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OVERVIEW OF GENERAL REPORTING FUNCTIONALITY 
 
Access the IBIS application using your NCID and password.  Once logged in, you will see the work queue. 
 

 
 
The left side of the screen is a navigation menu that presents the user with several options. 
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Click on Reports to access Cognos Reporting. 

 
 
A new window will open up showing the default Reporting home page.  

 
 
On the upper left hand side of the screen, you see Public Folders and My Folders (private folders). You 
can navigate to other folders and/or reports that you would like to access. 

 
 
Under Public Folders, there will be folders listed that contain reports relevant to your role in IBIS.  You 
will find various shared folders and an IBM Cognos packages (blue IBIS Reports folder with no report 
content) located within this tab. 
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There are four folders displayed as shown below:  Self Service Reports, System-Run Reports, IBIS 
Reports, and a department/agency folder (Office of the State Auditor in the example). Each folder’s 
content will be explained in greater detail in this user guide. 

 
 
The Self Service Reports folder contains access to several reports for a variety of budget areas, including 
budget development, execution, certification, and administrative reports as shown below. 

 
 
Each folder contains various reports and this list of reports will change over time as reports are 
altered/deleted and new reports emerge. The Report Template folder contains no reports but is needed 
to support the overall functioning of the report system. This folder should be ignored.  
 
Clicking on the title of the file will bring forth the reports contained within that folder. For example, 
shown below is a list of reports for the Budget Execution Reports folder. Note that this list is not an 
exhaustive execution report list and this will change over time. Self Service Reports allows you to 
generate reports yourself by selecting a report from list shown in the folder and choosing from a set of 
prompts.  
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The System-Run Reports folder contains similar access as the Self Service Reports folder by including 
several reports for a variety of budget areas, including budget development, execution, certification, 
and administrative reports as shown below. However, the System-Run Reports folder does not allow 
you to run reports yourself; instead, there will be reports located within the folder that have been run 
by the system and available for your review and use. This allows you to bypass the need to go through 
the Self Service Reports folder, which requires you to generate a report manually. The System-Run 
Reports folder is designed to save time and make acess to reports easier for end users.  
 

 
 
The department/agency folder contains a shared workspace where reports may be saved. The Office of 
State Auditor is used as the example in this user guide.  
 

 
 
When the department/agency folder is selected, the following will appear.  
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Clicking on the title of the folder will bring the reports contained within that folder. The Shared 
Workspace folder may be used to save versions of reports and have them accessible to users within an 
organization.  This process will be explained later in this user guide.  
 
The My Folders tab may also be used to save reports.  
 

 
 
 
Folders and reports saved here can only be accessed by you or an administrator. Saving reports in My 
Folders will restrict access and will not allow others to see the saved content. If you wish to have a saved 
report accessible to others, you should save it in the Shared Workspace folder that is accessible through 
the path shown below. (Note that the Department of Insurance is for demonstration purposes only. 
Your organization will be shown in the system based on your login credentials.)   
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RUN A REPORT 
To run a report, select the folder where the report resides.  To open a folder, click on the folder name.  
The example below displays the results of clicking on the Standard Reports folder. 
 
The top of page displays the path you have taken to see this result.  

 
 
As you continue to make selections this path will reflect each level of movement. This example reflects 
the selection of Budget Execution Reports from the Self Service Reports folder.  
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There are icons that indicate the type of reports that will be run as highlighted below.  

 
 
Note that there are different types of icons for reports: 

 and and  
 
The first report icon shown above indicates a report that will be displayed in PDF format. The second 
icon indicates a report that will be displayed in HTML format. The third icon indicates a report will be 
displayed in Excel format.  
 
To run a report, click on the report title. The exmaple used below is for a RK325 Certified and Authorized 
Budget Report.  
 
Note: When selecting a report that requires criteria to be defined (a self-service report), the page will 
refresh to display a prompt page with criteria fields as shown on below.  The criteria fields available will 
differ for every report but will look similar as they present the user with button selections, dropdown 
lists, and date fields.  Criteria fields should be filled out in this order:  Top row, left to right, next row, left 
to right, and so on. 
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When presented with a criteria option like the Report Type, shown above, the user may select only one 
option in the list and makes that selection by clicking in circle to the left of the option, or on the option 
name.  Only one option can be selected in this type of prompt. Chosing ALL will run all report types and 
produce a comprehensive report.  

