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IIT Cognos Portal User Guide

1. About this User Guide

This document contains an introduction to the IIT Cognos portal and step-by-step
instructions for logging into Cognos, navigating to reports, and using the Cognos Connection
to manage reports. The functionality described in this guide is available to all Cognos users,
including those with Viewer licenses. More information about Cognos Connection can be
found in the Cognos Connection User Guide, a link to which can be found on the Resources
tab in the IIT Cognos portal.

2. About the Cognos Portal

The IIT Cognos Portal ( a k a A Cooghmoesc aliovesruge)s to access Cognos reports
and launch the various Cognos tools for authoring reports and queries based on data stored
in the SunGard Banner Operational Data Store (ODS) and Enterprise Data Warehouse
(EDW).

Users of the Portal are assigned a role within the Cognos system. The role determines
which tools (i.e., Query Studio, Analysis Studio, and Report Studio) the user has access to.
Role assignment is based on a user having obtained the appropriate license and training to
use a particular Cognos tool or set of tools. (See Section 2.0 of this document for more
information about Cognos User Roles.)

Data required to run and author reports is made available through various data packages
(ODS) and data cubes (EDW). Security access to these SunGard Banner packages and
cubes determines which data a user has access to. In order for a report to be visible to a
user in the Cognos portal, the user must have security access to the folder in which the data
package or data cube that was used to create the report is stored.

The IIT Cognos Portal is organized into four distinct tabs: My Folders, Report Libraries,
Shared Reports and Resources. This document describes the Cognos user roles and how
to use the four portal tabs. It also includes step-by-step instructions for running and viewing
reports, changing the order of the tabs, changing your view preferences for each tab,
deleting files from the tabs, creating and deleting folders, creating and deleting shortcuts,
scheduling reports to run automatically, and viewing your report schedules. For information
about how to use the Cognos report authoring tools, consult the appropriate user guide.
Links to the user guides can be found on the Resources tab in the Portal (described in
Section 7.4 below).
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3. Cognos User Roles

IIT has established four Cognos user roles. Each role has access to different report tools.

The roles are Report Viewer, Query User, Report Author and Report Librarian. These roles

are combined with security accessto data packages, cubes and fol der s
overall access to the system.

e Report Viewer - Can only run and view existing reports and queries. Users with this
role do not have access to the Cognos report authoring tools needed to create new
reports or queries.

e Query User T Has access to Query Studio, Report Studio Express and Analysis
Studio. Users with this role can create queries and reports in Query Studio and
Analysis Studio.

e Report Author i Has access to Report Studio, Query Studio and Analysis Studio.
Users with this role can create queries and reports with any of these tools.

e Report Librarian i Has access to the same tools as a Report Author (i.e., Report
Studio, Query Studio and Analysis Studio) but also has write access to the Cognos
Report Libraries.

The Report Librarians perform tasks such as saving reports to the Report Libraries,
developing and storing new reports for the university in the Report Libraries, and managing
the content of the Shared Reports tab. More information about security access to data
packages and cubes can be found in Section 4.0 of this document. A link to the MS Excel
file containing the identify of the Report Librarians and the data packages assigned to each
librarian is available on the Cognos Portal Resources tab (described in Section 7.4 below).
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4. Obtaining a Cognos License

IIT has contracted with Cognos for an unlimited number of Cognos Viewer licenses.
Therefore, Cognos Viewer licenses are available at no additional charge to a department. If
a department wishes to purchase a Cognos authoring license, a person with budget
authority in the department should send an email to the IIT Office of Technology Services
(OTS) Support Desk (support@iit.edu) to request additional Cognos licenses. The email
should include the type of license (i.e., Report Studio or Query/Analysis Studio), the name of
the user for each license, and the fund, organization, account and program (FOAP) codes to
which the licenses are to be charged.



mailto:support@iit.edu
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5. Access to Data Packages and Cubes

Security access to data packages from the Banner Operational Data Store (ODS) and data
cubes from the Banner Enterprise Data Warehouse (EDW) is obtained by request to the
Data Security Team. A link to a file containing the identity of the Data Security Team
members is available on the Cognos Portal Resources tab (described in Section 6.4 below).

Section 6.0 describes the responsibilities of IIT Employees who have access to IIT
administrative data.
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6. Confidentiality (FERPA) Guidelines & Responsibilities of IIT Employees

The guidelines set forth below define the responsibilities of every person who accesses and
manages administrative data for IIT. Offices may have individual guidelines that
supplement, but do not supplant or contradict, the guidelines set forth below. Data
entrusted to IIT by other organizations (e.g., testing companies, lenders, and government
agencies) is governed by terms and conditions agreed upon with those organizations.
Specific issues not governed by such agreed upon terms shall be governed by the
guidelines set forth below.

