Cognos Web Reports

m @ https://roosevelt.yc.edu/ibmcognos/cgi-bin/cognos.cgi?encoding=UTF-8&b_action=xt: © ~ @ C || [ Yavapai College & Welcome to IBM Cognos S... %

IBM Cognos Software

Derks, Leo Log Off

My Content My Actions

AN .

My home @ Create workspaces on the web
._I 1BM Cognos content \ Query my data

@ My Inbox u Analyze my business

h Author advanced reports

Show this page in the future

Training Manual



Contents

COBNOS & ODS .. ittt e ettt et e e e e sttt e e e e e s e e e e bt et e e e e e e e hab et e eeeee e e b baateeeeee e e brraaeeeeeeeeannrree 3
LOZIN & LOBOUL ...etiiiieieiiiiteee ettt e ettt et e e e ettt e e e e e e s e bttt e e e e e s s asbbeeaeaeeeesnassbaaaeesesasannssnaaaeesssnnan 4
Ol 2o =1 I Lo - 1o PSPPSR 4
Back Door Login — Not UsiNg the POrtal..........coocuiiiiieiiie ettt e e e e vae e e 5
Need help With 10gin Credentials? .........ooo i e e e e e ae e e e eareeas 6
(WoY=To) i i 7070 0 [ @eY = [o 1 PSR STR 6
BIrOWSEIS ettt e e e e e e e et e e e s s e e e e e e s e e 7
Add YC @S TrUSEEA SItOS...cuueiiuiiiiieiieteestee sttt ettt sttt b e bt e s bt sat e s e e e be e be e sbeesaeesanesmneeabeebeennes 8
TUIN ON POP-UP BIOCKET ..ttt e et e e e et e e e ettt e e e eataeeeeasaeeeessaeeeensseeesnnsaneennn 9
(@0} ={a o1 @014 o T=To1 1o ] o H U T P T TP U TP 10
COBNOS NAVIZATION ...eviiiiiiiei ittt e e e sttt e e s s s sttt e e e e e e sessabb e taeeeesssaassbeaaeeeessssssssseaaeesssnsannnsnns 11
Y A Y AV 1 €= (=T =] Lol PP PRPPRPRNt 12
RUN & VIBW REPOIES .ttt e e e e e e e st e e e e e e e e ettt e e e e e e s e naateaeaeaeessaansssanaaeasesennnsntnneaees 13
Y= T00] o] (=3 11=T o o o AP UPR 14
(0 Fo 3 1Y =4 T 2= To 1 o SRR UPRPPPPRNt 15
20T oTo] A Y=Y [ o o TP 15
The ENrollment DashbOoard ..........cooiiiiiiiiice et ettt st e s sae e e sbeeeaeas 16
R {UTa W 20T o Yo o ARV Y71 o W @] oY o] o L3 USSP 17
YAV o] o 1Y TSP 19
Creating @ Report VIEW iN IMY FOIAEIS .......uiiiiiiiiecciiee ettt tee e e ree e e atee e s aba e e s snaae e e enneeas 19
Creating a Shortcut in MY FOIAEIS ....uviiiiiieecee ettt e e s abe e e s e sbe e e e e nareeas 20
REPOIT VIEW VEISUS SNOTTCUL ..oeceiiiee ittt ettt e et e e e e e tte e e e e tte e e e eabteeeeebteeesenssaeeseseneananses 21
Yol o 1=Te IUT [T Y= T 2T o Lo o AU SUPSPROt 22
(04 F T a1 haT o=\ LY o] Lo 1= SR SRRNt 25
Create @ SUDTFOIAEN ....coniie ettt e e s e e 25
Y To)ViT o =d 2{=T o oY ot o YU o] o] {o [T TSP 26

Y=T 0= T a1 Y =4 2= o Lo T o oS 28



Cognos & ODS

Banner Data

Name FPhone

BEddress

S

OD5

ID, Name, address, phone tables
combined into one “view” (tahle)

N

Usiom
Reports

Cognos

. Ad hoc
Reports

Banner contains over 1,000 oracle tables from the
Student Information System. ODS (Operational
Data Store) is a data repository that combines data
from Banner tables into many tables called views.
Cognos is an “Enterprise Reporting” tool using the
views in ODS to create reports that are stored in
secured folders for easy access.

Since ODS contains Banner data which is used for
Cognos reports, data integrity is critical for
accurate reporting of information to the
institution, state, and federal agencies.



Login & Logout

Users may log into Cognos via Yavapai College’s portal or using the “Back Door” URL.

YC Portal login
1. Logintothe YC Portal http://www.yc.edu.
Enter your username and password.
Click on the login button or press enter key.
At the top of the ribbon, locate My Services.
Select Cognos Main Menu from the drop down li

A MyEmail (0) ~ MyNe My Courses ~ 9 9 F B

)/avapai Canvas LMS

COLLEGE

# DegreeWorks

vi B wN

Students Employees Community Bec 2 3 Student £ Email micsw A-Z Giving
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B8 My Drives

@ My Web Applications

& My Personal Information
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IBM Cognos Software

My Contei My Actions
] 15" cognos content \ Query my data
@ My Inbox lj Analyze my business

k Author advanced repors

21 create workspaces on the web.

