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Our reporting solutions provide your organization with
insights and visibility into your spend to drive
compliance, cost savings, and transform processes. We
are updating the user interface (Ul) of Analysis and
Intelligence powered by IBM Cognos to improve
usability and efficiency for your reporting users, as well
as enhance the level of support from IBM.

Find all resources at our Cognos 11 resource center.

Find this FAQ also in Japanese.
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Legal disclaimer

The information in this document is confidential and proprietary to SAP SE or an SAP affiliate company
and may not be disclosed without the permission of SAP SE or the respective SAP affiliate company. This
document is not subject to your license agreement or any other service or subscription agreement with
SAP SE or its affiliated companies. SAP SE and its affiliated companies have no obligation to pursue any
course of business outlined in this document or any related presentation, or to develop or release any
functionality mentioned therein. This document, or any related presentation and SAP SE or an SAP
affiliate company’s strategy and possible future developments, products and or platforms directions and
functionality are all subject to change and may be changed by SAP SE and its affiliated companies at any
time for any reason without notice.

The information in this document is not a commitment, promise or legal obligation to deliver any
material, code or functionality. This document is provided without a warranty of any kind, either express
or implied, including but not limited to, the implied warranties of merchantability, fitness for a particular
purpose, or non-infringement. This document is for informational purposes and may not be incorporated
into a contract. SAP SE and its affiliated companies assume no responsibility for errors or omissions in
this document, except if such damages were caused by SAP SE or an SAP affiliate company’s willful
misconduct or gross negligence.

All forward-looking statements are subject to various risks and uncertainties that could cause actual
results to differ materially from expectations. Readers are cautioned not to place undue reliance on these
forward-looking statements, which speak only as of their dates, and they should not be relied upon in
making purchasing decisions.

© 2021 SAP SE or an SAP affiliate company. All rights reserved. | PUBLIC

This document and SAP’s strategy and possible future developments are subject to change and may be changed by SAP at any time for any reason without notice. This
document is provided without a warranty of any kind, either express or implied, including but not limited to the implied warranties of merchantability, fitness for a particular
purpose, or noninfringement.



Table of Contents

FREQUENTLY ASKED QUESTIONS ...ttt ettt e ettt e et et e et e et e e e e bb e e e e et e e e etb e e aeeran s 4
What is happening, and What iS COONOS? ...........uuiiiiiiiiiii ittt e et e e e e e s st b b be e e e e e e e s e annrbeees 4
Why are we UPdating t0 COQNOS 117........oii ittt ettt e e ettt e e e e e s s o e bbbt et e e e e s s e bbb bb et e e ae e s s aanbbbbeeeeeaeesaannrbenes 4
When is this planned O hAPPENT ... e et e e e e e e s s e bbbt e e e e e e s e ab bbb e e e e e e e e s aarr e 4
What solutions dOes thiS IMPACE? ..........eoiiii e e et e e e e e e s s et b b be e e e e e e e s e annrbeees 4
How do | know if we have Intelligence 0r ANAIYSIS? ..........ooo i e e 4
(2 (oS (o8] (o I o] (=] oF- | (= TP TP PR TTTOUPPPPRPPRT 5
How do | renew my credentials for scheduled reports and creating jobs after we are updated?................ccccccceeeee 5
Who does thisimpact at My Organization? ... e e e 6
How do | pull a report of users who have roles that willbe impacted?..............ccccciiiiiiiiiii 6
Will anything be changing with our Cognos SYSEEM FOIES?...........ooo i 6
What happens if | am using the reporting tool while the update happens? .............ccccccciiiiiiiiiiii 6
Are there any special requirements for the updated Ul to function?.................cccccociiii 6
How are test sites being UPAated?.............. et e e e e e st b e e e e e e e e aae 7
Is there any extra COSt tO thIS UPAALE? .........ooo ittt e e e st e e e e e s s s bbb e e e e e e e e s e anes 7
How are you updating training materials on concurtraining.com to reflect these updates? .............cccccvvvvvviviiiininnnnn. 7
After the update is complete, where can | go for information on getting more out of my reporting solution?............. 7
Where Can 1 GO tO AN IMOIE? ... ... ittt oottt e e e e s oo b bbbt et e e e e s s ok bbb ee e e e e e e s s e anbbbbeeeaeae e s e annbbnnes 7
DETAILED CHANGES & HOW-TOS. ..ttt ettt ettt e et e ettt s e et et e et e eb e e e e e ba e e e e et e e eetan e eaeebannns 8
TerMINOIOGY CRANGES. .........eeiiiiiiii ittt e ettt e e e oo ookt b b bt e et e e e e s oo h bbb et et e e e e e ook b b bbb et e e e e e s e anbbbbeeeeeeeessannbbbaes 8
[eo] I e g T- 1o o -1 ST TP U TP TTTOPPPPPRPPRT 9
FUNCLIONAIITY CRANGES ... ...ttt ettt e e e e e e s ok bbb e et e e e e s e abb bbbt e e e e e e s e anbbbbeeaeaeesaann 10
What configuration options are available for My rePOrtS? ..........cooo i 10
How can | review the history of MY FePOrt FUNS? ... e e 12
How can | see the scheduled reports | Created?......... ..o e 13
Is there any impact t0 QUEKNY STUIO?..........oii it e e e e e et e e e e e e e s s abbbb e e e e e e e e e e aaes 14
TROUBLESHOOTING & BEST PRACTICES. . ... ittt ettt e et e et e e et e e e e ra e e e eaan s 15
My Report doesn’t complete or takes t00 IONG TO FUN .............uiiiiiiii i 15
How should we organize our SCheduled REPOITS? .........oooiiiiiiiiii et e e a e e e e 15
What is the User-Capabilities Cache error MESSAGE? .........uuiiiiiieiiiiitiiiie ettt e e eb e e e e e e e aebbeees 16
How do | configure time zones for Scheduled REPOITS?.............uiiiiiiiiii e 16
What values are returned with the Current Date and Current_timestamp functions? ..............ccccoiiiininnn, 17
Can | customize the “From” email address for My FrepOrtS? ...........ooiiiiiiiiiiiiiii e 17

