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13.  Continue selecting items in different category boxes if you want to narrow your search to 
specific categories or items.  If you don’t select any particulars, it will grab everything in the 
date range that you specify.  
 

 

 

14. Select Time Range priority for work orders you want to look at.  In most cases you will pick 
either “WO Creation Date” or “WO Invoice Processed Date” which just depends on the priority 
of the WO’s you want to review. 
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15.  Select date range you want to review. 
 

 
 
 

16. Once all criteria has been selected, hit the “Finish” button in bottom left side of report prompt 
sheet. 

 

 
 
 

17. Once report is finished, it’s easiest to download and review in an EXCEL document.  To do so, 
left click on the triangle at top left side of page and select “Run Excel”. 
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18.  The report may take a minute to run, but it will eventually create an EXCEL document for you 
to open, save, make changes and review as needed. 

 

 
 

 
 

 