[7] Show thia page in the future

Your screen will look different than this image since the contents are customized based on your role
& security.



http://www.yc.edu/

Back Door Login — Not Using the Portal

Access Cognos by opening your Internet Explorer browser and typing the following URL address:
http://reagan.yc.edu and click on the Cognos Reporting System link.
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Self-Service Banner (SSB)

SSB - Main System
SSB - Fallback System

General Financial Aid

Campus Directory
Alumni and Friends

Degree Works

myDegreeWorks

Miscellaneous Production Environment Tools

Automic

Miscellaneous Links

Cognos Reporting System
YCITS-AppDev Change Request
Test Environment Launch Page

Ellucian Support Center
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1. Enter your user id and password. Log on Help

2. Click the OK button. Please type your credentials for
authentication.
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YC.EDU
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Password:

s
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http://reagan.yc.edu/

Need help with login credentials?

Contact YC Help Desk

Phone Email

helpdesk@yc.edu

e Prescott Campus

* Bldgé Internet
e Ext.2168

e 928.776.2168 *

e Verde Valley Campus
928.649.5558

Logoff from Cognos

Navigate directly to the Help
Desk/ITS webpage to submit

the form

Due to security issues, it is very important to properly end your Cognos session and close the browser

window.

Always use the Log Off menu option at the top menu bar.

IBM Cognos Connection Derks, ‘o Log Off

| I .- A i e

[F  Public Folders My Folders

Public Folders > Student

| Name &

Advising

Athletics

Class Schedule Reports
Curriculum
DegreeWorks
Demographics

Enrollment Dashboard
Contains items used for Yavapai Enrollment Dashboard.
Enroliment Reports

Faculty
Graduates
Housing/Residencs Life

Intent

I$D0000 DOoOoooOooo
A O I I o IV A W I W I

| Modified ©
July 1, 2015 8:38:18 AM
December 16, 2015 5:15:41 AM
December 13, 2015 5:58:35 AM
November 3, 2015 9:14:01 AM
December 14, 2015 11:00:49 AM
October 13, 2015 4:143:13 PM
April 17, 2014 10:17:54 AM

March 1, 2013 10:12:37 AM
November 3, 2015 9:13:17 AM
November 3, 2015 1:17:38 PM
March 19, 2015 8:25:34 AM

November 17, 2015 9:27:48 AM

SO ERYE B
Entries:—O

\N:tions
E more...
E more...
H more...
H more...
H more...
B more...
B more...

B more...
B more...
E more...
E more...
E more...
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Browsers

Internet Explorer 11 (IE)

e Y(C’s portal link will open and load Cognos into a new window

e |Eis the default browser for YC's home page, portal and Cognos

e Cognos will timeout after long periods of inactivity, which results in having to log back into
Cognos

e If you are a heavy Cognos user, it is recommended accessing Cognos via the direct connection or
through the “back door”

e Cognosis an IBM product that only supports the IE browser

Sometimes Internet explorer requires you to hold down the CTRL key when running reports formatted
for Excel to allow your report to display in a pop-up window




Add YC as Trusted Sites

Cognos reports require pop-ups and I
therefore requires YC sites to be trusted.

ok wnpeE

8.

9

10. Click OK

Preferred Method — Turn pop-ups on
and add YC to trusted sites

Internet Opticns P

| ?

w Privacy | Content | Connections | Programs | Aduanced|

Seyéé‘a zone to view or change security settings.

Restricted

Can control pop-ups through the
Tools Menu

Can create a list of allowed sites that
IE will allow pop-ups. This will
prevent pop-ups from other web
sites

Click on the Tools Menu Gear ic
Select Internet options
Click on the Security ta
Select Trusted sites
Click on the “Sites” button

In “Add this website to the zone”
field, type https://*yc.edu

Uncheck “Require server verification
(https) for all sites in this zone

Click Add

Click Close

sites

v

Security level for this zo

You have websites in this

Custom settings.
-To change the settings, dick Custom level,
-To use the recommended settings, dick Default level,

[TEnable Protected Mode {requires restarting Internet Explorer)

’ Custom level... ” Default level ]

[ Reset all zones to default level ]

-~

Websites:

https: /= yc.edu

ites in this zone

Com )

| equire server verification (https:) for
V' jeq tp



https://*yc.edu/

Turn on Pop-up Blocker

Continued

11.
12.
13.
14.

Click on the Privacy tab

Check Turn on Pop-up Blocker
Click on the “Settings” button
In “Address of website to allow:
field, type https://*yc.edu
Check “Show notification ba
when a pop-up is blocked.

Click Close

Click OK

2

15.

16.
17.

r

| Internet Opticons

General

Select a setting for the Internet zone,
Medium

- Blocks third-party cookies that do not have a compact
privacy policy

- Blocks third-party cookies that save information that can
be used to contact you without your explicit consent

- Restricts first-party cookies that save information that
can be used to contact you without your implicit consent

[ Sites\l[\lmport ][ Advanced ] Default
Location

Mever allow websites to requestyour
Site
O physical location Ear Jites
xpop-u Elocke:
\ e
P/ | Turn on Pop-up Elocker {I
e
InPrivate

Disable toolbars and extensions when InPrivate Browsing starts

0K Cancel

¢ I

‘c\pxg Blocker Settings
=

ns

Add

Remove
pC edu
roosevel yo.edu

ptifications and blocking level:

Pl oo e

Show Notification bar when a pop-up is blocked. D

Remove all...