3

© 2021 SAP SE or an SAP affiliate company. All rights reserved. | PUBLIC

This document and SAP’s strategy and possible future developments are subject to change and may be changed by SAP at any time for any reason without notice. This
document is provided without a warranty of any kind, either express or implied, including but not limited to the implied warranties of merchantability, fitness for a particular
purpose, or noninfringement.



FREQUENTLY ASKED QUESTIONS

What is happening, and what is Cognos?

The SAP® Concur® reporting solutions known as Analysis and Intelligence are powered by IBM Cognos.
Currently, these solutions use Cognos version 10, and we are updating to Cognos version 11. This change
comes with an updated user interface (Ul) to improve customer experience as well as enhancing the level
of support from IBM.

Why are we updating to Cognos 11?

Cognos 11 incorporates a more modern Ul that follows current practices for usability and efficiency.
Cognos 11 is the current supported version by IBM and receives more timely support for features and
fixes. This improves the user experience, and it also assures a higher level of support from IBM.

When is this planned to happen?

In advance of this update, we launched an early access program on July 10, 2021. This is not open for
other customers to join, but it provides an opportunity for us to prepare for the full update.

After the early access program, we are planning to update the Ul in groups of customers. We will update
the Ul automatically for each group of customers over a weekend, avoiding some weekends around
holidays. We are planning to start this in November 2021 for some customers, and the update will
continue into 2022.

We are updating by entity; customers with multiple entities or test sites may have different update
timeframes across all their sites.

Due to technical reasons, we are not able to schedule any specific entity’s update; the dates are planned
to be pre-determined, and customers cannot move earlier or later.

What solutions does this impact?

The changes impact both our Analysis and Intelligence solutions. This does not impact the SAP® Concur®
mobile app or Analytics customers.

How do | know if we have Intelligence or Analysis?

You can check to see which solution your organization has by checking the Reporting dropdown in SAP
Concur solutions. It will say "Analysis" or "Intelligence."

SAP Concur [C] = Expense  Approvals | Reporing ~ | App Cef SAP Concur [G]  Requests  Travel  Expense  Approvals | Reporting ~

Intelligence
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How should | prepare?

We do recommend letting your reporting users know about the update so that they are aware and
expecting it. You can also pre-educate users and point them to the training materials, available here.

This update does not impact any data or Standard Report offerings. It is an update to the Ul only.