 
Critieria fields with a red asterisk next to them, like the one shown above, are required fields and the 
report cannot be run if a selection is not made for that criterion. 
 
When presented with a criteria option like the Biennium field shown below, the user may select a value 
that is available in the dropdown list. 
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The dropdown list is accessed by clicking on the down arrow at the end of the field.

 
The dropdown list criteria box shown below displays a red asterisk, which indicates that it is a required 
field.  It also displays a small red arrow and red dashes under the criteria box.  These items indicate that 
this is a cascading criteria field.  This means that selections made here will affect selections that will be 
available in one or more of the following criteria areas.  Thus, it is required that criteria be selected in 
order, top row, left to right, next row, left to right, etc.  

 
 
The Approval Date field shown below requires that a date be entered.  To select a date, click on the 
small calendar icon next to the field. 
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The Calendar will allow you to move forward or backward in time to select the date appropriate to the 
report you want to run.  To select the date simply click on it in the calendar view, the calendar will close 
and the date will populate the date field. 
 
The final fields when for the Certified and Authorized Budget Report require the selection of a BRU, 
which will bring a display of all budget codes for the selected BRU. You may select one or more budget 
codes, or may select all budget codes.  
 
When you have selected values for all the required criteria in the selection window, click on the 
appropriate button at the bottom of the page.  

 
 
Clicking the Cancel button will close the criteria selection window and return the user to the list of 
reports where this was launched.  Clicking the Finish button will generate the report.  While the system 
is gathering the data according to the selected criteria, the following will be displayed. 
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If you click on the icon, you will see the following delivery options for the 
report: Save as Report View or Email Report. Choosing a delivery method may be preferrable if wish to 
access the report at a later time.  

 
 
If you choose the Save as Report View option, the following will be displayed.  

 
 
You will be able to save the report run with the specific parameters chosen in the prompt page.  
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You can save reports in My Folders as shown below.  

  
 
If you wish to save the report in the Public Folder to have it accessible to other users, click Select 
another location. If you save in Public Folders, you must navigate to the Shared Workpalce. The path to 
Shared Workspace is shown below. The Department of Insurance is the example shown but this will 
show your ogranization based on your login credentials.  
 

 
 
 
If My Folders is chosen, the system will allow you to save the report in your own personal folder and it 
will not be accessible by other users. The path to My Folders is shown below.  

 
 
To rename the report, click under the Name header and change the report title. This may be useful 
when saving a new copy of the report to avoid overwriting an older version.  
 
To save the report, select the desired location and click OK.  
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If you choose the Email Report option, the following will be displayed.  

 
 
By default, your name is displayed and the system will send this report to your email address.  

 

You may include multiple email addresses and separate entries by using the a semi-colon (;). “Select the 
receipients” is also an option, which will list other IBIS user who could receive the report from you.   
 
The subject may be edited and text entered in the body field. These areas are shown below. 
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When you are satisfied with the window’s conent, click OK to send the report via email. If you do not 
wish to send the report via email, click Cancel.  

 
 
 

If the  button is bypassed, the report will continue to run. When the report 
retrieval is complete, it will be displayed in this window. Most reports, including the RK325 shown 
below, default to a PDF.   

 
 
The report header will provide information, including the report title, the level of the report, the 
biennium and budget code. These headers may vary by report.  
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You can hover at the bottom of the page to see the following options.  

 
 
From this menu, you can save the report, print the report, select a new page or decrease/increase the 
size of the report.  
 
There are also several options displayed at the top right corner of the screen as shown below.  

 
 
Saving and Emailing a Specific Report 

The  link allows you to Email Report or Save as Report View. Both of these actions 
were described earlier in this user guide under Select a delivery method, but the steps describe here are 
slightly different.  
 
When you click on the “Keep this version” icon, you will receive the following two options: 

 and  
 
If you choose the Save as Report View option, the following will be displayed.  
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You will be able to save the report run with the specific parameters chosen in the prompt page (you will 
be able save this exact report somewhere useful to you).  
 