6.1. Confidentiality Guidelines

In accordance with the 1974 Family Education Rights and Privacy Act (FERPA), and to
ensure maximum safeguards against indiscriminate distribution of information contained in

studentsé records, only authorized I I T personne

nature (i.e., information not normally available to the general public). This information may
be disclosed only to the student himself or herself, to a parent or guardian claiming that
student as a dependent (as demonstrated by
most recent Federal income tax return), or to a third party upon receipt of a written release
signed by the student.

Certain exceptions to this include IIT school officials’ who have a legitimate educational
interest? in the records, organizations conducting studies for educational and governmental
agencies or of fices i n connect ieoceipt ofMfinandial aidh e
governmental officials as identified by Public Law 93-380, and an appropriate official in
response to a court order or subpoena. Without a signed release, the university can make
only fddirect®rwvanf ab mediif ampuspdirestoriescandupublicity of
events, and only if a student has not requested that his or her directory information not be
released.

6.2. Responsibilities of IIT Employees with Respect to Institutional Data

Employees must adhere to any applicable Federal and state laws covering storage,
retention, use, release, and destruction of data. All department heads are responsible for
ensuring that staff members in their department know what these laws require and adhere to
these requirements.

Supervising administrators shall ensure a secure office environment with regard to all
institutional information systems. Administrators shall validate the access requirements of

! School officials shall be deemed to include member of the IIT's faculty and administrative staff who have a legitimate
educational interest in such records and other personnel whose duties involve establishment and maintenance of such records
and development of institutional reports.

2 A "legitimate educational interest” shall be deemed to mean having a direct involvement in establishing or reviewing a
student's academic record or performance.

® The following constitutes directory information: name of student, date and place of birth, dates of attendance at IIT, local
address, phone number and email address of student, home address and phone number of student, positions held, place of
employment, and extension number of students currently employed at IIT, department of specialization and educational level
(undergraduate, non-degree-seeking student, graduate student in Master or Ph.D. program), membership in officially
recognized campus organizations and on teams, offices held in such organizations, degrees earned and special awards and
recognition given, photograph of student.

prov

stud
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their staff according to job functions before submitting requests for the provision of data
access on behalf of their staff. Except as described in the Confidentiality Guidelines set
forth in Section 5.1 above, under no circumstances shall anyone use institutional electronic
data (in detail or summary) in any publication, seminar, or professional presentation, or
otherwise release data, in any form, outside the university without prior written approval from
an appropriate security officer. Data should never be left on any system to which access is
not controlled.

Electronic data are owned by the university and are vital assets. All institutional data,
whether maintained in the central database or copied into other data systems, including
personal computers, remain the property of IIT. Access to data is not approved for use
outsideanindivi dual 6s office university responsi
be used only for the legitimate business of IIT. Institutional computing services and facilities
shall be used only as required in the performance of job functions.

As a general principle of access, university data (regardless of who collects or maintains it)
shall be shared among those employees whose work can be done more effectively by
knowledge of such information. Although the university must protect the security and
confidentiality of data, the procedures to allow access to data must not unduly interfere with
the efficient conduct of university business.

All information systems owned by IIT shall be constructed to assure that:

1. Accuracy and completeness of all system contents are maintained during storage
and processing.

2. System capabilities can be re-established within an appropriate time after loss or
damage by accident, malfunction, breach of security, or natural disaster.

3. Actual or attempted breaches of security can be detected promptly and controlled.

All who use IIT administrataive data have the right to expect the data to be accurate.
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7. Logging in to Cognos

Users who have been granted access to one or more of the Cognos suite of tools (i.e.,
Viewer, Query Studio, Analysis Studio, or Report Studio) can log into Cognos through mylIT.

C

1. Click the Cognos icon at the top of the screen.

Q =
d A5 B ® i C | @
e-mail calendar groups blackboard web for peopl Dpla&dml library e- cognos logouw
students support resources

2. On the Cognos 8 Welcome Screen (pictured below), select My home.

COGNOS" 8

m My home

ﬂ|| ||3|:| t-:r:l_l,lcuur horme page.l

3. You are now in the Cognos Portal. You should see the four tabs pictured below:

@ | Report Libraries | Shared Reports My Folders Resources

A discussion of how to use each of the four tabs can be found in Section 7.0 below.
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8. How to Use the Cognos Portal Tabs

8.1. My Folders

The My Folders tab is a private tab that only the logged-in user has access to. This tab is to
be used to store report queries created by the user. It can also be used by report authors
and report viewers alike to save shortcuts to other reports and save any other personal
content desired. However, to maintain the performance of the Cognos server, users are
strongly encouraged to save the output of report queries to another server. To protect the
confidentiality of data, users are not to save data that contains individual identifying
information on their desktop or laptop computers. (See Section 5.0 for a discussion of data
confidentiality and the responsibilities of IIT employees.)