However, you should pause on authoring new reports on the Friday before you are scheduled to be
updated. Any reports in progress over your update weekend may not be reflected after the update. After
the update, Schedule Owners may need to renew their credentials in order to maintain or create report
schedules and jobs.

Any scheduled reports queued during the assigned weekend update window will not run, similar to your
experience during a regularly scheduled maintenance window. Be aware of any scheduled reports you
currently have running on a weekly, monthly, or other cadence. Only the owner of the schedule can view
this. You can find the re-occurring report schedules as shown below in Cognos 10 in ‘My Activities and
Schedules’

SAP concur Logoff " | | Q- & v Launch. OF
My Watch ltems
My Preferences 5,
Lir Public Folders My Folders Persona Dashboard My Activities am;\s'chedu!es \
Public Folders Es = BEYYE |

How do | renew my credentials for scheduled reports and creating jobs after we are updated?

Some Schedule Owners may need to renew their Cognos credentials before scheduled reports or jobs
can run or before creating new or modifying existing schedules

or jObS- Resources  ««+ Q ol
You may need to take this action at the user level (Profile > My My preferences
Preferences > Personal > Advanced > Renew). -
General | Personal
Your credentials are required to complete this operation. Renew
Advanced A
Credentials
Your credentials are required to complete this operation. Renew
My credentials Manage »
5
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https://www.concurtraining.com/cnqr/cognos

Who does this impact at my organization?
This update only impacts users who have access to the Reporting tab within SAP Concur solutions. This
includes users with the following system roles:

e Cognos Consumer

e Cognos Business Author

e Cognos Professional

e Bl Manager (depending on your set up, may be all people managers)

How do | pull a report of users who have roles that will be impacted?

For Cognos Consumer, Cognos Business Author, and Cognos Professional roles, please pull this report:
Public Folders > Standard Reports > Administration > Employee Roles

For Bl Manager roles, if you use this role, consider this approach: Public Folders > Standard Reports >
Administration > Employee Details

Will anything be changing with our Cognos system roles?

No. Your reporting users will have the same access and rights prior to the Cognos 11 update. System
roles are listed above.

What happens if | am using the reporting tool while the update happens?

During this time, users will not be able to use your reporting tool. If users are in Cognos during this time,
they will be prompted with an error message after clicking on the Reporting tab. Users will lose any work
not saved if they are in the maintenance window and got logged off.

This does not impact any other solutions (for example, Concur Expense, Concur Travel, and others).

Are there any special requirements for the updated Ul to function?

No. Generally, Cognos 11 is supported on major browsers such as Google Chrome, Mozilla Firefox ESR,
Apple Safari, and Microsoft Edge, including for Report Studio (called “Report” in Cognos 11). To find
specific browser version and support information, visit IBM Cognos support and navigate to '‘Cognos
Analytics on Premise 11.1.7" and select 'Software'. Click the 'Supported Software' tab and scroll down the
page to see the list of web browsers that are supported. We recommend using Chrome and Firefox
browsers for the new ‘Report’. Note that SAP Concur is changing our support policy for IE 11 on January
1, 2022. However, until Cognos 11 has been rolled out for all Analysis and Intelligence customers, we will
provide support and allow exceptions for investigation to issues related to Cognos 10 and IE 11.
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https://www.ibm.com/support/pages/ibm-cognos-analytics-premises-111x-supported-software-environments
https://www.ibm.com/software/reports/compatibility/clarity-reports/report/html/prereqsForProduct?deliverableId=0964C8608FD411EA831C92536C37223B#sw-14
https://www.ibm.com/software/reports/compatibility/clarity-reports/report/html/prereqsForProduct?deliverableId=0964C8608FD411EA831C92536C37223B#sw-14
https://assets.concur.com/concurtraining/cte/en-us/FAQ_IE_11_Support_Policy_Change.pdf

Query Studio: As this is a legacy studio from IBM Cognos, it is only currently supported on Internet
Explorer 11 or on Mozilla Firefox. Our recommendation is to only use Mozilla Firefox ESR, but, if you use IE
11, we recommend Compatibility Mode. Note: Analysis users can only edit reports in Query Studio using
IE 11 or Mozilla Firefox. Analysis or Intelligence users that want to run reports can do so in other
supported browsers.

How are test sites being updated?