You can save reports in My Folders as shown below.  

  
 
If you wish to save the report in the Public Folder to have it accessible to other users, click Select 
another location. If you save in Public Folders, you must navigate to the Shared Workpalce. The path to 
Shared Workspace is shown below. The Department of Insurance is the example shown but this will 
show your ogranization based on your login credentials.  
 

 
 
If My Folders is chosen, the system will allow you to save the report in your own personal folder and it 
will not be accessible by other users. The path to My Folders is shown below.  

 
 
To rename the report, click under the Name header and change the report title. This may be useful 
when saving a new copy of the report to avoid overwriting an older version.  
 
To save the report, select the desired location and click OK.  
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If you choose the Email Report option, the following will be displayed.  

 
 
By default, your name is displayed and the system will send this report to your email address.  

 

You may include multiple email addresses and separate entries by using the a semi-colon (;).   
 
The subject may be edited and text entered in the body field. These areas are shown below. 
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When you are satisfied with the window’s conent, click OK to send the report via email. If you do not 
wish to send the report via email, click Cancel.  

 
 
 
Report Options  

The Run button  will return you to the prompt screen where you can select different critieria for 
the report.  

 
 
To produce a new report, select the new criteria and click Finish. Detailed steps will not be provided 
here since this process was described earlier in this user guide.  
 

The Drill Down / Drill Up  icons are for drill up/down reports. Most IBIS reporst will not have 
this functionality but it may grow over time.  
 
 

The Go To  icon provides a search feature and related links.  
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The icon allows you to change the report format. When selected the following list will be 
provided.  

 
 
Below is a summary of the report format options. However, changing the output of the report may not 
be necessary because the System-Run Reports will provide reports in multiple formats, including PDF 
and Excel.  

• HTML: The report is viewable in an internet browser, such as Internet Explorer. This produces a 
report quickly but has limitations when it comes to navigating page to page.  

• PDF: The report is viewable in Adobe Acrobat Reader. This is the default report format for most 
IBIS reports. This report provides easy navigation but does not generate as quickly at HTML.  

• XML: The report can be imported into an application. This option is mainly used by software 
developers and is not recommended for the regular IBIS user.  

• Excel: The report is viewable in Excel 2007 or Excel 2002. The report is also available in CSV 
(Delimited text), which can be viewed in many applications but will not retain any formatting 
such as spaces or graphics.  
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If is selected, you will receive a report in HTML format as shown below. 

 
 
In order to see the next page of the report, you will need to click the options at the bottom of the page.  
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If you wish to run a repot in Excel, you will have the following options. 
 

 
 

For this example, the  option is selected. When selected, a new window will 
appear with a message stating your report is running.  
 

 
 
After a few moments, a File Download window will appear as shown below.  

 
 
Click Open to open the file immediately. Click Save to save the file to your computer and open from the 
saved location. TIP: Saving the file and opening from the saved location may be a faster option then 
opening the file directly.  
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The file can be opened from the window or the saved location. When the file opens, it will display a 
formatted Excel version of the report. There will be individual tabs for each different Report Type.  

 
 

If  is selected, you will receive a report in PDF format as shown below.  

 



                                            Reports                                             IBIS User Guide 

Page 25 

 

 

The  icon allows you to save a shortcut of the report to a folder, such as My Folders. 
The shortcut will bring you to the prompt page to run a new report. This may be helfpul if you want to 
run a report in a location other than the default settings of IBIS reports.  
 

The Return  icon will return you to folders where the report was selected.  
 

The Home  icon will return you to home page within IBIS reports.  
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RUN WITH OPTIONS 
The system allows you to be proactive when generating reports. If, for example, you wish to receive a 
report in a particular format (i.e Excel) and in a certain way (i.e. email), then you can use the Run with 
Options functionality to set the system to deliver a report in the format and method desired. In the 
example below, the user guide will walk through the Run with Options feature for the RK325.  
 
Navigate to the Budget Execution Reports folder from Self Service Reports. You will use the path listed 
below.  

 
 

Locate the RK325 Certified and Authorized Budget Report line and the “Run with options”  icon on 
the right side of the screen. This is highlighted below.  
 

