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through prompted report objects. You can remove a filter from the widget only if it has a delete
(X) icon on the right side of the filter. Those filters that were applied outside of Cognos Work-
space show grayed out or with a lock. You cannot delete these filters.

Similarly, you can see in the Information bar the sort conditions that have been applied to
the widget report. The sort conditions can be those that were applied from within Cognos Work-
space by using the widget sort options or may have been sorted by the reporting tool outside of
Cognos Workspace. Similar to filters, you can remove the sort condition only if has a delete (X)
icon on the right side of the sort condition.

The Sort and Filter conditions are included in the report when the report widget is printed
or exported to Microsoft Excel 2007 or PDF.

© o | B | Y~ B 0
Returns by Order Method /Informatlon Bar
T{Filter applied, Sort applied 2007
T Return reason excludes Unsatisfactory product Click here
41 Return reason : Sorted by label, ascending to delete ™A 5 90544
;| |43 Wrong product shipped : Sorted by value, descending X :
Camping Equipment 36,046 57,043 52,199 26460 31,687 38,025 49,116
Wountaineering 15,482 8,176 30,765 13,553 25419 15461
Equipment
Golf Equipment 6,221 5817 13,105 4449 6380 8435 5879
Outdoor Protection 79,351 74 7210 56082 17848 11442 1563 LI

Figure 8.5 Information bar displaying the applied Filter and Sort applied to Returns by Order
Method.

Widget Actions Menu

Every widget has a Widget Actions menu that provides options specific to that widget only. The
Widget Actions menu becomes visible and available only when you click the widget and bring it
to focus. Refer to Figure 8.2 to see that the Widget Actions menu is only visible for the chart Cor-
relation between Region and Products at this time. Some of the options available to you in this
menu are Remove from Workspace, Print as PDF, Export to PDF, Excel 2007, Excel 2002, CSV
or XML, Versions, Refresh, Prompt Again, Reset, Listen for Widget Events, Resize to Fit Content,
Send to Back, Do More..., and Properties.
You explore these options in greater detail later in this chapter.

On Demand Toolbar

Every widget has an On Demand toolbar with an Actions menu that becomes available and vis-
ible for the currently selected widget (refer to Figure 8.2). The options available in the widget
vary depending upon the type of widget.
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Explore Application Bar Options

Additional options are available to you from the Application bar. Some of the actions in the
Application bar are also available to you from the Actions menu. If you have Lotus Connections
configured in your environment, an icon will be available for collaboration. The sections that fol-
low explore these options in more detail. The options are covered in the sequence they appear on
the Application bar.

New Workspace

Use the New Workspace option to create a new Cognos Workspace workspace:

1. On the Actions Menu, click the New Workspace icon.

2. In the Content pane on the right, navigate to Public Folders > SampleOutdoor
Reports folder > Product Forecast > List1 report part.

3. Drag and drop List1 on to the workspace.
NOTE: If you have not performed the activities in previous chapters, you may not have
a folder SampleOutdoorReports and Product Forecast report. You may navigate to Pub-

lic Folders > Samples > GO Data Warehouse (analysis) > Report Studio Report
Samples > Customer Returns and Satisfaction > List1.

Open

Use this option to open an existing Cognos Workspace workspace.

Save

Use this option to save your workspace.

Email Link

You can email the link to your workspace to others in your organization. Users must have per-
missions to view the workspace. When you click the option Email Link... icon, the link to the
workspace is automatically pasted in your default email client with the workspace name in the
subject line, as shown in Figure 8.6.
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Figure 8.6 Email Sales Dashboard via IBM Cognos Workspace.

Collaborate
You can launch Lotus Connections from Cognos Workspace and collaborate with others.
This option appears as a drop-down list and in the Application bar and provides two
options:
* Start an Activity
* View/Hide Dashboard Activities
The Collaborate option enables you to create activities using IBM Lotus Connections.
Activities enable you to create and assign to-do items, post messages, and share files. You can

also use other social software capabilities such as wikis, blogs, and communities to collaborate
with others.

Start an Activity
Use the Start an Activity option to create an activity for the workspace. The Start an Activity win-
dow opens requesting a userid and password. When successfully logged on, you can accomplish
the following:

* Start creating your activity.