[Medium: Block most automatic pop-ups

Leam more about Pop-up Blocker



https://*yc.edu/

Cognos Connection

Two Tabs

e Public Folders IBM Cognos Cannection

Contain YC’s reports organized by
departments into folders and
subfolders

* Public Folders

e My Folders

Contain your customized folders,
Shortcuts to reports and report
view links to reports

Reports Basad on the Amis System
Advancement

Bookstore
Budgst
Dashboards
Facilities
Faculty

Finance

CoboooooD D

Financial Aid
Financial Aid Reports

]
[
[
[
[
[
[
O
O
O

You will not see all the folders displayed here on this screen, since your folders & reports are filtered
based on your security settings.
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Cognos Navigation

Next Page — Navigate to next page of Cognos reports or folders.

Previous Page — Navigate to previous page of Cognos reports or folders

Search — Search Cognos directory of reports

Detail Reports — Includes report comments or descriptions

List Reports — List of reports without comments

Folder — Folder or subfolder containing Cognos reports

IBM Cognos' Connection Derks, Leo Log Off

F  PublicFolders My Folders

Public Folders & Student > Advising

(il | Name ¢
O . Underage
[ (g ZZZ Obsolete Reports

Arademic Standing By Term

List students by academic standing type including 1D, name, POS and academic standing

pcvising Student Athlsts Locator

hudent Athlete Locator - name, addr, bidg, id, email, emerg contact, activity desc, campus, room, dates, times, days, cm, cours, course cr, meeting type, reg &
iRstruct (Telephone is not required).

Alhletes in Remedial Courses Detail Report 20120306_mw

Alletes in Remedial Courses Confidential - name, ID, sport, term, classification, course id, crs title, reg, reg date, final grade, FG date, term GPA, cum Gpa & major
ently Enrolled Students with Adverse Academic Standing_20120227_mw

Cullrently Enrolled Students with Adverse Academic Standing with ID, name, term, eot standing, end of term standing date, phone, email, start of term override code
b Deflared Students by Program - Source - REVISED

— Shillents by self declared POS - ID, Iname, fname, addr, email, phone, POS first & second concentration. Detail directory on drill down

@ Defared Students by Program - Target

- Stflent Detail Info by POS - name, addr, bidg, id, dob, email, hold desc, campus, room, dates, times, days, cm, course, course ¢r, meeting type, & instruct
s Deffared Students by Program - with Grad Date & Advisor

=" Saflents by self declared POS - ID, Iname, fname, addr, email, phone, POS first & second conc., grad ind, gard date, advisor. Detail directory on drill down

@ Deffree Seeking Students' Emails

"~ Lisjemail, id, & name for degree seeking students.

@k Infigible Program of Study Students

— Lifl students, ID, name, max term, major code 1 & 2 ineligible POS

Eyw Rfport View of Universal Roster - New

o e Public Folders > Student> universal roster

@ Fudent List by Term and Academic Standing

— dhydent List by Term and Academic Standing with name, ID, academic standing, term, program, major, email, phone

Prutieats by Program of Study Report with Concentration

ist stuttents by POS indluding name, addr, id, email, term, campus, crs, cm, title, dates, days, times, cr hrs, status, grade & inst
Transfer Studlegt Email List_All_Campuses_rev.20130130_mw

Students indicating desire to transfer & have 6+ cr. ID, name & email

Cognos Report types icens -
E* el - report format will be in excel 2007 format
-
i HTML — report format will be displayed in browser (html format)
|
] e

PDF — report will be in a pdf format
CSV - report will be in a csv format

XML — report will be in an xml format

11

My Preferences — Allows you to define personalized page settings

U E%YE

Launch ~ @ =

o BB X\

\ Actions

B More...

| Modified ¢
April 13, 2015 B:34:43 AM
February 13, 2012 11:50:59 AM

November 23, 2015 2:40:30 PM

February 29, 2016 9:31:27 AM

November 23, 2015 2:41:51 PM
February 11, 2016 3:10:45 PM
February 25, 2016 8:46:08 AM
February 11, 2016 2:53:14 PM
February 11, 2016 9:13:56 AM
November 24, 2015 10:30:33 AM
September 11, 2015 3:01:48 PM
September 11, 2015 3:02:37 PM
November 23, 2015 2:45:51 PM
September 17, 2015 1:31:24 PM

November 30, 2015 1:02:39 PM

Report View — the report is run from a master report in a different folder location

O b 2 vore..
B w b BB Moe...

.



