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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”
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2. In “Workspace” view, click “Reports”
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Connect To Reports Portal

The Cognos Portal should start in another window or tab.

If yvou have closed the Cognos Portal window you may need to log cut and log back in to restart the Cognos Portal.

If the Cognos Portal displays the message "The user is already authenticated”, try clicking on the Cognos Portal tab once again.

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”

1BM Cognos Analytics Welcome ~

Dismiss | More Info

- (@ What'sNew Toreadabout what's new in Getting Started, click More Info.

@ Home Show welcome @D

Q search —
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@ recert IBM Cognos Analytics. l
Unearth hidden insights with a persenalized analytics CY 7 |
experience driven by AT f" g | |
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How-to videos Samples Accelerator catalog

Watch short videos to learn how to Get inspired by our camples! See Browse a growing catalog of assets to
use Cognos Analytics and start what you can build with Cognos enhance your experience, Please see
‘gaining insights into your data, Analytics. the Accelerator Catalog FAQ for sup...

5. Go to Team Content and ‘eft click on your mouse.

Welcome . Q

IBM Cognos Analytics

— (@ What'sNew Toreadabout what's new in Getting Started, click More Info. Dismiss | More Info

Show welcome @D
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9 & e~

How-to videos Samples Accelerator catalog
Watch short videos to learn how to Get inspired by our samples! See Browse a growing catalog of assets to
use Cognos Analytics and start what you can build with Cognos enhance your experience. Please see

gaining insights into your data. Analytics. the Accelerator Catalog FAQ for sup...
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6. Go to “Verisae Reports” and left click on your mouse.

= IBM Cognos Analytics

1/2 Alerts 3 (i) What's New To read about what's new in Getting Started, c
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7. Go to “Collaboration Space” and left click on your mouse.

= IBM Cognos Analytics

1/2 Alerts 3 () What's New To read about what's new in Getting Started, c
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8. Goto “KBP Brands, LLC” and left click on your mouse.

IBM Cognos Analytics

1/2 Alerts 3 (1) What's New To read about what's new in Getting Started, c
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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.

£ IBM Cognos Analytics
1/2 Alerts — (@) What's New To read about what's new in Getting Started, ¢
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10. The below report prompt page will pull up.

4 KBP Work Order Cost - Detailed Report + e @

(@ What'sNew To read about what's new in Cognos Analytics, click More Info. Dismiss. M

{@ Work Order Cost Detailed Report - Prompt Page
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[ b Level Quors Estimars Reviews =
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B — e —— —

Select Datz Range

e Tans Range Gt T S From:
| eresrowe: — -
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Oct 30, 2023 2

Note : f Selecting Individual Sres, Piease restrict the fist of sslection o less than 100.

(General Note : The Report runs for All Vaiues of All of Non-Mandstory Promots by Default. So Use thase Non-Mandiatory Promps i You really want o restrict Your Quary to something specific.

11. Select “KBP Brands, LLC” from “Select Client” drop down.

= y

1/1 Alerts () What's New To read about what's new in Cognos Analytics, click More Info.

{a} Work Order Cost Detailed Report - Prompt Page
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3
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12. Although this is not required, you can narrow the search by many different categories starting
with “Level 1 Org.”

11 Alerts (D) What's New To read about what's new in Cognos Analytics, click More Info.

(o} Work Order Cost Detailed Report - Prompt Page
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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.

& KBP Work Order Cost - Detailed Report +

(@ What's New Toread about what's new in Cognos Analytics, click More Info.

ﬁh Work Order Cost Detailed Report - Prompt Page

Select Chent :
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D ™ 042128 - Home Office 2
® I~ 05019 - Overland Park
ﬁ ™ 05024 -K7
(B3 : [ csosz- Asbor
[ 05057 -BayDr
™ 05083 - Windward Piowy
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[~ Atanms Securie [ 224 Level Quere Ertimane Raview

ﬁ

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.

Select Time Fange Critaria i

WO Crestion Diate W
Time Fange

Wi Approved Date
WO Completion Date 1 4
WO Crestion Date

WO Imvoice Processed Date

Wil Last Azziznad Date
Maote : If Selecting Indhvidual Sites, Please restrict the list of selection to less than| 1o
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15. Select date range you want to review.

Zalact Dare Fanze :
= From:
lJan 1, 2023 | B~
15
Tos
[Oct 30, 2023 | B

16.0nce all criteria has been selected, hit the “Finish” button in bottom left side of report prompt
sheet.

Select Time Fange Critsria
S8 LrEna [ Wi Creation Date

Maote : If Selecting Indhadual Sites, Please restrict the list of selection to less than 100.

General Note : The Report runs for A1 Values of All of Mon-Mandatory Prompts by Default So Use these Mon-Mandat:

+@®
Cancel Finish 1 6

17.0nce 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”.

=z B 2P
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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.

1 & reports.verisae.com/bi/v1/disp Q

Your repart is running.

Instaad of waiting, you can salect a dalivary
methad to run the repart in the background.
Select a delivery method,

Cancel
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KBP Work Order Cost - Detailed Report

B
Downloads
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KBEP Work Order Cost - Detailed Report

Recent Downloads x

B KBP Work Order Cost - Detailed Report
(11).xlsx
31.9 MB - Done