Users may create folders to further organize the items stored in My Folders. (See Section
8.2 for step-by-step instructions for creating folders.) Users may also add channels to or
create a dashboard on their My Folders tab, or on a new tab created by the user. (See the
Cognos Connection User Guide for step-by-step instructions for adding channels to existing
tabs, adding new tabs, and creating dashboards.)

—

|'[|'_,_r_|'y My Folders Report Libraries Shared Reports Resources
My Folders
[F] Name &

8.2. Report Libraries

Report Libraries is a public tab that contains a library of official University reports. The tab
contains two channels: a Cognos Navigator channel on the left and a Cognos Viewer
channel on the right. The Cognos Navigator channel is used to locate a report. Once the
report is located, clicking on the report name will cause the report to run and the output to be
viewed in the Cognos Viewer channel on the right.

Tip: Viewing report output in the Cognos Viewer channel is a convenient way to see what

information a report contains. If you need to change a report parameter, and re-run the
report, it is better to run t he PrnghelistofActiossi ng t he
to the right of the report name. This will open the report output in a separate window for

viewing.
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The Cognos Navigator channel is organized into folders. At the top level, there are two
folders: ODS and EDW. Currently, only the ODS is available for use, so there are no reports
stored in the EDW folder.

At the next level are subfolders named according to the ODS data package or EDW cube
that is the source of the report data. Access to these subfolders (and the reports they
contain) is controlled through Cognos security. Only folders, and the reports therein, to
which the user has been granted security access can be viewed by the user.

Users can run reports from this location but they cannot edit the reports. The report
Librarian is responsible for managing the reports in the Report Libraries. Report Librarians
are the only ones able to save reports to this location. If a report author needs to save a
report for personal use it should be saved to the My Folders tab. If the report will be shared
with other users that have access to the same data package, the report should be saved to
the Shared Reports tab.

Report authors may copy reports from the Report Libraries to their My Folder or the Shared
Reports tab (see Section 8.9 below), and edit the reports there. All users may create
shortcuts on their My Folder tab to reports in the Report Libraries (see

Section 8.6 below).

—

b My Folders Report Libraries Shared Reparts Resources
?|—10
Report Libraries
Name & Actions
0 Eow More...
£ oDs B More. ..

8.3. Shared Reports

Shared Reports is a public folder that allows report authors to share reports with other
users. This tab is organized in the same manner as the Report Libraries tab (described in
Section 7.2 above). There are two channels: a Cognos Navigator channel and a Cognos
Viewer channel. In the Cognos Navigator channel the reports are organized into folders and
subfolders, and the subfolders are named according to the ODS package or EDW cube
stored in that folder. Report authors are asked to save reports that use a particular
data package or cube in the folder with the same name. This is necessary to protect the
security of the data in these reports.

The subfolders to which a user has access (and thus the reports which the user can see and
run) is controlled through Cognos security. Only folders to which the user has been granted
access can be viewed by that user. In order for another user to access a report in this tab,
that other user must have access to the folder in which the report is saved.
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The main difference between the Shared Reports tab and the Report Libraries tab is that the
report authors create and manager the contents of the Shared Reports tab. This is done by
the Report Librarians for the Report Libraries tab.

oo omecon |1 I

@ My Folders Repart Libraries | Shared Reports | Resources

Shared Reports

| Name 3 | Actions
] W[ E&' More...
£ 0Ds[ B Mare...

8.4. Resources

Resources is also a public folder that provides access to the Data Dictionary, Cognos User
Guides, Report Templates, and Policies & Procedures for data access and reporting. The
content of this tab is controlled by the university and cannot be edited by users.

1T e e 1§ train20Fn train20Ln LogOF | B

@ My Folders Report Libraries Shared Reports | Resources u
=
[2[=]
Metadata User Guides
| Name £ | Actions Cognos Connection

Report Studio Professional Autharing

Mo enfries.

Report Studio Express Authoring

Queristude

Analysis Studio

Report Templates
| Name & | Actions
IIT Report Template 1 B More. .. Quick Linl !E

Policies and Procedures
Data Standards Manual
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9. Step-by-Step Instructions for Using the IIT Cognos Portal

9.1. Running EognoReport

To find a report, you must know the tab that the report is saved on (either Report Libraries or
Shared Reports) and the subfolder name. The subfolders in Cognos are named to agree
with the name of the data package each contains (see Section 7.3 above).