Set I\/Iy Preferences General Personal Portal Tabs
Specify your ssttings.

b of entries in list view:
Allows you to change number of / - o
viewable entries in list view page - — =

. Mo separator
e Select style preference for line sepW Q
(suggest alternate backgrounds) Style:

e Click OK to save changes | Corporate v| Previaw
e Ignore other settings

Shiow hidden entrizs

Portal
Default view:

) List

(®) Details

Regional options
Product language:
(@) Use the default language

() Use the following language:
English hd

Time zone:
(@) Use the default time zons

() Use the following time zone:

(GMT-07:00) America, Phoenix

[ ] Enable bidirectional support

Base text direction for content:
Contextual W

12



Run & View Reports

e Navigate to the folder where a report is stored
e C(Click on the report title to run the report

/

¥ Public Folders My Folders

Public Folders > Student » Class Schedule Reports

| | Name ¢
Obsolete

All Sections Open and Closed - With Summary By Dizcipline
List divisions, crse, title, closed/open {crn), campus, PTRM, SCHD, instr, max & &
Em Al Sections Open and Closed-Summary By Discipline-Cross List Tabs
List {non cross listed) divisions, cree,/title, closed/open (om), campus, PTRM, SCHD)
crse id

O Ooooo
g
v

EmP  Average Class Size and Class Capadity by Subject
Class capadity by subject - ase n
e = R

Eml  Cancelled Courses
= Cancelled courses - Crse ID, crn, title, campus, status, lec hrs, lab hrs, totall

Emke  Class Schedule Repos
A COPY EXISTS per Jen
Headings". (2014-03-30) . Version 2 - fixed dual and JTED labels

@@l Class Schedule Report - Excel with All Meeting Dates - Revisad

instr

Course Schedule Workload Report

Course Workload - subj, crse, title, low & high lec, low & high lab, schedule & worldoad
Eml  Courses With Comments

Courses with os text - subj, crse #, section, title, crn, instr, crse text, text seq

EqW  Students Email by Yid List
Students Email by Yid List - Iname & fname

ooo o oA
g
v

enrl, seats avail, xlist, » seats, meeting time, last add & fill rate by crse id

instr, max & act enrl, seats avail, xlist, x| seats, meeting time, last add & fill rate by

ber, crn, percent capacity, max & act enrl, division, 2nd report - summary by subject - # of sections, avg enrl, max & act enrl,

By subject - crn, crse, titls, sec, capadity, delivery, campus, division, min & max crs, min &\max lec hrs, min & max lab hrs, days, time, start & end date, bldg, room,

U E%
Entries: [:

| Modified ¢

June 6, 2013 11:27:37 AM

March 16, 2016 12:41:20 PM

September 21, 2015 10:37:27 AM
September 21, 2015 10:37:57 AM

January 12, 2016 9:32:42 AM

January 29, 2016 2:13:49 PM
March 17, 2016 9:20:04 AM

September 21, 2015 10:3%:44 AM
September 21, 2015 10:40:02 AM

November 23, 2015 2:57:04 PM

As you click on subfolders you leave a trail of “bread crumbs” (folder names — Public Folders > Student >
Class Schedule Reports). You can click on any folder name in the “bread crumb trail” to jump to the

contents of that folder

Most reports include prompt options in a drop down list. This particular report prompts for an academic

period.

Academic

W ¥

Cancelled Courses

Fall 2009
Fall 2010
Fall 2011
Fall 2012
Fall 2013
Fall 2014
Fall 2015
Fall 2016
Fall 2017

~

m

[aR]

Cancel

Spring 2010 W
Spring 2011

Select all Desslect all

Once an academic period is selected the Finish button is highlighted and available to run the report.

13



Sample Report

Cancelled Courses Report in HTML (“web page”) format

e Reports typically contain a Report Header and a footer with date and time
e Reports can contain multiple pages and even multiple reports

IBM Cognos Viewer Derks, Leo | About

[ cOURSE_IDENTIFICATION | COURSE_REFERENCE_NUMBER TITLE_SHORT_DESC |  CAMPUSDESC | STATUS, [ LECTURE_CONTACT_HOURS | LAB_CONTACT_HOURS | TOTAL ¢
acc1zz 39127 Principles of Accounting IT Prescatt ncelled E] 0
Accis1 39125 Crptr Acct wf QuickBoaks Prescott |/ Cancelled 16 48
GE122 39979 Prin of Equine Mutrition | Chinn Valley Agribusiness Cancelled 8 0
AGEL2S 39017 | Equine Behavior and Psycholagy | Chine Valley Agribusingés Cancelled 3 0
G125 39018 | Equine Behavior and Psychology Verd Valley Cancelled 3 0
AGE260 39783 Ground Skills/Training Tech | Chin Valley Agribusiness Cancelled 5 5
£GS157 39764 Community Supported Agric | Chino Valley Agribusiness Cancelled 12 18
2GS157 39785 Community Supported Agric Verde Valley Cancelled
G350 40251 Horticulturs Science T Vrds Valley Cancelled [ 24
AGS250 40422 Herticulture Science T Verde Valley Cancelled
AHS130 39800 Medical Term for Patient Care Prescott Cancelled
AHS296 39821 Internship: Medical Codj Prescott | Cancelled
AHS296 39822 Internship: Phi my Prescott Cancelled 0 1]
5296 39624 Tnternship: Fhidaotomy Prescott Cancelled
A1s240 40132 The Corregién Function Prescott | Cancelled 12 0
ART110 39573 Drawing T Prescott | Cancelled [3 30
ART110 39575 Drawing T Prescott | Cancelled 7 35
ART111 40361 Drawing I Prescott Cancelled
ART137 39147 Adobe Photoshop T Prescott | Cancelled 8 12
ART137 40252 Adobs Photoshop T Vrds Valley Cancelled 4 B

Mar 21, 2016 1 33121 PM
= Top % Page up ¥ Page down X Bottom

Student Rights and Privacy of Records — Cognos reports are not to be shared with third parties.