Customer test sites will also be updated, but they may not be updated at the same time as your
production site(s). We are planning to post an internal alert in Cognos in each entity informing you of
when the update will occur for that site about 30 days in advance. It is not possible to schedule when
sites move. You may experience a period where one site is updated and the other is not.

Is there any extra cost to this update?

No, this update is included in your existing SAP Concur subscription.

How are you updating training materials on concurtraining.com to reflect these updates?

We intend to maintain versions with both the current and updated Ul for the duration of the change. Once
the update is complete, we will retire training materials that reference Cognos 10.

After the update is complete, where can | go for information on getting more out of my reporting
solution?

To get the most of your reporting solutions, find training resources related to Analysis here or resources
related to Intelligence here.

Where can | go to learn more?

We have set up a web page that consolidates all information and resources you need to know about this
update.

If you run into an issue, please create a Support Case with the ‘Analytic Reporting’ selection for any items
not addressed in this FAQ.
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DETAILED CHANGES & HOW-TOs
The visible changes are to the user interface.

The visual design has an updated look and feel. Enhancements to the user interface (Ul):

0 More modern looking interface

0 Instead of hovering over actions such as ‘run a report’, ‘schedule a report’, and more menu

items, they can be found with just a right click.

Reminder: Customers should pause on authoring new reports on the Friday before they are scheduled to
be updated. Any reports in-progress design over their update weekend may not be reflected after the
upgrade.

Any scheduled reports queued during the assigned Saturday update window will not run, similar to your

experience during a regularly scheduled maintenance window.

Terminology changes

‘Report Studio’ is renamed to ‘Report’ in Cognos v11, applicable for Intelligence customers only.

0 Includes data element searching within the Concur Data Warehouse Model

0 Query Studio will remain as Query Studio in Cognos 11,
applicable for Intelligence and Analysis customers.

My Folders’ is now ‘My content’ and ‘Public Folders’ is now ‘Team
content’. These folders contain reports that have been previously

built.

SAP Concur

ooy
I

Ooooogoo

Public Folders My Folders Persona Dashboard

Public Folders

Name ¢

Concur Data Warehouse

Dashboard Metrics

Demo Sales Cligbook ( )

Intelligence - Standard Reports

Cognos 10

SAP Concur

0 Home

Cognos 11 (exact screenshot
subject to change)
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Icon changes

You can view the same functions as previously available by right-clicking. To Schedule a report, you can
do so now in the ‘Properties’ option.

Note that if you make your browser window smaller in Cognos 11, the text disappears and is represented
only by an icon.

y PublicFolders My Folders Persona Dashboard

Public Folders > Intelligence - Standard Reports > Expense Processing BSYE X Q0
Entries: 1 =15 QO CcumH
Name © Modified © Actions

b Arfare Booked But Not Yot Expensed January 9, 2020 3.09:44 PM D » b @ B ol More
> Approver Statisics October 16, 2019 11:24:46 AM T e b @ E el Moo
3 Expense Accounting Analysis January 3, 2020 12:46:36 PM T » b @ B ol More
9% Expense Entry Analysis January 22, 2020 4:02:12 PM T r b @ B ol Moce
P Expense Entry Analysis Detalls (grouped by Employee) Fobruary 14, 2020 7:41:16 AM T r b @ B ol More
> Expense Entry Analysis Detalls (grouped by Expense Type) February 13, 2020 20552 PM T » b @ B ol More
:»  Expense Summary by Employee and Year February 7, 2020 7:0226 AM > b @ B o More
P Expense Summary by Expense Type and Year February 11, 2020 9:08:26 AM T r b @ B el more
P Expenses wih Tripit ineraries June 19, 2019 1:53:09 PM T e b @ E el more
P Missing Receipt Audit November 6, 2019 9:50:54 AM T » b @ B o moce
9 Payment Type Analysis January 22, 2020 8:02:18 AM T r b @ E el more
39 Reports Approved But Receipts Not Viewed January 28, 2020 6:05:16 PM T r b @ E el more

Icons in Cognos 10 under 'Actions'

