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SAP Concur Reporting 

Cognos 11 Transition 

 

Section 1: Home Page 

When you click Intelligence from the Reporting menu in SAP Concur solutions, the 

Cognos Home page appears. 

 

Cognos 10 UI 
 

In Cognos 10, the Home page defaults to the Public Folders view, but you can 
customize the Home page to display to specific page, report, or dashboard of your 

choosing by clicking the home icon, , and then clicking Set View as Home. 
 

 

 
 

Cognos 11 UI 
 

In Cognos 11, the Home page defaults to the Welcome page, which contains a list of 
the most recently viewed reports, dashboards, and pages. Like the Cognos 10 UI, 

you can customize the Home page to default to a page, report or dashboard of your 

choosing by clicking the More icon, , in the top navigation bar, and then 

clicking Set as home. 

 

In Cognos 11, most of the icons are now located on the left navigation pane instead 
of the upper-right corner of the Home page. 

 

The public and personal folders and the Persona Dashboards are now also available 
from the left navigation pane. Some of the features in the existing UI have been 

renamed in Cognos 11. For example, Public Folders is now renamed to Team 
content and My Folders is now renamed to My content. 
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 For more information about the icons on the Home page, refer to the Icons 

section in this guide. 

 

 For more information about navigating in Cognos 11, refer to the Navigation 

section in this guide. 
 

 
 

ICONS 

 

A number of icons previously available on the Cognos 10 Home page are no longer 

available on the Cognos 11 Home page, but the same functionality is still available in 

Cognos 11. The access to the functionality has just been moved to another part of 
the UI in Cognos 11. 

For example, in Cognos 10, there are icons for creating a new folder, , or job, , 

and for copying selections, , on the Home page. 

In Cognos 11, the options for creating a new folder are moved to the top of the 
folder list, and the option for creating a new job is accessed by clicking the New 

icon, , on the left navigation bar. 

The option for copying folders or reports is now available at the individual folder, 
report, or dashboard level from the More menu, which is accessed by clicking the 

More icon, . More information about the More menu and where functionality is 

now available in Cognos 11 will be covered later in this guide. 
 

NOTE: The width of your browser window and what you currently have displayed in 
the main view determines whether the left navigation pane displays the icons along 
with the icon name or whether the pane displays the icons only. 
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Example of left navigation pane 

expanded with both the icons and icon 
names displayed: 

Example of the left navigation pane 

collapsed with only the icons displayed: 

 

 

 

 
 

Home page icons key: 
 

Icon Name Description 

Top Navigation Bar Icons 
 

 

More Provides the Set as home option, which can be used to 
make the report, dashboard, or story currently displayed 
the default Home page. 

 

 
Personal menu Provides access to My schedules and subscriptions, My 

preferences, My Watch Items, About, and the Sign out 
option. 

Left Navigation Pane Icons 
 

 
Home Opens the Cognos 11 Home page. 
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Icon Name Description 
 

 
Search Opens the Search feature from the left navigation pane. 

The Search feature is used to globally search the My 
content and Team content folders for the folders, 

reports, dashboards, or jobs that you have access to. 
 

 
My content The My content icon in Cognos 11 is the equivalent of the 

My Folders tab in the existing UI. 
 

 
Team content The Team content icon in Cognos 11 is the equivalent of 

the Public Folders tab in the Cognos 10 UI. This is where 
you can access the Duke University or Intelligence – 
Standard Reports folder. 

 

 
My portal pages Opens the My portal pages list from the left navigation 

pane. 
 

 
Recent Opens the Recently viewed list from the left navigation 

pane. 
 

 

Persona 
Dashboards 

The Persona Dashboards icon in Cognos 11 is the 

equivalent of the Persona Dashboard tab in the Cognos 
10 UI. Opens the Quick Access Menu page. 

 

 
New Provides options for creating new jobs and accessing Report 

(formerly known as Report Studio), drill-through 
definitions, Query Studio, and Workspace. 

 

HINTS 

 

The green dot displayed in the Cognos 11 UI indicates a UI hint is available for that 

feature. Clicking the green dot opens a brief description of the feature. 

 

You can turn off the hints feature by clicking the Turn off hints link. 
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RECENTLY VIEWED LIST ON THE TOP NAVIGATION BAR 

 

The recently viewed list on the top navigation bar provides a list of the recently 

viewed pages, reports, or dashboards for the current Cognos session. You can use 

the list to quickly navigate back to something you recently viewed. This same list of 

recently viewed pages, reports, and dashboards can also be accessed from the left 

navigation pane by clicking the Recent icon, . 

The name of the recently viewed list on the top navigation bar displays the name of 

the page currently viewed. 