14



Closing a Report

After reviewing you report, click on the return icon to close the report and return to the Cognos
directory. Do not click on the “X” in the browser win to close a report.

é.e © € rttpy/rooseveitycedjibmeognos/egibin/cognos.cgi £+ & || @ Report View of Active Cour...

IBM Cognos Viewer - Report View of Active Courses By Term Derks, Leo  Log OFf

(& Keep thisversion v | B | g g B3~ am v 2 add this report ¥

Active Courses by Effective Term

Eff Term Code: 201610 - Spring 2016

Subject Course SUNZE Course Title Effective Divs Credits Credits | Attribute | Lec Lec Lab Lab Rep Rep Max Rep Divs | SCBCRSE_CONT_HR_LOW
Number Term Code Low High High Low High Low Code Limit Units Code
ACC 115 Basic Tax Planning 201530 BESS 3.0 3.0 3.0 0.0 BESS 3

Report Search

e Navigate to the top level of Public Folders
e Inthe Search Text Box, type “dashboard home page” and click the search icon or press Enter key

IBM Cognos Gonnection Derks, Leo LogOff | 4 [t : ® . @H- a- Llaunch~

GF  Public Folders My Folders

UE%YEE 4B
Entries:-i

Public Folders

| |Nameo | Modified ¢ | Actions

O & Amis January 22, 2016 4:33:26 PM E more...
Reports Basad on the Amis System

[] (3 Advancement August 27, 2014 3:54:18 PM = More...

[] [ Bookstore April 13, 2012 9:07:15 AM = More...

[] (3 Budget September 13, 2013 11:41:38 AM = More...

A list of possible reports or
folders containing the report ™, ... T——————— P

will be dISp|ayed You can E gar chart & ¥ > Shortcut to Enrollment Dashboard Home Page 3% il
' R st & ¥ ..> Shortcut to Enrollment Dashhoard Home Page 63% Wil
see the breadcrumb path of I techo ¥ > QLD Envclment Dashbosd e Pace -
H I Crosstab ¥ > hb Page 62% Wil
the report by hovering ove
|fay Pareto chart ¥ ..> Backup Enroliment Dashboard Division Page 62% Il
the ...>icon. You can run the V. . b ek Dt i i -
¥ ...> Backup Enroliment Dashboard Home Page 62% W
report from the search e e
p foa) ¥ > HS Enroliment Dashboard Home Page 62% Wi
results screen by clicking on O —— -
H ¥ ..> Enroliment Dashboard Campus Page ONLNE 61% W
the report title.
p am ¥ ..> Enroliment Dashboard Age Page {HTML) 61% Wi
i) ¥ ..> Enroliment Dashboard Student Page (HTML) 61%
¥ ..> Backup Enroliment Dashboard District Page 61% W
Em ¥ ..> Enroll achboard Instruct Mode Pags 60% i
o) ¥ ..> Enrollment Dashboard S Year Trend Page 80% W

0% I
& Moody, Carl
...> Enroliment Dashboard Instruct Mode Page 59% Il
& Ransom, Duane
+.:> Enroliment Dashboard Instruct Mode Pace 59% Il
59% il
59% Il

& Denkevitz, Michae!
*(Public Folders > TRAINING > 1, Cognos Basic Trng > SR -

| Enroliment Reports

More

58% Wil

15




The Enrollment Dashboard

A Dashboard report is a special link of Cognos report used for summarizing and analyzing data. It is
created by combining several detail and summary reports. It is one of the most complex report types we
have created at YC. The Enrollment Dashboard Home Page report compares enrollment statistics for the
current term to the same term last year. The data is displayed in an easy to use and read interface and
contains drill down capabilities. Each drill thru report opens in a new window, so you must close the
window in order to exit that report. Only thé main page has the return link to exit the report.

|BM Cognos Viewer - Report View of Enrollment Dashboard Homie Page

Links To
Breakouts

ack
S W
e

Campus w/
Onlin.

[F= Keep this version + ]

Yavapai Cellege Enrollment Statistics

Comparing  Spring 2015 As Of Mar 16, 2015
To  Spring 2016 As Of Mar 22, 2016

Spring 2015 Spring 2016 Change % Change

Student Headcount 8.071 7.555 -516 -6.4%
Credit Hours 56,880 52,264 -4,616 -8.1%
Avg. Carrying Load 7.0 6.9 -0.1 -1.8%

Semester FTSE 3,792 3.484 -308 -8.1% _

(= Keep this version v |

Change in FTSE Due to Change in Headcount -242 -6.4% |
Semester
Change in FTSE Due to Change in Carrying Load -65 -1.7% | 201510
201610
Comp Tech & Instruct Support Em—— | f
P PP 592
! | .5
Foundation Studies 2917
M
Science, Health, Public Safety 2,856
0 1,000 2,000 3,000 4,000
Total Semester Credits By Division
{ Click Division LABEL-> Drill to Instruction Mode } { Click Division BAR-> Drill to Subject}
I Semester
1,248
Arts & Humanities 6,556 B 201510
[ 30 201610
Business, Ed, & Social Science 9398
I ;|0
Career & Technical Education 7.938
I o
Comp Tech & Instruct Support 2,43
— e
Foundation Studies 12,864
. 1 1 11
Science, Health, Public Safety 13,072
0 8,000 16,000

