Run a Report in Cognos

Step
1. Login to NEIUport.

Action

Secure Access Login

S—

2. Click on the NEIUworks Self Service tab.

NEIUworks‘hSelf— Service

3. Select the Report Tools link in the NEIUworks Reports channel.

NEIUworks Reports BEEE

* Report Tool
Availablg™n-campus only.

4, Login to Cognos using your NEIUport login information.
Click OK.

Please type your credentials for authentication.

Namespace:
Secure Access - Al Connections Logged

User ID:
Password:

5. Click on the Cognos Connection link.

Steven Pajak Log Off

COGNOS' 8 H H

Hame
View Cognos content

Use Cnnn%‘nnnmm ‘access reports, analyses and other Cognos content. Information for broad distribution can be stared and
accessed flh shared folders and pages. Private nformation, persenalzed content, and favorke reports can be stored and accessed from
personal foklers and pages

Query your data

Use Query Studio to create smple queries and reports

Analyze your data

Use Analyss Stud to explore and analyze your organization’s data,

Create reports

Use Report Studo to create more advanced busness reports.

Manage events

Use Event Studo to detect busness events, nvoke tasks, and track events and processes through thei ife cyce.

Manage Cognos content

Use Cognes Connection to manage the Cognos content. This nclsdes searching content, selecting output formats, settng schedules,
emalng contert, and managing saved outpLIL versions. Cognos Connection can akso be used to define portal pages gathering related

content ito integrated subject areas.
Quick Tour
oS
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6. By default, you will be on the Report Library tab.

21 Show this page n the future

Steven Pajak Log Off

~| ReportLibrary Shared Reports My Folders Resources Public Folders

Click on the green arrow next to ODS from the Cognos Navigator menu. A new
window will open.

Report Library B

Entries: -ﬂ [ [

| Name ¢ | Actions
0O EDW® B More...
0O oDs® B More...
3

8. Click on the appropriate folder link.



NOTE

10.

NOTE

11.

NOTE

12.

NOTE

13.

14.

15.

16.

Name $ Actions

3 Admissions Application ® More...
O Course iata\cg = ' More...
3 Enrolméwt Management @I More...
3 Facuty Assignment 31 More...
3 Human Resource Faculty ' More...
M Darean Rala @ i Mara

Depending on your security access, you may have more or less folders than
depicted in the screen shot.
Click on a specific report name.

?_|0
Report Library > ODS > Course Catalog B
Entries: |1 -1 L]
Name ¢ Actions
BlP  SectionyInformation b [, B B3 More...
k)

Provide responses to required parameters and when appropriate, optional
parameters too.

Select 3 Term | AcADEMIC_PERIOD_DESC —T‘L

Required Parameters will vary by report. Optional parameters may or may not be
available, depending on the report. Parameters are used to narrow the data retrieved
by the report.

Click the Finish button to run the report once you have selected the appropriate
parameters.

Cancel Fmﬁh

You will see a spinning Hour glass as the report runs. Reports may take several
minutes or longer to run.

When the report is displayed you may view and print in several formats by selecting
one of the icons from the icon bar at the upper right of the report.

=l B 68 8~
/ \s-

View in HTML View in PDF format E View in Excel

Note: if View in Excel is selected, you can choose Excel 2000, Excel 2002 and CSV formats.

You will again see a spinning Hour glass as the report runs. Reports may take
several minutes to run.

To exit the report, click the Home icon ﬁ? located at the top of the screen. You will
be returned to the Cognos Connection menu.

To run additional reports, repeat steps 7-13.

To exit, click the Log Off link.

Cognos Connection

Steven Pajak Log{OFf

@@~ | ReportLibrary

Close the web browser by clicking the .
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