 

For example, on the default Home page, the list displays Welcome. 
 

 

If you are viewing a report, such as the Expense Accrual report, the list displays the 
name of the report. 

 

 

RESOURCES MENU ON THE TOP NAVIGATION BAR 

 

The Resources menu on the top navigation bar provides links to the Analysis / 
Intelligence documentation and SAP Concur Training Toolkit. 
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PERSONAL MENU ON THE TOP NAVIGATION BAR 

 

The Personal menu on the top navigation bar provides links to your schedules, 

subscriptions, preferences, and watch items. It also contains the Sign out option for 

logging out of Cognos. 
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Section 2: My Content (Formerly My Folders) 

In Cognos 11, the My Folders feature is renamed to My content, and the folders, and 
contents of the folders previously located in My Folders are now located in My 

content. The My content feature is where a user can store their personal reports and 

content. Only the creator of the content has access to the contents of the My 
content folder. 

 
Cognos 10 UI 

 

The My Folders feature is accessed by clicking the My Folders tab. 
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The Actions column contains icons for the different options for managing individual 

folders and reports, and the option for running reports. 
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Cognos 11 UI 
 

You can access the My content feature from the left navigation pane. 
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When you click My content, the contents of your My content folder are displayed to 

the right of the left navigation pane. 
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In the My content folder, the option for creating a new folder or URL is available at 

the top of the folder list by clicking the New icon, . 
 

The options for managing individual folders, reports, and jobs are available on the 

More menu. To open the More menu, place your pointer over the individual folder, 

report, dashboard, or job to display the More icon, . 
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Click the More icon, , to open the More menu. 

Example of the More menu for a folder: 
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Example of the More menu for a report: 
 

 

NOTE: The screen tip option that was available for reports in Cognos 10 is not 
available in Cognos 11. 

 

In Cognos 10, the Screen tip field was located on the General tab on a report's Set 

properties page. The screen tip option allowed you to add a screen tip that was 
displayed next to the report name when you placed your pointer over the icon next 

to a report in the report list. 
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Example of the More menu for a job: 
 

 

 

Section 3: Team Content (Formerly Public Folders) 

In Cognos 11, the Public Folders feature is renamed to Team content, and the 
folders, and contents of the folders previously located in Public Folders are now 

located in Team content. The Team content feature is where content available to all 
Cognos users in your organization is stored, including the standard report catalog of 

dashboards and reports in the Intelligence – Standard Reports folders. A user's 

SAP Concur solutions' role and permission assignments determine what content in 
the Team content folder the user can access. 
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Cognos 10 UI 
 

The Public Folders feature is accessed by clicking the Public Folders tab. 
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When you click one of the folders on the Public Folders tab, such as the Duke 
University or Intelligence – Standard Reports folder, the contents of the folder 
are displayed on the page. 

 



 

17 
 

For folders, the Actions column contains the More link for managing folders. 

Clicking the More link opens the Perform and action page for the folder. 

 
 

For reports, the Actions column contains a number of icons for managing and 
running individual reports, including the Set Properties icon and More link, as well 

as icons for viewing output versions, running the report, opening the report in Report 
Studio, opening the report with Cognos Workspace, creating a report view, and 

scheduling the report. 
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Example of the Perform an action page for a report: 
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Cognos 11 UI 
 

You can access the Team content feature from the left navigation pane. 
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When you click Team content, the contents of the Team content folder are 

displayed to the right of the left navigation pane. 
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When you click one of the folders in the Team content list, such as the Duke 
University or Intelligence – Standard Reports folder, the contents of the folder 
are displayed to the right of the left navigation pane. 
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The folders, reports, and dashboards available in the Duke University and 

Intelligence – Standard Reports folders in Cognos 10 are the same folders, 

reports, and dashboards available in Cognos 11. No changes were made to these 
folders, reports, or dashboards with the Cognos version 11 update. 

 

The options for managing individual folders and reports are available on the More 

menu. To view the More icon, , place your pointer over the individual folder or 

report. 
 

 

Click the More icon, , to open the More menu. 

Example of the More menu for a folder: 
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Example of the More menu for a report: 
 

 

Example of the More menu for a dashboard: 
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Section 4: Navigation 

With the Cognos version 11 update, the feature, folder, report, and dashboard 

navigation now provides a more streamlined user experience, including a linked 

navigation folder path. 

 
Left Navigation Bar 

Most of the navigation in Cognos 11 starts from the left navigation bar. 
 

NOTE: The width of your browser window and what you currently have displayed in 
the main view determines whether the left navigation pane displays the icons along 
with the icon name or whether the pane displays the icons only. 
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Navigating Folders 

Some features on the left navigation bar open a folder list, such as My content and 
Team content. 

