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Primary Toolbar 

Icon Name Description 

 
Validate Report Verifies the report's XML specification to ensure that the report contains no 

errors. 

 
Show Specification Displays the XML specification for this report. Note that you cannot edit the 

specification from this display. 

 
Run Report Run report in HTML, PDF, Excel, CSV or XML, and choose report options. 

 
Lock/Unlock Lock/Unlock the report to make changes to layout objects. 

 
Visual Aids Show or hide visual aids such as boundary lines, headers and footers, and 

grouping and sorting icons. 

 
Filter Filter selected data. 

 
Suppress Suppress rows, columns, or rows and columns based on divide by zero, missing 

and overflow values. 

 
Sort Sorts selected column(s) or row(s) by various options. 

 
Summarize Adds a summary calculation to the end of selected column(s) or row(s). 

 
Insert Calculation Insert calculation for selected data. 

 
Group/Ungroup Groups items in a report to remove duplicate values. 

 
Pivot List to Crosstab Creates a crosstab report from a list report. 

 
Section Creates a section to show a data item as the header. 

 
Swap Rows and Columns Swaps rows and columns within a crosstab, or swaps the x and y axis within a 

chart. 

 
Headers and Footers Creates headers and footers for lists and reports. 

 
Insert Chart Inserts a chart into the current report. 

 
Build Prompt Page Add prompts for a selected data item to a separate page, preceding the report. 

 
Drill-Through Definitions Create a drill-through definition for a data item within the report. 

 
Insert Table Define the number of rows and columns for a table to be inserted in the 

selected location. 
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Style Toolbar 

Icon Name Description 

 
Foreground Color Set the color for the selected text. 

 
Horizontal Alignment Horizontally align the selected object left, center, right or full. 

 
Vertical Alignment Vertically align the selected object top, middle or bottom. 

 
Data Format Change the format of selected data. 

 
Background Color Select or change the background color of the object. 

 
Pick Up / Apply Style Copy the style of the selection to apply the style to new selections.  

Explorer Bar 

Icon Name Description 

 
Page Explorer Work with report pages, prompt pages and classes. 

 
Query Explorer Create or modify queries to be used in reporting and to perform complex tasks, 

such as defining union joins and writing SQL statements. 

 
Condition Explorer Work with variables to define conditions in a report. 

 
Page Design View Shows the design layout view of the report. 

 
Page Structure View Shows an overview of all objects in the report in a tree structure. 
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Insert Object Pane Toolbar 

Icon Name Description Model Type* 

 
View Members Tree Use this option to view and insert members only. D 

 
View Metadata Tree Use this option to view the full package tree. D 

 

 

Create Sets for Members 

Insert Individual Members 
Toggle this option to create sets for inserted members or to insert 
individual members. D 

 

 

 

Insert Single Member 

Insert Children 

Insert Member with Children 

Toggle this option to control inserting members: the member only, 
the children of the member only, or both the member and the 
children. 

D 

 
Manage External Data 

This is a shortcut for the Manage External Data option from the Tools 
menu. To see and use this button, your user id must have the Allow 
External Data permission granted. 

R, D 

 
Refresh Refreshes the package tree. R, D 

Insert Object Pane Tabs 

Icon Name Description 

 
Source Contains items from the package that can be added to the report. 

 
Data Items Displays the data items for each query contained in the report. 

 
Toolbox Contains objects that you can add to the report, such as text and graphics. 

*Model Type: R=Relational; D=Dimensional 
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Data Source Icons 

Icon Name Description Model Type* 

 
Package A package contains objects that you can insert into a report and 

is a collection of related namespaces. R, D 

 
Namespace A namespace is a collection of related items, and it is used to 

organize objects in the data model. R, D 

 
Parameter Map 

A two-column table mapping a set of keys (source) to a set of 
substitution values (target) that can be based on manually 
entered values or existing query items in the project. 

 

 
Query Subject A query subject is a collection of query items that often 

represents a table in the database. R 

 
Data Source Query Subject Maps to a corresponding object in the data source and uses a 

modifiable SQL statement to retrieve the data. R 

 
Model or Stored Procedure 
Query Subject 

Maps to existing metadata in the model, or executes a database-
stored procedure to retrieve the data. R 

 
Update Stored Procedure 
Query Subject Executes a database-stored procedure to update the data. R 

 
Query Subject Containing 
Measures 

A query subject that typically contains measurable items 
representing a column of quantitative data in the database. R 

 

 

Query Item (Qualitative) 

This query item represents character qualitative data in the 
database, such as Product name. 

This query item represents numeric qualitative data in the 
database, such as Branch code. 

R 

 
Query Item (Quantitative) This query item represents a column of quantitative data in the 

database, such as Unit cost. R 

 
Model Calculation A calculation can be added to a report like a query item and is 

often based on other query items. R 

 
Model Filter A model filter is a pre-defined filter that can be applied to a 

report. R, D 

 
Shortcut 

A shortcut points to an underlying object that can act as an alias 
or reference, like creating star schema groupings for 
presentation of logical groupings to the authors. 