In Cognos a report can be based on only a single ODS data package or EDW data cube.
Because Cognos security is at the folder level (see Section 7.2 for more information about
folder security), report authors are asked to save their reports in the subfolder that has the
same name as the data package or cube used to create the report. For example, a report
written using the ODS Active Registration data package would be saved in the ODS/Active
Registration subfolder. This will limit access to this report to users who have security access
to the subfolder in which it is saved.

To run a Cognos report:

1. Select either the Shared Reports or the Report Libraries tab. Whichever one of
these two tabs you selected, you should see a channel labeled Cognos Navigator on
the left and another channel labeled Cognos Viewer on the right.

2. In the Cognos Navigator channel, you will see two folders: EDW (Enterprise Data
Warehouse) and ODS (Operational Data Store). At the current time, the only data
repository that is available is the ODS. Open the ODS folder by clicking on ODS.

?=10
Report Libraries
MName £ Actions
] EDWw ' More. .,
[ ' More. ..

3. A number of subfolders will appear in the Cognos Navigator channel. You have
minimally been authorized to access one secured subfolder within the ODS. It is
possible for you to have been given access to more subfolders, depending on your
role at the university and the security access you have been given. Click on the
name of the folder that contains the report you wish to run.

7|0
Report Libraries = ODS
MName & Actions
[ Active Reqgistration Mare. ..
[ Schedule Offering More. ..

4. Now you will see a list of reports in the Cognos Navigator channel. Click the name of
the report you would like to view. The selected report will display in the Cognos
Viewer channel on the right side of the screen.
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Report Libraries = QDS = Active Registration

Name &

B Class List
B Enrolled Students

Actions

P E;E EE More...
Pk, B B3 More...

5. Depending on how the report is written, you may be asked to select one or more
parameters for running the report.

?

Report Libraries = ODS > Active Registration

—|O 7 -0
Back to default entry

Name &

[@]p Class List

J Enrolled Students

Actions

Pk B ®voe.l Choose the criteria for the Enrolled Students

o1 b b B Bue]  peport

Select an Academic Period (Required) 3 | ACADEMIC_PERIOD_DESC |
Then, select a College (Required) ﬁ | J
You may optionally specify additional criteria

Select a Department (Optional) | J
Select a Major (Optional) | J

Click FINISH to run the report with these criteria

Cancel Finish

Hint: Viewing report output in the @mos Viewer channel is a convenient way to see what

information a report contains.

report,

t

S

If you need to change a report parameter, an rine
better to run th P)inehe lisrof

usi

Actions to the righof the report name. This will open the report output in a separate window

for viewing.

n
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9.2. Printing a Cognos Report

To print the report or download the report to Excel:

1. Clickthei Run wi t huton(®). onso b

2. A list of format options will appear. These are explained below. Select the format
you require from the pull down list.

HTML Displays as a web page in a browser.

PDF Displays as an Adobe PDF which you can save locally and print.
EXCEL* Saves the output in MS Excel format. Select the version that most
closely relates to the EXCEL application you have on your local
computer. You will be asked if you want to Open or Save the
document. Select either one.

Csv Saves the output in comma-separated value format. You will be
asked if you want to Open or Save the document. Select either one.
XML Displays the XML code in the browser window.

* Seeinstructionsat endof this sectiomregardingconfiguring your browsefor EXCEL

(Continued on next pageé)
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3. Select one of the following two delivery options. Donots el ect @A Save

APrint the
o View the report now

report. A

o Send me the report my email.

Format:
[HTML 1l

Language:

Select how you want to run and receive your report,

To specify a time to run the report, or for additional
W f+ formats, languages, or delivery options, use advanced
options,

IEninSh

Delivery:
{* View the report nof

" Save the report®™™""

[

Do not select the
reporto as this wi
Cognos instead of displaying it.

i Send me the report by emg)

Prompt values:
Mo values saved

[¥ Prompt for values

Run Cancel

*k*

Select a printer...

Do not sel ect Rrimte [
reporto There no defined printeretand
this option cannot print to your local
printer.

t

he

Hint: The bread crumb trail located at the top of the Cognos Navigator window will allow
you to navigate between selectedelayof folders. Click on the desired folder name within

the bread crumb trail, such as ODS. The selected folder will open in the Cognos Navigator

channel

70O

| Repart Libraries = ODS = Schedule Offering

Mame & Actions

b Course Section Status bBS More. .