 

When you click My content or Team content, the My content or Team content 

folder list opens to the right of the left navigation pane. 

In this example, the Team content folder list is opened: 

 
 

The name of the top-level folder, Team content, is displayed at the top of the folder 
list. 

 

To open a folder in the list, click the folder you want to open. The contents of the 

folder are now listed to the right of the left navigation bar. 
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In this example the Intelligence – Standard Reports folder is opened. 
 

 

At the top of the folder list, the name of the folder you opened along with the folder 

path are displayed. You can click any folder in the path to navigate directly to that 
folder. 
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In this example, the Department Manager Overview folder is opened. If you click 
Intelligence – Standard Reports in the folder path, the Intelligence – Standard 
Reports folder will open. 

 

 

If the full folder path cannot be displayed, the Previous icon, , and the Collapsed 

items icon, , are displayed to the left of the folder path. 
 

Clicking the Previous icon, , will navigate you back one folder level. So, if you 

clicked Team content in the left navigation pane and then clicked the Intelligence 

– Standard Reports folder, when you click the Previous icon, , you are returned 

to the Team content folder. 
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Clicking the Collapsed Items icon, , displays the current folder hierarchy. You 

can navigate to any point in this folder hierarchy by clicking the applicable folder in 

the hierarchy. 
 

 

When you navigate to a specific folder in Cognos 11, Cognos 11 will retain your place 
in the folder hierarchy for the current Cognos session even when you leave the 

current view. 

 
For example, during your Cognos session, if you are viewing reports in the Accrual 
folder under Intelligence – Standard Reports in Team content and then open My 
content, when you return to Team content, the Accrual folder will open. 
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Filter By and Sort Panes 
 

To the right of the folder name and path is the Filter by icon, , and the Sort icon, 

. Clicking the Filter by icon, , opens the Filter by pane to the right of the 
folder list. 

 

 
As you enter your filter criteria, the contents of the folder are automatically filtered. 
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For example, the Persona Dashboards folder is open. Entering manage in the 
Keywords field filters the list to only display the items containing manage in the 
name. In this example, only three folders in the list contain manage in their name. 

 

 
The filter criteria will be applied to any folder you navigate to. For example, if you 

navigate to the previous folder, the filter criteria will also be applied to that folder. 

The filter criteria are retained for the current Cognos session until your clear or edit 

the filter criteria, even if you close the Filter by pane. 
 

A dot on the Filter by icon, , indicates that a filter is currently being applied. 

To close the Filter by pane, click the Filter by icon, , again. 
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Clicking the Sort icon, , opens the Sort by pane to the right of the folder list. 
 

By default, the Name and Ascending options are selected in the Sort by pane. 

As you select the sort options, the contents of the folder are automatically sorted. 

For example, the Persona Dashboards folder is open. Selecting the Modified and 
Descending options sorts the contents of the folder by the last modified date in 

descending order, with the most recently modified item at the top of the list and the 
item with the oldest last modified date at the bottom of the list. 
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More Menu 
 

For folders, reports, dashboards, and jobs in a folder list, the More menu is 
available. The options for managing individual folders, reports, dashboards, and jobs 

are available on the More menu. To open the More menu, place your pointer over 

the individual folder, report, or job in the folder list to display the More icon, . 
 

Click the More icon, , to open the More menu. 

Example of the More menu for a folder in Team content: 

 

 
Recently Viewed List on the Top Navigation Bar 

The recently viewed list on the top navigation bar provides a list of the recently 

viewed pages, reports, jobs, or dashboards for the current Cognos session. You can 
use the list to quickly navigate back to something you recently viewed. 
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Recent 

The name of the recently viewed list on the top navigation bar displays the name of 
the page currently viewed. For example, on the default Home page, the list displays 

Welcome, if you are viewing the Expense Accrual report, the list displays Expense 

Accrual. 
 

The recently viewed list on the top navigation bar is cleared after each Cognos 

session. 

 

Example of the recently viewed list when viewing the default Home page: 
 

 

Example of the recently viewed list when viewing the Expense Accrual report: 
 

 
 

 

The Recently viewed list is displayed when you click the Recent icon, , on the 

left navigation pane and the Recent list displayed on the default Home page, 
displays the last 20 pages, reports, jobs, and/or dashboards viewed by the user. 

Unlike the recently viewed list on the top navigation bar, the contents of the 
Recently viewed and Recent lists carry over from previous Cognos sessions. The 
recently viewed list on the top navigation bar is cleared after each Cognos session. 
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The list of recently viewed pages, reports, dashboards, and/or jobs displayed in the 
Recently viewed list is the same list that is displayed in the Recent list on the 
default Home page. Cognos 11 provides two different ways to access this list. 