Cancel |-1-

16



Run Report with Options

Another method to running reports allows user to select delivery options and output format. Navigate
to the folder Public Folders > TRAINING > 1. Cognos Basic Trng > Enrollment Reports. Click on the run

with options icon > under the Actions column for report “Report View of Universal Roster — V2”.

liieg hli —
'ublic Folders > TRAINING > 1. Cognos Basic Tmg > Enroliment Reports o Lé % @ DS' = ® lj./ :F
o
O |mames | Modified ©
O Bim  Report View of Active Courses By Term February 26, 2016 11:50:05 AM Mare.
"~ Active Gourses By Term with subj, crse #, SUN#, title, ff term, Divs Code, crs low & high, attr; Tec low & high, Lab low & high, Rep code;imit & max rep units, Divs
code & scherse cont hr low
O Bim  Report View of Cancelled Courses February 26, 2016 11:30:59 AM = » B2 More...
o Cancelled courses - Crse ID, cm, title, campus, status, lec hrs, lab hrs, total b
[ Eyw Report View of Class Schedule Report - Excel with All Meeting Dates > Revised Ehruary 26, 2016 11:29:23 AM = » B2 More...
o By subject - crn, erse, title, sec, capadity, delivery, campus, divisieri, min & max crs, min & max lec hrs, min & max lab hrs, days, time, start & end date, bldg, reom,
instr
O B Report View of Enrollment Dashboard Home Page September 6, 2013 10:48T4.A = » B2 More...
L March 21, 2016 4:50:48 PM it Yo vore...
o O fmmar. Sremecs $%s with instr,, start/end dates and students in dass. Student info includes 1D, name, street, city, state, zip, email, phone &
program of study
[ & Shortcut to Enrollment Dashboard Home Page September 7, 2012 3:34:23 PM O » b B8 vore...

display the report in an Excel spreadsheet. T EE— v ——
You can try other formats: (HTML
(webpage), PDF, etc.

Excel 2002
Delimited text (CSV)
XML rt
You can select several delivery options
for receiving the report Language:
| English (United States) v

Click on the radio button next to send
me the report by email Delivery:

() View the report now
Click the run button to run the report () Save the report

with your custom options () Prink the repiort

Printer location:

'8 Send me the report by email

Prompt values:
ho values saved

[«] Prompt for values

-

Select & printer...
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Continued

After entering the values on the prompt page, the report will run in the background. The report will
show up in your mail box as an attachment to an email, with the report title in the subject line.

= ORI B

FILE MESSAGE

T, Z T L]
5 Ignare x E_ﬂ r&eﬂ ﬁ_éﬁ [F2 Meeting EIOHECardI(E}rAc...

Team Email

3 To Manager
v Done _@OneNote

Voo TRues- <y, N
= Rules Ea’ il

Delete  Reply Reply Forward Mowve Mark Catel

:OJ ko ply ply E-@ Mare = = _ ! ) g

un Al are & Reply & Deléete ¥ Create New - Actions*  Unread -
Delete Rezpaond Quick Steps ] Move Tags

Tue 3/22/2016 10:31 AM

Report: Report View of Universal R@

Message ﬁﬂeport View of Universal Roster - V2.xlsx (16 KE)

To Derks, Leo
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My Folders

My Folders can be used for creating report links to your favorite reports for quick and easy access.
Report links are links or pointers to an existing entry report. If the source entry report is modified, your
report link will contain the report changes.

If the source entry report is moved to another directory path or the report is deleted, you report link will

be broken.

B

Thus your report view will not run.

Creating a Report View in My Folders

1. Navigate to the source report’s location (in Public Folders>...)

2. Click the Report View icon EH under the actions column

fiF  Public Folders

Public Folders > Student > Universal Roster

Ol | Name ¢
O 3  Obsolete

My Folders

D il g Universal Roster - V2

Universal raster - Breakdown of courses with instr., startjend dates and students in dlass. Student info includes 1D, name, street, city, state, zip, email, phone &

program of study

CEYEE LR RE
]

November 17, 2015 9:26:49 Al

March 22, 2016 10:48:51 AM

3. Click on “Select My Specify a name and description - New Report View wizard
Folders” link

4. Click on Finish button

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

Name:

port View of Universal Roster - V2 |

D iption:

Screen tip:

Location:
Public Folders = Student = UpgiSs
Select another location...

Cancel <« Back



Creating a Shortcut in My Folders

1. Navigate to the source report’s location (in Public Folders>...)
2. Under the Actions column, click more... icon Maore...