If you have any questions about accessing the Cognos portal or running reports, please
contact Carol Emmons at emmons@iit.edu or Lee Elvart at elvart@iit.edu. If you have about
the ODS or the ODS Data Dictionary, please contact a subject-matter expert for the data
package you need to use. Other questions or problems should be submitted to the OTS
support desk at supportdesk@iit.edu.

re|
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9.3. Configuring your Browser to Run a Report in Excel

Exporting the output of a Cognos query to Excel requires an easy set-up in your Internet
Explorer browser. Follow these steps one time and you will be set up for running reports in
Excel:

1. InInternet Explorer i go to Tools, Internet Options, then Security.
2. Clickon Trusted Sitesi add fihtt ps: /yduniigtofitrusted seed.u o t o

3. ClickontheiCust om Leveéelhén bswtrtodn, dowfimdt o ADownl oc¢
ARAut eamgtriompt i ng f o nhenfciick Enabtt.o wnl oads, 0

4. Click OK, then OK again to save the settings. You will now be prompted to open or
save (either one works) when running the report .
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9.4. Modifying the Sequence of the Tabs in Your Cognos Portal
To modify the sequence or order in which the tabs appear in your Cognos Portal:

1. Click on the down arrow beside the My Area icon E to expand the My Area
menu.

M Watch Thems
My Preferences
Py Ackivities and Schedules

2. Click on My Preferences.
3. Open the Portal Tabs tab.

General Personal Portal Tabs

Select the entries to indude as tabs in your portal.

4 . Click on Modify t he -handsdeefthesr®eni n t he | ower

Entries: |1 - |2 (%)

3

Add... Remove Modify the sequence...

5. Highlight the tab you wish to move and use the Up, Down, To top, and To bottom
buttons to change its position in the tab sequence.
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Modify the sequence of tabs

Spedify the order you want your tabs to follow.

Tabs:

Report Libraries
Shared Reports
My Folders
Resources

Up Down To top To bottom

ok || cance | K

6. When the tab names appear in the desired sequence, click OK.
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9.5. Creating adider ira Tab

To create a folder in Cognos Navigator channel:

1. Under the Cognos Navigator channel, click on the arrow next to the channel name
(e.g., Report Libraries). A separate window should pop up.

7 —|d
Report Libraries
| Name & | Actions
7  EDw 5 More...
g obs Mare. ..

2. Click on the New Folder icon.

Add to my portal tabs  Close and return to my portal tabs
CHE & E % B R X T

Entrie® [1 - |2 ©

3. Enter the name of the new folder in the Name field.
4. Click Finish.
5. Click the Refresh icon on the top toolbar to see changes.

Cognos Connection Carol Emmons Log Off 4]

@ | Report Libraries | Shared Reports My Folders Resources
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9.6. Ddeting aélder frora Tab

To delete a folder from a tab:

21

1. Under the Cognos Navigator channel, click on the More link next to the folder you wish

to delete.
@ Repart Libraries | Shared Reports
? — d
Shared Reports
| Name & | Actions
| EDwW E& More...
[ oDs 25 Mare...
3. Click Delete. ‘
4. Click OK.

5. Click the Refresh icon on the top toolbar to see changes.

Cognos Connection

Carol Emmons Log Off B

Iﬁ | Report Libraries

Shared Reports

My Folders

Resources
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9.7. Creating a Shortcut in a Tab
To create a shortcut in the My Folders tab to a report in a different tab:

1. Inthe tab containing the report (either Report Libraries or Shared reports), open the
ODS folder by clicking on it.

@ | Report Libraries | Shared Reports My Folders

|

Report Libraries
| Name & | Actions

O ﬂ B More....
] B More....

2. Select a subfolder.

Cognos Mavigator ! E
Report Libraries = ODS
Entries: |1 S T S SRR
| Name & | Actions
3 [ Active Registration More...
7]  Admissions Application More...
3  Advisor Studentlist Mare. .
]  Budget Availsbility Ledger Mare. ..
1  Budget Detai Mare...

3. Find the report you want to create a shortcut to.

Cognos Navigator !E I

Report Libraries = OD5 = Active Reagistration
| name & | Actions
[@|p Class List bl BY E8 More...
[@|p [Enroled Students b B B3 More...
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4. Click on the More link next to the report name.

d

Report Libraries = QDS = Active Registration

| Hame & | Actions
[@]p ClassList Pl B E More...
[@]k Enroled Students bk, BY Edore
_

5. Click on Create a shortcut to this entry in the Available actions menu.

Available actions:

Set properties

Run with options.. .
Cpen with Report Studio

Madify the schedule.,.

Bemove the scheduls

View run history

HOBEEF ¥

Alert me about new versions

Mave...

Copy...