 

 
Folder A folder is used to organize data items. D 

 
Measures Folder A measures folder contains hierarchical measures. D 

 
Measure A measure represents a column of quantitative data in the 

database, such as Expense total. D 

 
Measure Dimension A collection of measures (typically facts) for OLAP-style queries. D 

 
Calculated Measure A performance indicator calculated using existing data base 

measures. D 

*Model Type: R=Relational; D=Dimensional 
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Data Source Icons 

Icon Name Description Model Type* 

 
Dimension A dimension represents a broad grouping of descriptive data 

about a major aspect of a business, such as Products. D 

 
Hierarchy A hierarchy is a collection of dimensional members, organized 

into a tree structure. D 

 

 

Hierarchy Level (Top Level) 

Hierarchy Level (Non-Top 
Level) 

The level is a set of members that have common attributes. D 

 
Level Attribute An attribute represents a property of a level. D 

 
Member Members are unique items within a hierarchy. For example, 

Camping Equipment is a member of the Products hierarchy. D 

*Model Type: R=Relational; D=Dimensional 
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Administration Toolbar 

Icon Name Description 

 
Show Details Show details of entries in the Current Activities, Past Activities and Upcoming 

Activities views on the Status tab. 

 
Hide Details Hide details of entries in the Current Activities, Past Activities and Upcoming 

Activities views on the Status tab. 

 
Cancel Cancel the run of entries in the Current Activities and Upcoming Activities views 

on the Status tab. 

 
Suspend Suspend the run of entries in the Current Activities and Upcoming Activities 

views on the Status tab. 

 
Release Release suspended entries in the Current Activities and Upcoming Activities 

views on the Status tab. 

 
Set Priority Set the priority of entries in the Current Activities, Upcoming Activities and 

Schedules views on the Status tab. 

 
Schedule Schedule entries in the Upcoming Activities view on the Status tab. 

 
Enable Enable disabled schedules in the Schedules view on the Status tab. 

 
Disable Disable schedules in the Schedules view on the Status tab. 

 
New Group Create a group in the Cognos namespace on the Security tab. 

 
New Role Create a role in the Cognos namespace on the Security tab. 

 
Edit Default User Profile Edit the user profile on the Security tab that is assigned to all users 

accessing IBM Cognos BI for the first time. 

 
New Data Source Create a data source in the Data Source Connections view on the Configuration 

tab. 

 
New Connection Create a connection for a data source in the Data Source Connections view on 

the Configuration tab. 

 
New Sign-on Create a sign-on for a connection in the Data Source Connections view on the 

Configuration tab. 

 
New Job Create a job to run multiple tasks in the Content Administration view on the 

Configuration tab. 

 
New Export Create an export to deploy content out of IBM Cognos BI tasks in the Content 

Administration view on the Configuration tab. 

 
New Import Create an import to deploy content in IBM Cognos BI in the Content 

Administration view on the Configuration tab. 

 
New Index Update Create an index update task in the Content Administration view on the 

Configuration tab. 

 
New Content Maintenance Create a consistency check or report upgrade task  in the Content Administration 

view on the Configuration tab. 
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Administration Toolbar 

Icon Name Description 

 

New Query Service 
Administration Task 

Create a new query service administration task in the Content Administration 
view on the Configuration tab. 

 
New Contact Create a contact (email) in the Distribution Lists and Contacts view on the 

Configuration tab. 

 
New Distribution List Create a distribution list in the Distribution Lists and Contacts view on the 

Configuration tab. 

 
New Printer Add a printer in the Printers view on the Configuration tab. 

 
New Style Add a style in the Styles view on the Configuration tab. 

 
Import Portlets Import a portlet in the Portlets view on the Configuration tab. 

 
Refresh Report Service 
Connections - Configuration 

In the Dispatchers and Services view on the Configuration tab, refresh Report 
Service connections after a PowerCube has been rebuilt. The connection 
information to the rebuilt PowerCube must be updated first. 

 
Specify Routing Rules 

In the Dispatchers and Services view on the Configuration tab, specify a routing 
rule to control the processing of report requests by distributing routing 
keywords to the server groups in the environment. 

 
Define File System Locations In the Dispatchers and Services view on the Configuration tab, define a location 

on the file system to store an additional copy of report output. 

 
Define Paper Sizes In the Dispatchers and Services view on the Configuration tab, define the paper 

sizes that can be used when setting up report pages. 

 
Dispatcher Indicates a dispatcher on the Scorecard pane, in the Systems view, on the Status 

tab. 

 
Service Indicates a service on the Scorecard pane, in the Systems view, on the Status 

tab. 

 
Default Active Content Manager 
Service 

Indicates that the content manager service is designated to become active at 
startup on the Scorecard pane, in the Systems view, on the Status tab. 

 
Standby Status The dispatcher or service is not processing requests but remains available in 

case of a failure of the running service. 

 
Import Visualizations On the Library tab, import visualizations into the Library. 

 
New Tenant On the Multitenancy tab, create a new tenant. 

 
Export On the Multitenancy tab, export the tenant content from the source 

environment to a deployment archive. 

 
Create Content Utilization Info On the Multitenancy tab, run Content store utilization tasks provide insight into 

the content store usage. 
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Administration Toolbar 

Icon Name Description 

 
Disable On the Multitenancy tab, disable a tenant when you want to prevent the tenant 

users from accessing IBM Cognos BI and modifying the tenant content. 

 
Enable On the Multitenancy tab, enable a tenant. 

 
Terminate Sessions 

On the Multitenancy tab, you must terminate the tenant active user sessions 
before deleting a tenant or before performing some tenant maintenance 
operations. 

 
Delete Tenant User Profile On the Multitenancy tab, delete the tenant user profile to apply the default user 

profile. 

 
New Theme On the Mobile tab, create a new theme to define the appearance of the IBM 

Cognos Mobile application welcome page. 