* Give your activity a name.

* Describe the goal of the activity.

* Provide tags for easy search.

¢ Activity due data.

* Include the list of people you want to work with on this activity and identify them as
owner, author, or reader in the Member options.
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You can search for people while including people in the activity. When the person with the
name you were searching for is found, a name card becomes available with the details of the per-
son. Use this to ensure you are selecting the correct Mary Miller if there are multiple people with
the same name in your organization. There are some templates already available to use rather
than creating your own. Typing in the template name searches for templates with similar names
and narrows your search list. However, you may opt not to use it if you do not want to do so.
After you have assigned the activity to other people, they can see the activity in their to-do list.

To start an activity, click the Collaborate icon on the Application bar, and choose Start
an Activity. When you create an activity, you can specify an activity title, activity goal, tags, due
date, and specify members to be owner, author, or reader, and so on.

When you click Save, the browser for Start an Activity displays. All the activities that you
have access to are listed as shown in Figure 8.7.
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Figure 8.7 Collaboration Options — Working with Activities in Lotus Connections.

In addition, you can leverage work with other social collaboration features such as blogs,
files, and wikis to explore and enhance your recommendations and findings by working as a team
together. Figure 8.8 shows additional options available to you, for example, Profiles, Communi-
ties, Blogs, and Bookmarks that you can use for collaborating with others.
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Figure 8.8 Collaboration Options — Lotus Connections options and interface.

Figure 8.9 shows that the View/Hide Workspace Activities option works as a toggle.
Choosing this option once shows you all the activities that have been defined on this workspace
in the Workspace Activities pane, at the bottom of the screen. Choosing this option again hides
the Activities pane from the bottom of the screen. You can also see the activities generated by
other users. In Lotus Connections, you can see the activities you have access to, not just the ones
associated with the currently opened workspace. You can click the activity for more details. In
the Activities pane there is a link to the workspace.
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Figure 8.9 View all workspace activities set up via IBM Cognos Cognos Workspace.

Later you see that you can also collaborate with others by adding comments and annota-
tions to reports.

Refresh Workspace

The Refresh All option from the Application bar refreshes all workspace content. Every widget
in the workspace will be refreshed.

NOTE: To refresh the content of an individual widget, use the Refresh option from the
Widget Actions menu.
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Edit Workspace Style...

The Edit Workspace Style... option enables you to modify the workspace style, that is, back-
ground color of the workspace and widget properties. Cognos Workspace provides free form
layout with gridlines to help you align the widgets. As you move the widgets in the canvas, you
notice the gridlines appear horizontally and vertically, and can use them to align your widgets in
the workspace canvas.

There are three options available to you from here:

* Fit All Widgets to Window
* Arrange All Widgets to Fit Content
» Edit Workspace Style...

The sections that follow describe these options in more detail.

Fit All Widgets to Window

When you drag and drop items from the Content pane into your workspace, the widgets
are automatically sized to fit the content within them. When you use this option, all the widgets
on your workspace are resized to fit the current browser window. Depending on the number of
widgets on the workspace, scroll bars may appear in the widgets where appropriate.

To fit all widgets to a window, you must first click the Layout and Style icon on the
Application bar, and then choose Fit All Widgets to Window.

Arrange All Widgets to Fit Content

Use the Arrange All Widgets to Fit Content option to fit all the content of the report part
into the widget. All widgets are rearranged to avoid overlapping of widgets. Depending on the
number of widgets and their size, some of them may have scroll bars where appropriate. You can
also accomplish the same thing via the Resize to Fit Content option in the Widget Actions menu.
To arrange all widgets to fit content, click the Layout and Style icon on the Application bar, and
choose Arrange All Widgets to Fit Content.

Edit Workspace Style...

The Edit Workspace Style... option has two tabs: one for Tabs and Global Area settings
and the other for Widget properties, as shown in Figure 8.10.

On the Tabs and Global Area tab, you can define the background of the workspace by
changing the background color or background image. For a page color, you can choose from
None or Set Color.... in the drop-down list. Clicking the Set Color... option brings up the Set
Color window, which enables you to choose a Palette color or a tab to define Custom color.
Custom color requires that you provide a color value as a named value or hexadecimal value.
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