Create a shortout to this entry, .. |

Create a report view of this report. .,

Add to bookmarks. ..

X BBV

Delete
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6. Enter a name, screen tip and description for the short cut. Under Location, make
sure that the breadcrumb is leading to My Folders, as in the picture below. If not,
then Select another location and navigate to My Folders. Then click on Finish.

Specify a name and location for this entry. You can also specify a description and screer

Name:
Shortcut to Enrolled Students

Description:

Screen tip:

Location:
Fublic Folders = Report Libraries = QD5 = Active Registration
Select another location,.,  Select My Folders

£

cl Mext Finish

W

Cancel =

7. Click on the My Folders tab to see the shortcut.

My Folders

| | Name 2

M /b [FRorictts Enroled Students |

r E“i Shortcut to Enrollment Tab 1

r Simple budget report using Budget Availability Ledger

24
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9.8. Deleting atdrtcufrom a Tab

To delete a shortcut in the Cognos Navigator channel in a tab:
1. Under the Cognos Navigator channel, click on the shortcut.

My Folders

| | Hame &

7 l» [Ehortotts Enroled Shodents |

r E“i Shortcut to Enrollment Tab 1

r Simple budget report using Budget Availability Ledger

2. Click on the More link to the right of the Shortcut to Test Report.

| Name & | Modified &
i:lb Shortcut to Enrolled Students December 9, 2008 4:00:42 PM
i:lb Shortcut to Enrollment Tab 1 August 28, 2008 1:20:47 PM

-

3. Click Delete from the Available actions menu.

Available actions:

Set properties

D

Yiew folder contents

Mave, ..

Copy..,

Create a shartout to this entry. ..

Add to bookmarks...

XENF &

Delste

&
=
]
m

4. Click OK.

5. Click the Refresh icon on the top toolbar to see changes.

25
| actions
> b Bf o

P I&; Ef'f More...

[N
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9.9. Deleting Report fromEab

To delete one report from a tab:
1. Click the More link to the right of the report you wish to delete.

Name & Modified & Actions
Address Rule Test Report using Active Registration Movember 20, 2008 11:33:44 AM

Budget Report based on Budget Availability Ledger October 25, 2008 4:31:27 PM

Credit Hours Taught by College Crosstab August 28, 2008 1:11:41 PM

Credit Hours Taught by Department August 27, 2008 4:41:39 PM

2. The Available actions menu will appear. Click on Delete.

Available actions:

Set properties

Run with options...
Open with Report Studio

Mew schedule. ..

Alert me about new versions

GHEP

Do not alert any about new versions

Move...

Copy,.,

Create a shortcut to this entry...

Create a report view of this repart. ..

HEDNY

Add to bookmarks...

Delete

i

3. Click OK.
To delete more than one report from a tab at the same time:
1. Select the boxes to the left of the reports you want to delete.

W [alk Race and Ethnicity of Currently Active and Registered Students

~ %Ik Report View of OpenPOV2
~ TP Report View of OpenPOV?2 for 2101

2. Then click the delete button (%) on the toolbar in the upper right side of the screen.
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9.10.Copying Report from My Folders to the Shared Raports T

1. Check the box to the left of the report name on the My Folders tab.

2. Then click on the Copy icon on the toolbar in the upper right hand corner of the

screen.
Cognos Connection carolemmons Logoff | B | N Ei - | {5~ & v Launc
e Report Libraries Shared Reports My Folders Resources Ay public Folders
My Folders
r | Modified g | Actions
|l October 23, 2008 2:36:16 PM More...
- August 18, 2008 11:11:20 AM More...
0 c MNovember 5, 2008 10:14:17 AM B Mare...
~ Budget Report based on Budget Availahility Ledger October 28, 2008 4:31:27 PM b= B B
[ [@lP Credit Hours Taught by College Crosstah August 23, 2008 1:11:41 M bl B B3
3. Click on the Shared Reports tab.
4. Click on ODS.
5. Navigate to the folder in which you want to paste the report. Open that folder.
6. To reveal the toolbar, click on the tiny arrow next to the folder name.
Cognos Connection Carol Emmons Log Off | Ei
@ Report Libraries Shared Reports My Folders Resources Ay public Falders

?—=O
Shared Reports > ODS
| Hame & | Actions
Active Reqgistration Mare... Ready t
Admissions Application Mare..,

Advisor Student List
Budget Availability Ledger
Budget Detail 5

Course Catalog More...

oo
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7. Click on the paste icon in the toolbar.