SAP Concur

o Home tn  Team content ) Administration Y 1,
O Search B .
* cur Busines
R My content 7]
[+ + I 7]
B8 Mypoctal pages D
© recen 7]
[} PosonaDastbowrss B Report
'
o 15/2020 11:01 AM * R
0 ’
7] K 1 view
o o
.. (
[ 7}
o
m Cr
o =

|+ B ®

Right-click in Cognos 11 to view the same actions. Schedule a report in 'Properties’ (exact screenshot subject to change)
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Functionality changes
“Run as” menu item:
In Cognos 11 you need to manually select the date range. Instead of defaulting to a value that may give

you much more data than you need and creating a report that takes a long time to run - simply select the
start and stop dates appropriate for your purposes:

] Air Carbon Footprint - Detail
6/7/2022 4:06 PM

e Air Carbon Footprint - Summary | [
7/28/2022 7:26 PM
> Runas
e High Usage Summary
7/26/2022 6:42 PM ¢ Editreport

fid Create report view

What configuration options are available for my reports?
The *Options’ menu allows you to choose a file type, delivery, and formatting options:

Options Prompt

Format

Edn options

Excel Data Csv XML

Accessibility

Delivery

10
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Options Prompt

€& HTML options

Number of rows per web page

20 v

Enable selection-based interactivity
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How can | review the history of my report runs?
Select the ‘View Run History Details’ link to see detailed run history on a per-report basis:

< Back Apr 23, 2021, 7:39:56 PM

@ Successful

View run history details >

Messages s
[©) The parameter cache was created.
Run time A
Request time Apr 23, 2021, 7:39:56 PM
Start time Apr 23, 2021, 7:40:20 PM
End time Apr 23, 2021, 7:40:21 PM
Report A

No report options record available.

Veew T Gram o Pos parte i -
ot tiwa Comptarson e
At 1) 21 I O™ Apet 23, 2021 3 300 M
Vet
s
Mearages
Severty: (M) Lt o
Towe 0 | Massage
o et
ot
Sapr
Crtren: | 2 o
e W anseat Lo et e Comgrat i v et A Tera
N Rt Test At 20, 2021 20440 PN Aget 20, 2021 R4S M Aprk 23, 2009 2490 M Sucoeeced Ol
. S Raport et Agrd 23, 2521 20440 IM Aprk 23, 2021 3040 PN Aged 23, 2021 3500 MW Secceeces O
e
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How can | see the scheduled reports | created?

Your scheduled reports should appear under ‘My schedules and subscriptions’

My schedules and subscriptions v

Resources

Schedule v

Disabled | o
. . -
Name Modified ™ Type Scheduled by Status
7, —_
> % Testingdob 1; ;"O:‘: ®  phos123488_ConcurAdmin Enabled
- 3

> B Report view of Expense Entry Analysk 2’17:’::” &  phos123488_ConcurAdmin Enabled
Vv B Report view of Employee Details_Myc i’;:”::“ &  phos123488_ConcurAdmin Enabled

Path: Directory > Concur > Concuru:phos123488_ConcurAdmin > My Folders > Report view of Employee Details_Mycontent

1/26/2021 -

% Kiran test job
7:31 PM

phos123488_ConcurAdmin Enabled

Path: Directory > Concur > Concuru:phos123488_ConcurAdmin > My Folders > Kiran test job.

v 8 Employee Roles ;’:’7’::21 ®  phos123488_ConcurAdmin Enabled

Path: Directory > Concur > Concuruphos123488_ConcurAdmin > My Folders > And Test Report > Employee Roles.

If you do not see it listed, please select: My preferences > Personal
> Advanced > Renew credentials:

Priority

3

My preferences

General Personal

Email

T A

Resources CLL]

Jo
©

Advanced

Credentials

My credentials

Groups and roles

My capabilities

Logging

Renew

Manage

View details »

View details »

Manage »
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Is there any impact to Query Studio?

Query Studio is still available - but it requires use of the Mozilla Firefox ESR browser (please see IBM’s
component support in the graphic). Also note this legacy studio will probably be deprecated in the next

major release from IBM (no timetable for that currently). This should not pose a problem though because
you can also open/modify/resave reports created in Query Studio using the Reporting feature in Cognos

11.