OF  Public Folders My Folders

2ublic Folders > Student > Class Schedule Reports

CEYeRmLan xR
Entries: [1|-[10 |i@] | [4/«(n

mj| | Name © | Actions
] 0 Obsolete B More...
[] @mP Al Sections Open and Closed - With Summary By Discipline March 16, 2016 12:34; B w b B 6 vore..
— List divisions, crse, title, closed/open (cm), campus, PTRM, SCHD, instr, max & act enrl, seats avail, xlist, x| seats, meeting time, last add & fill rate by crse id
O @ Al Sections Open and Closed-Summary By Discipline-Cross List Tabs September 21, 2015 10:37:: =13 k Q E Mare
= List (non cross listed) divisions, crse, title, closedfopen (am), campus, PTRM, SCHD, instr, max & act enrl, seats avail, xlist, xl seats, meeting time, last add & fill rate by =
crse id
O @ Average Class Size and Class Capadity by Subject September 21, 2015 10:37:57 AM =13 k E> E Mare...
— Class capadity by subject - arse number, o, percent capacity, max & act enrl, division. 2nd report - summary by subject - # of sections, avg enrl, max & act enrl,
percent capacity & STD deviation
O @ Cancelled Courses January 12, 2016 9:32:42 AM
—  Cancelled courses - Crse ID, om, title, campus, status, lec hrs, lab hrs, total hrs
O e (Class Schedule Report - Excel with All Meeting Dates - No Headings V2 March 23, 2016 8:38:27 AM

A COPY EXISTS per Jeni (email) to Public Folders > Student > Curriculum using same report name "Class Schedule Report - Excel with All Mesting Dates - No
Headings". (2014-05-30) . Version 2 - fixed dual and JTED labels

Perform an action - Class Schedule Report - Excel with All Meeting Dates - No Headings V2

Available actions:

3. The Action menu will
appear. Select “Create a

shortcut to this entry...” Bl set properties

Uz \View report output versions
EI] View my permissions...

*  Run with options...

k Open with Report Studio
ﬁ New schedule...

U View run history

B Alert me about new versions

R
B Do nat alert any about new versions

B Move..

= ooy
X Create a shorteut to this entry...
lﬂ-

[Ti  Create a report view of this report...
¥ Add to bookmarks...
X Delete

Cancel
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Continued

Specify a name and description - New Shortcut wizard

. "
4. Click on “Select Specify a name and location for this entry. You can also specify a description and soreen tip.
My Folders” link

5. Click on Finish Name:
button Shortcut to Class Schedule Report - Excel with All Meeting Dates - Nc|

[}g(ripl:iun:

Screen tip: \

Location:
Public Folders = Student s
Select another location,

Cancel « Back

Report View versus Shortcut

Changes to report options cannot be made using a shortcut. If you wish to keep the existing options, use
the shortcut. If you want to change the format, language, or delivery method of a report link or want to
setup a schedule for running you report use a Report View.
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Scheduling a Report

You can schedule your report view links to automatically run and email the report.

Jai g

Public Folders My Folders

1.

2

My Folders

oooooooooood

Bgoooooooroco

L g

Navigate to report view link of Universal Roster — V2 you just created in My Folders

. Click on the calendar icon ®= under the Actions column

0o % of B 0E R
Entries: - L+

| Name o | Modified © | Actions

Backup January 13, 2015 2:09:32 PM B More...

Cubes December 17, 2015 1:37:06 PM E More...
Cube_Development September 1, 2015 4:13:25 PM E More...

Housing Residence January 9, 2015 8:43:57 AM B More...

New Student Tracking - Shisla uly 23, 2015 11:15:05 AM B More...

Person Demographic June 16,2014 10:43:37 AM B More...

Projects February 16, 2646 10:37:09 AM B More...

Schedule Offering June 16, 2014 10:42: El More.

Student Detail June 19, 2014 3:45:54 PM

Leo Test August 5, 2015 11:42:36 AM =l ﬁ E M
Report View of Universal Roster - V2 March 22, 2016 11:23:48 AM B @ are...
Universal roster - Breakdown of courses with instr., start/end dates and students in class. Student info includes ID, name, street, city, state, zip, email, phone &

program of study

In the Schedule menu, configure your report to run on a recurring basis, at regularly scheduled

days and times. Define the schedule in the Frequency section of the Schedule menu. Select “By

Week”, day(s) of week, start Date and Time.

Schedule - Report View of Universal Roster - V2

Schedule this entry to run at a recurring date and time. You cag gua

[[] Disable the schedule

select tgffrequency by clicking on a link.

®) No end date

By Month

By Year By Trigger

vy [Tk o E-

- -
] Monday Tuesday [] Wednesday [] Thursday Ill 130 am |
[] saturday [ | Sunday

E.Vhetweenl 9 100 AM | 3

and| 5 : 00 PM | =

Derks, Leo (LDERKS)

Options

[ ] Crverride the default waluss

Formats:
Default

Accessibility:
Default

Languages:
Default

Delivery:
Save the report

Prompt values

[[] override the default values
No values saved

Ok Cancel

22
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Continued

4. Click Override the default values in the Prompt Values section
5. Click
6. Click

Frequency:
Select the frequency by clicking on a link.