/2 Public Folders - Cognos Connection - Windows Internet Explorer = [=] B3 I

""\_d/" '.\:/-.J - |g, https:a"a’my.iit.edu:5EBEa’cognosBchi-bina’cognosisapi.dII?b_action=Htsj ﬂ |2| |£| IGDUgIe |P *|
File  Edit \iew Fawortes Tool: Help

Google“('_;v j Go +@ 9 B~ | g Bookmarksv & 104 blocked | 2% Check Settingsv

ﬂ? '1'£? @F’ublic Folders - Cognos Connection | | @ S < @ < &Eage < @ Tool: ~ >
Cognos Connection Carol Emmons Loa OFf | B | launch v ? -
@ Report Libraries Shared Reparts My Folders Resources |

Public Folders = Shared Reports » QDS = Budget Availability Ledger

Entries: I - I ©

M| |[namea | Modified & | Actions

Mo entries.
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9.11 Adding a Tab to Your Cedpuatal

Additional tabs can be added to your Cognos Portal to help you organize your reports or
search for content in the Public Folders (i.e., the Shared Reports and Report Libraries tabs).
Adding a tab to your portal will not affect what other users see in their portals.

To add a tab:

1. Start by creating a new page within My Folders. To create a new page, click on the
New Page icon. This icon appears in the toolbar in the upper right part of the screen.

—  LEEREENTTNE

P

Entries: |1 R Pagep

2. This will open the New Page Wizard. In the first screen of the New Page Wizard,
specify a name and (if you wish) a description and screen tip for the new page. Then
click Next >.

Specify a name and description - New page wizard

Specify a name and location for this entry. You can also specify a descr

Name:
ISearch & View

Description:

| —
| -

Screen tip:

Location:
My Folders
Select another location... Select My Folders

Cancel Next > Finish

3. Next, set the columns and layout of the new page. First, select the number of
columns you want on the page. Then, adjust the proportion of the page each column
will occupy. (See image on next page.)
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Set columns and layout - New page wizard

Spedify number of columns and layout the portlets that you have chosen. To customize the portlet, view the page once you g

Number of columns:
o« o

Content
For each column you can set the column width and re-order the portlets. When there is more than one column, you can move

Column width: Column width:
v [60% =]
— -
+
i
4
3
=
=
LY
L

Add... Remove

4. Add content to the page by clicking the A d d &elow each channel. From the list of
available entries, select Cognos Content.

Select portlets (Navigate) - New page wizard

Mavigate the folders or search to find the portlets to include in your page. Select the entries yol

Available entries
Portlets

Entries: |1 - |4 ©

M| |Name
®C Cognos Content
B Coanoeextended Applications

B  Cognos utiity
B Dashboard

5. Select the type of portlet you would like on the left side of your page, then click the
green right arrow. The name of the portlet type you selected should now appear in
the Selected entries pane on the right side of the screen. Click OK.

Select portlets (Navigate) - New page wizard

Navigate the folders or search to find the portlets to include in your page. Select the entries you want and ciick the arrow buttons to update

Available entries Selected entries
Portlets > Cognos Content
Entes: [ -b © - | [.>Name
| [Name | Actions
M [ Cognos Navigator =)
~ [ Cognos Search )
I [ Cognos Viewer )
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6. Repeat steps 4 and 5 to add content to the right-hand portlet. This time, you may
want to choose Cognos Viewer for the content.

7. Define the style of your new page by adding a title and (if you wish) instructions.

Click Next>.

Title:
Return to default » ITahoma

2> A [B]1 U

Set page style - New page wizard

Add a title and instructions which appear above the portlets on the page. You can also set the style of

|Search & View
[T Hide title on the page

Instructions:

Return to default » |Tahoma

>ljii>xlAa BT U

[T Hide instructions on the page

Portlet Style
[T Hide borders
[T Hide title bars
[ Hide Edit buttons on the title bar

 Cancel | <Back | Next> || Finish |

»

<

31

8. In the last step of the New Page Wizard, select an action by checking the box to the
of AAdd this page to the

| ef t

9. Your new tab should appear in the right-most position on the tab bar. Click on the

new tab.

port al

Action after dosing the wizard:
I Add this page to the portal tabs
[T View the page

Cancel < Back Next > Finish

Select an action - New page wizard

The New Page wizard is ready to create the page you specified.

Emmons Log Off | B !

Finance Dashboard U Search & View ]

EEIEEE

tabs.

0
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10. The portlet on the left will let you search for content by entering a character string.
This is a useful way to search for reports. Try out the Advanced search options.

Search & View

Cognos Search

Search: Name field =

|course section

Advanced ¥

11. To connect the Viewer portlet on the right with the Search portlet on the left so that
you can view the reports you select in the Search portlet, first edit the Viewer portlet
by clicking on the Edit button on the title bar of the portlet.