MOZILLA FIREFOX ESR

Desktop Component
Support

@ Analysis Studio

@ Cognos Administration
@ Cognos Viewer

© Dashboarding

@ Event Studio

@ Query Studio

@ Reporting

@ Web Based Modeling
@ Cognos Configuration
€ Cognos Cube Designer
@ Cognos Workspace

@ Dynamic Query Analyzer
& Framework Manager

@ Lifecycle Manager

& Map Manager

@ Transformer

€ Cognos for Microsoft Office

(]

To do this, use another modern browser (like the Chrome browser) and locate your report that was

created in Query Studio (should be in the My Content or Group Content folder). Right-click on the ellipsis

to the right of the report name to bring up the context menu; select the “Convert to report” option and

save the report with a new name. Note: this requires the use of an account that has a Professional license

associated with it.

—
(]

test report

Query

Last modified
10/5/2022, 6:37 PM

T

>

Run as

Convert to report
Convert to report

Creacc icpuit vicw

View versions

Create a new job

Copy or move

Create shortcut
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TROUBLESHOOTING & BEST PRACTICES

My Report doesn’t complete or takes too long to run

Having base queries with no filters causes the report to take much longer and/or not complete in some
instances. Make sure to apply a filter or prompt so that you only request the needed amount and type of
data. Limit data in all queries prior to joins/unions. Update default prompts so users don’t inadvertently
request 10 years of data when they only need to last 12 months.

Billed Transaction Reconciliation - Detail (Calendar Month)
Constrain to only

Prompts the needed
amount of data
Date Range |~
[Januar‘y v Jv'2013 /

[January v |2022 il

If your company needs to schedule the same report multiple times (perhaps for different organizations),
rather than making multiple copies of the same report and scheduling each one separately, a more
efficient process is to create report views of the main report for each organization and adding the report
views as steps in a scheduled job and configuring the job to run the steps in sequence. This way only one
schedule is needed to run the report views and if changes need to be made the to report in the future,
only the main report needs to be updated and the changes will be reflected in the report views, rather
than updating multiple versions of the same report.

Sometimes there are just too many reports being scheduled to run at the same time. Know who your
report authors are and coordinate to minimize collisions of large scheduled reports.

How should we organize our Scheduled Reports?

As there is no visible attribute to identify scheduled reports, it is helpful to place all scheduled reports in a
“Scheduled Reports” folder. If your company prefers to separate reports based on business
need/category (i.e. — Accruals, Paid Expenses, etc.), you can create a report view of the main report and
schedule the report view. It’s also best to minimize the number of people scheduling reports and to
document who they are. Then, if they leave the company or no longer have an active Cognos role, you
can identify which schedules need to be updated to use the credentials of an active Cognos user so the
schedules continue to run.
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What is the User-Capabilities Cache error message?

If you receive the error in the screenshot, it is most likely due to a session that was not ended properly
and has resulted in corrupt files in your browser’s cache. To fix this, try another supported browser or
clear your browser’s cache. If that does not work, close down all browser windows and then restart your
browser and try again.

reporting for SAP Concur solutions

How do | configure time zones for Scheduled Reports?

The Cognos 10 servers were configured using the Pacific time zone. Butin Cognos 11, the servers use the
UTC time zone. UTC is a neutral time zone and does not change seasonally (i.e. — like Daylight Saving
Time). Actions taken within the Concur system are shown in the reporting system in UTC as this allows
all users to have the same point of reference without needing to know another user's specific time

zone. For example, if you run a Cognos report that shows someone submitted an expense report at 1:00
PM, is that 1:00 PM your time zone or the user's time zone, and do you know the user's time

zone? Having this shown in UTC allows you to make time conversions as needed without needing to
know the correct time zones for other users. If your scheduled reports are running at a different time
than you expect, please check your Cognos preferences time zone settings. You can change your time
zone to the desired time zone and/or change the schedule time based on your Cognos preferences time
zone.

Select your Profile icon at upper right > My preferences > Time zone - and your preferred option.
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What values are returned with the Current Date and Current_timestamp functions?

Current Date: When using current date (along with other model columns) it will display the date from the
data base time zone -which is PST.

When using current date (without other model columns) this function is processed locally and not passed
to the database — so it displays the date based on the Cognos server time zone - which by default is UTC.

Current_timestamp: this function is not passed to the database, it’s always processed locally by the
Cognos server. The value returned is always based on Cognos server time zone.

Can | customize the “From” email address for my reports?

This was possible previously, but we found that customer reports were getting caught in their inbound
email filters. A default Cognos “From” email address is now being used to provide more reliable report
delivery.
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