 
 

Click on the “Run with options”  icon and you will see a new window appear, which is displayed 
below.  
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Under the Format option, you have several choices such as PDF, Excel, and HTML. Select the desired 
format. In the example, Excel 2007 is selected.  

 
 
Under the Devliery option, you have the option to view the report now, print, or send by email. Select 
your delivery option. In the example, email is selected. If email is chosen, then the system will generate 
an email to you with the report attached.  

 
 
The final section is Prompt Values. Keep the default checkmark. This will allow you to set the parameters 
of the report you about to generate.  

 
When complete, click Run at the buttom of the screen. If wish to cancel the action, simply click Cancel 
and you will be returned to the Budget Execution Reports folder.  
 
Upon clicking Run, you will receive a prompt screen as shown below.  

 
 
Complete the prompt screen as described earlier in this user guide and click Finish when you are 
complete.  
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After you click Finish, you will receive the following information screen that summarizes your actions. 
Click OK and the report will be emailed to you in the format you selected. You will be returned to the 
folder where you selected the report.  

 
 
 
 
HOW TO MANAGE REPORTS  
 
This section begins with showing the default Reporting home page.  

 
 
The home page displays several action icons, which are defined in the screen shot below.  
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On the upper right hand side of the screen is user identification display and the log off feature. Click Log 
Off if you wish to exit the system. This will log you out of IBIS.  

 
 
Search Bar 
The search bar is located next to the log off feature. There are several options that you can use to search 
for reports and folders. Typing key word(s) and clicking the magnifying glass will initiate a search for 
reports, files or folders within the Public Folders and My Folders. Selecting the dropdown arrow will 
bring you to another search bar with both simple and advanced search features.  

 
 
Set Home Page 

Selecting the Home icon  will display a dropdown list with “Home” or “Set View as Home” as 
choices.  

 
 
 
Clicking “Home” will navigate back to your IBIS Reports homepage. Clicking “Set View as Home” will set 
whichever page you are currently viewing to become your new home page. TIP: Any folder level within 
the Public Folder or My Folder tab can be set as a IBIS Reports homepage.  
 
Set up My Area – Set Preferences  

My Area Options  allows you to set preferences and activity settings. Clicking on the icon will 
bring forth the following display.  

 
 
Each option is described below:  

• My Inbox: This option brings you to a personal Inbox. This is new functionality from IBM and 
should be bypassed for the time being in IBIS Reports.  
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• My Watch Items: Any report that is added to your watch list will be displayed on the Alerts tab 
screen. An email notification will be sent to you when new versions of reports that have been 
added to the watch list become available. TIP: To access watched files, locate the file in the 
appropriate folder.  

 
 

• My Preferences: Personal preferences can be customized such as the number of items that can 
be viewed in public and private folders, report output formats (PDF,HTML, Excel), and portal 
view prefences. The following are highlights of settings that can be adjusted followed by a 
screen shot of the preferences page.  
 
General Preferences: Set the view preferences and output settings for IBIS Reports. 

o Number of entries in list view: Displays the number of items to appear on the screen. 
The maximum number of entries is 999.  

o Separators in list view: Displays files and folders in gridlines, alternating backgrounds, or 
no separator screens.  

o Style: Changes the style templates within IBIS Reports.  
o Report format: Set the default report format for all reports (PDF, HTML, Excel). 
o Show the welcome page at startup – Choose to display or not to display the weclome 

page when IBIS Reports starts.  
o Show a summary of the run options: Display a summary of run options when executing 

reports.  
o Default view: The list view stacks folders and files on top of each other. The detailed 

view creates large icons separated in columns and provides details about an item 
whenever available.  

o Number of columns in detail view: This will display the amount of columns in the display 
view.  

o Regional options: Set your language preferences. The default setting is recommended.  
o Time zone: This setting sets your location time. The default settings should remain.  
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Personal Preferences: This page primarily describes the IBIS Report user information. The default setting 
is recommended.  
 
Portal Tabs Preferences: Similar to the “Public Folders” and “My Folders” tabs, adding, removing or 
changing the order of IBIS Report tabs can be set here. There are limitations on what changes can occur, 
however.  
 