12. In the Set Properties dialog box, enter a channel name for this portlet. The channel
name cannot contain any spaces or special characters. Click OK.

Channel:
Specify a channel name for this portlet if you want to enable it to be a receiver of actions from other portlets.

|Viewer1

13. Now edit the Search portlet. In the Set Properties dialog box, set the Open links to
Ailn a destination portlet: o and enter the ch:
portlet. Click OK.

Open links:
¢ In a new browser window
¢ In the current window
¢ In a named HTML frame:

& In a destination portlet:
The channel name given to the Cognos Viewer.

|Viewer|

14. Now the two portlets are connected, and content selected in the Search portlet can
be viewed in the Viewer portlet.
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9.12.Scheduling a Report to Run Automatically

In Cognos Connection, you can schedule a report to run on a regular basis in the future or
just one time in the future. It is also possible to create a job - consisting of several reports -
and schedule the job to run just one time or on a regular basis. Instructions for scheduling a
report to run on a regular basis appear below. Instructions for scheduling a report to run just
one time in the future begin on page 33. Instructions for creating a job appear in Section

8.12.

To schedule a report to run automatically on a regular basis (e.g., monthly) in the future:

name. If you do not see this icon, cli ¢ k

on the AMoreéo | i

2. Set the priority, start and end dates and times, and frequency.

Schedule - Currently Registered Students who live in Ottawa IL

nk.

I Override the default values
Formats:
F |[HTML i
Number of rows per Web page:
|2D hd
[¥ Enable selection-based interactivity
[ PDF
No options saved
I Excel 2007
[T Excel 2002
I [Excel 2000 Single Sheet =]
[ Delimited text (CSV)
™ XML

Languages:
English Select the languages...

Schedule this entry to run at a recurring date and time. You can run using the default values or specify the options. You can disable the schedule withou!
[ Disable the schedule Priority: Start:
3 v Nov 5, 2009 -
4 36 PM =
Frequency:
Select the frequency by clicking on a link. End:
3 @ No end date
By Day By Week v By Month | ByYear | By Trigger £ End by:
Nov 5, 2009 -
 The | First LI ITthSdaY LI of everyll month(s) 4 - 36 M~
C pay|l T ofevery|l month(s)
Options
[T Override the default values
Formats:
Default
Languages:
Default
Delivery:
Save the report
Prompt values
[T Override the default values
No values saved
3.1 f you check the Override the default
)ptions

Delivery:
Select at least one delivery method. For burst reports, the emal recipients are determined by t|
burst specification.
[ Save:

 Save the report

& Save the report as a report view Edit the options...

> Report View of Race and Ethnicity of Currently Active and Registered Students

™ Print the report

Printer location:

Select a printer...

¥ Send a link to the report by emall Edit the options...
Carol Emmons (emmons)

v al

U e ¢
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4. Set the email options. If you want the report emailed to someone besides yourself,
click on the ASelect the recipientsé. o |ink.

Set the email options - BudgettoActualByFund_100

Specify the recipients and contents of the email. To add recipients, click Select the recip
Body box empty and select the report as the only attachment.

To:

|Caro| Emmons (emmons);
Cc:

( Select the reci;ients...> Show Bcc

5. Click on prod_ldap. This will open a new window.

Select recipients (Navigate) - BudgettoActualByFund_100

Navigate the folders or search to find the users, groups, roles, contacts, or distribution lists to use as recipients. Sel
list.

Available entries
Directory

™ Show users in the list
To=

Entries: |1 - |2 (]

=
| |Name Ce

&8 Cognos
Q(Qrod Idap )

eS—

6. Click on fSear chhandicornetohtlee saueerper r i ght

7. Click on AAdvancedo to the r i gclcktheodbwnt he Sear

Y

arrow for Type and select A ny . 0

Available entries
Find text in: Name field ~

searc o samects)
Method: Contains the exact string ~ Type: Any~

SCOpE: | v irly  —
Distribution lists and contacts

Groups and roles
O |.> Name \Users

Users, groups, and roles

Results: Entries: |

No entries.
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8. Enter part of the userds name who you wish t
Search. Names matching the string you entered should appear in the Results: pane.

9. Locate the correct name from list. Check the box to the left of the name, and then

click on the button in the center of the screen.

10. The name you selected should now appear in the Selected entries pane. If this is
the person you want, click OK.

If you selected the wrong name by mistake, you can remove it by first checking the
box to the |l eft of the name and then clicking

11.You should now see the new persondés name add:é

a

) )

12. If you want to attach the report to the email (rather than emailing a link to the report),
check box to the | eThenclickOKi Att ach the report . «



















