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Cognos BI – How to Save  Report with your prompt 
values 

 
Step-by-Step Exercise 
 
 
 

Navigate report folder structure 
 
 

1. Navigate to the Public Folders > UCAR Reports > Analytical Reports > 
Budget and Forecasting 
 

 
 

2. Click on the 001 - PM - Cost Projection Annual - Drill Through - FY. 
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3. Select the account keys you want (click on the key(s) in the Results box or 

click on Select All, then click Insert) and click the Finish button. 

 
 

4. Once the report runs, on the upper right hand corner of the screen click on 
‘Keep this Version’, ‘Save as Report View’. 
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5. Click on Select My Folders and OK 

 
6. After Selecting My Folders, you may click on Select Another Location to 

either select a sub-folder in My Folders or create a new Sub Folder in my 
folders. 
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7. Once your location is selected click ok and ok again. 
 

8. In the upper right-hand corner of your screen click on the bent arrow and 
navigate to My Folders and the location of your saved report view. 

 
 
9. Click on the properties icon. 

 
 

10. Select Report View and change the following fields:  
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11. Clicking on the Set link returns the prompt page where you will need to enter 

your selection criteria one more time, and Click Finish: 
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12. Clicking Finish brings you back to the Properties settings.  Once here, click 
ok. 

 
13. Now, navigate the place where you saved the view in My Folders and click on 

the report to run it.  This report view is now connected to live data each time 
you run it!  Drill downs (expand lists) and drill throughs also function as in the 
original report. 
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