My Activities and Schedules under My Area Options  is a central 
location to monitor scheduled reports. You can monitor current, past, and upcoming report activities. 
Report schedules can also be enabled, disabled, and modified here.  
 
IBIS Report Help 

The Help icon  will access the help menu. The following options will be displayed the the icon is 
clicked.  
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Clicking will provide access to the latest IBM manual. The Quick Tour allows for a tutorial of the 
IBM Cognos software that is used for IBIS reports.   
 
Tool Bar 
There are several action icons, including a tool bar, displayed in the upper righthand corner of the 
screen. This tool bar is intended to help you organize your IBIS Reports and folders. You modify certain 
features and add, remove or move reports in your Shared Workspace or My Folders with features like 
cut, copy and paste.  

 
 
The features are summarized below.  
 

•  List View : Displays files and folders in rows as shown below.  

 
 
 

• Detailed View: Displays larger icons separated in columns and provides details about items 
whenever information is available as shown below.  
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• New Folder: Creates new folders. This option is restricted to the Shared Workspace in 
Public Folders and My Folders.  

• New Job: Allows for the scheduling of multiple reports to run sequentially or concurrently. 
You can select which reports to run, if you want the action to be one-time or scheduled, and if 
schduled then the frequency (daily, weekly, monthly, etc).  

• New URL: Creates website links that can be shared with others. 

• New Page: Creates a new portal page that can contain multiple parts.  

• Cut, Copy, Paste and Delete: The buttons will only be activated for Shared 
Workspace and My Folders.  

o Cut: Move files or folders.  
o Copy: Duplicates files or folders to be moved.  
o Paste: Place cut or copied items into a selected location.  
o Delete: Removes selected files or folders.  

• Set Properties: Allows you to set property preferences for folders.  

• Order: Allows you to display files or folders in specific sequences.  
 
 
Creating a New Folder 
You have the ability to modify Shared Workspace and My Folders within IBIS Reports by adding new 
folders. To modify these areas, navigate to them within the system. This example uses My Folders.  
 

Click the new folder icon as shown below.  

 
 
 
 
 
Clicking the new folder icon will make the following window appear. 
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Enter a name for the folder in the Name field. Enter any other additional information desired on the 
screen such as a description or screen tip.  

 
 
The location of the new folder is shown in the Location field. If a different location is desired, click the 
Select another location link and select another location for the folder. Remember, new folders may only 
be set up in My Folders or in the Shared Worked space of the Public Folders.  

 
 



                                            Reports                                             IBIS User Guide 

Page 35 

 

When you are satisfied with the folder’s location, click Finish. This will close the window and return you 
to the navigation screen. The new folder will appear as shown below.  

 
 
Deleting a Report or Folder 

To delete a report or a folder, check the folder you wish to delete and click the Delete icon. You may 
delete folders in the Shared Workspace or My Folders only.  
 
You may receive the following message. If you wish to delete the folder, click OK. Be cautious about 
deleting folders because there may be important content within the folder.  
 

 
 
Cut, Copy and Pasting a Report/Folder 
To cut, copy and paste a report/folder, go to the folder where the report resides. Remember, this action 
is only permissible in the Shared Workspace or My Folders Check the checkboxes to the left of the 
report(s) or folder(s) desired as shown below. The example used is for reporst within the Shared 
Workspace.  

 

Click the desired option: cut or copy.  
 
Next, navigate to the desired folder where you wish to place the report or folder. Click the paste icon 

to place the cut or copied report(s) or folder(s) in the selected location.  
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Report Action Items 
There are several action items associated with each report as shown below.  

 
 
The features are summarized below.  

• Set Properties: Allows you to adjust property settings for reports.  

•  Run with options: Allows you to generate a report on a one-time basis in any format with the 
options to view, print or email the report. Refer to the Run with Option section for more 
information. 

•  Create a report view of this report: Allows you to create different versions of a report using 
the underlying structure of the orginal report but display the view in a format you choose. You 
can create a report view and save it in Shared Workspace or My Folders.  

• View the schedule: Allows you to view any scheduled runs of the report.  
•  View run history: Allows you to view the request, start, and completion time for historical 

versions of the report.  

• Do not alert any about new versions: Allows to disable a report’s alert if activated.  