 

Example of the Recently viewed list: 
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Example of the Recent list on the default Home page: 
 

 

Regardless of whether you are viewing the Recently viewed list from the left 

navigation bar or the Recent list on the default Home page, the More menu is 

available for each of the items in the list, just like if you were viewing the items in 

My content or Team content. 
 

Placing your pointer on the item displays the More icon, . Clicking the More 

icon, , opens the More menu for the item. 
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Example of the More menu from the Recently viewed list: 
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Example of the More menu from the Recent list on the default Home page: 
 

NOTE: The orientation of the More icon, , on the Home page is vertical instead of 
horizontal. 

 

 

 
 
 

 

 

 

 

 

 

 



38   

 

Section 5: Search 

In Cognos 11, you can globally search the My content and Team content folders 
for any folder, report, dashboard, or job that you have access to. The search results 

can be filtered by object type (such as folder, report, or dashboard). 
 

Searches can be saved to help save time when you need to re-run the same search. 

In Cognos 11, you can also search the data model. 

 For more information about searching the data model, refer to the Report 

(Formerly Report Studio) section in this guide. 

 

 To search the My content and Team content folders: 
 

1. Click Search, , in the left navigation pane. 

The Search pane opens to the right of the left navigation pane. 
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2. Enter the search term(s). 
 

As you begin typing, search suggestions are listed. 
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3. Either click one of the search suggestions or press the Enter key to run the 

search. 
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The search results are listed on the Search pane. The search results display 

up to 50 of the top matches in search results. 
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4. To view the full path of an item in the search results, place your pointer over 

the path below the item's name. 
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 To filter the search results: 
 

1. After running a search, click the filter icon, , at the top of the Search pane. 

2. Clicking the filter icon, , opens the Filter by pane to the right of the 

Search pane. 
 

 
3. Select the filters you want to apply to the search results. 
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The search results are automatically filtered as you make your selections on 

the Filter by pane. 
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4. To clear your filter selections, click the Clear all link at the top of the Filter 

by pane. 
 

5. To close the Filter by pane, click the filter icon, , again. 

 To save a search: 
 

1. After running a search, click the Save search icon, , at the top of the 

Search pane. 
 

 

2. Clicking the Save search icon, , saves the search and the Search was 
saved message appears. 
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3. Saved searches are displayed on the Search pane when there are no search 

results displayed on the Search pane. 

 
The name of the saved search is the search term(s) currently in the search 

text box when you click the Save search icon, . For example, if "audit" is 
the search term, the saved search name will be "audit". 

 

 

4. To clear your current search and remove the search results from the Search 

pane, click the x in the search text field. 
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 To run a saved search: 
 

1. Click Search, , in the left navigation pane. 

The Search pane opens to the right of the left navigation pane. Any saved 
searches are displayed in the Saved searches list on the Search pane. 

 

 

2. Click a saved search link to run the saved search. 
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The search results for the saved search are displayed on the Search pane. 
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Section 6: Running a Report or Dashboard 

The process for running a report or dashboard with its default settings is the same 

between Cognos 10 and Cognos 11. 
 

To run a report or dashboard with its default settings, click the report or dashboard 

name. 

 
The functionality for running a report with options is the same, but where you run a 
report with options in Cognos 11 is different than in Cognos 10. 

 

NOTE: IBM has identified an error in Cognos 11 if using javascript for reports in 

interactive mode. To avoid this error, make sure you are running reports with the 
Run with full interactivity report setting set to No. The Run with full 

interactivity setting is located in Report under RUNNING & VALIDATING. 
 

https://www.ibm.com/support/pages/cognos-analytics-11-error-when-trying-use-javascript-interactive-mode
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Cognos 10 UI 
 

Click a report's or dashboard's name in the Name column to run the report or 
dashboard with its default settings. 

 

 

To run a report or dashboard with options, click the Run with options icon, . 

On the Run with options page, select how you want to run and receive the report 

or dashboard. 
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If you want to run a report or dashboard with advanced options, click the advanced 

options link on the Run with options page. 
 

 

Click the Run button to run the report or dashboard. 
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Cognos 11 UI 

To run a report or dashboard, click the More icon, , and then click Run as. 
 

On the Run as page, select how you want to run and receive the report or 
dashboard. 

 

 
Click the Run button to run the report or dashboard. 
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After a report or dashboard runs, you can click the Run As icon, , on the top 

navigation bar to access additional run options. 
 

 

 

 

 

 

 

 

 

 

 

 

 