By Day By Month By Year By Trigger

Mar 22, 2016 ke
e[ ek of: [Mer22,206 |
[0 Monday Tuskday [ ] Wednesday [ Thursday 11042 AM| S

[] Friday [J ssfurday [] Sunday

Daily Frequency:/

[ Every |1 jinute(z)  between [ 9 100 AM| S| and| 5 100 PM
Credentials:

Derks, Leo (LDERKS)

Options

Delivery:
Select at least one delivery method. For burst reports, the email recipients are determined by the burst specification.

[ save the report
[ Print the report

Enable selection-based interactivi Printer location:
ased interactivity
| Select a printer...

pend a link to the report by amai‘ Edit the sptmns..’
Derks, Leo {LDERKS)

de the default valueg
NG e

slues saved

oK Cancel

7. Check “Send a link to the report by email”
8. Click Edit the options... to bring up the “Set the email options menu”
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Continued

9. Type in email addresses in To: or CC: fields

et the cmail options - Report View of Universal Roster - ¥2
recipients, click Select the recipients or type the email addresses separated by semi-colons. To include an HTML report as the message body, leave the Body box emply and select the report as the only

Specify the redipients and contents of the email. To add
attachment.

l Derks, Leo (LDERKS); 5
e ——

Selact the recipients... Show Bec

Subject:
‘Repmt: Report View of Universal Roster - V2

Body: Change to plain text »

Y|4 REB/BIUS|EtasEs===(@#"m-

Include a link to the repart
Attach the report

Cancel

1@ the “Attach the Report” box

11. Click OK button to save the email delivery options and you will be returned to the Schedule

menu page
12. After verifying your settings, click the OK button on the Schedule menu page

The report will run in the background, according to the scheduled day and time. The email subject line
will contain: “Report: <report title>". The report will be an email attachment.
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Organizing My Folders

If you accumulate many reports over time in My Folders, you may want to consider organizing your
reports into subfolders. For example, you may want to organize your reports by: reports run on schedule
versus reports that are run manually.

Create a Subfolder

1. From the My Folders tab, click on the subfolders ican. =~

IBM Gognos Connection Derks, Leo Log OFf | 4 | - - launch~ @~

- { -

Iﬁ_'fi:' Public Folders

My Folders ®iE o
0ol | Name & | Modified © | Actions

O [} Backup January 13, 2015 2:05:32 PM El More...

O [ Cubes December 17, 2015 1:37:06 PM El more...

O (3  Cube_Development September 1, 2015 4:13:25 PM El More...

O (3 Housing Residence January 9, 2015 8:43:57 AM El more...

[] C3  Wew Student Tracking - Shicla July 23, 2015 11:15:05 AM E rore...

| ] Person Demographic June 16, 2014 10:43:37 AM E more...

0] O Progecs February 16, 2016 10:37:08 AM B More...

2. Enter a Name Specify a name and location for this entry. You can also specify a description and screen tip.
“Scheduled
Reports” in the

Name:

: heduled Reports

Name box:
Description:
3. Click Finish
Screen tip:
Location:
My Folders

Select another location...

Cancel < Back
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Moving Reports to Subfolders

1. Navigate to the report to be moved to a subfolder
2. Click on the more... icon Mare...

HF  Public Folders

My Folders

U B%eEH! 4B ERID
Entries: [T |-[12||@ (44}

0l | Name & | Modified & | Actions
O (] Backup January 13, 2015 2:09:32 PM E more...
O 3  Cubes December 17, 2015 1:37:06 PM E More...
D - Cube_Development September 1, 2015 4:13:25 PM B mMore...
] 0 Housing Residence uary 8, 2015 8:43:57 AM E more...
[] O Mew Student Tracking - Shiela July 23, = mMore...
O (3  Person Demographic = More...
D (=] Projects February 16, 2016 1:37:09 AM E Morz...
O (] Schedule Offering June 16, 2014 10:42:51 Al E more...
O [0 Scheduled Reports March 23, 2016 9:56:26 AM E More...
D - Student Detail June 15, 2014 3:45:54 PM .
D b Leo Test August 5, 2015 11:42:36 AM B8 E % Maore...
O Eiab Report View of Universal Roster - V2 March 22, 2016 11:23:48 AM

Universal roster - Breakdown of courses with instr., start/end dates and students in dass. Student info includes ID, name, street, city, state, zip, email, phone &
program of study

m»

Perform an action - Report View of Universal Roster - V2

3. Click on the Move... link Available actions:

D Set properties

View report cutput versions
iew my permissions...

Run with options...

Maw scheduls...

Alert me about new versions

Do not alert any about new versions

= Copy...

@ Create a shortcut to this entry...
¥ Add to bookmarks...

®  Delete

Cancel
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Continued

Select a location {Mavigate) - Report View of Universal Roster - V2
4. Select the radio button Mavigate the folders or search to find where you want to place the entry.

location subfolder where you
wish to move your report
5. Click OK

¢ [ Cognos > My Folders

| | Name &

Backup

Cubes

Cube_Development

Housing Residence

Mew Student Tracking - Shizla

Person Demographic

CO0OO0O00O0
coooooo

Projects
(3 [0 schedule Offering

L8 [ scheduled Reports

(0 [0 student Detail

Only move reports located from “My Folders” directory to your subfolders.
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Renaming Reports

You may want to remove the report view prefix by renaming report. To do so:

1. Navigate to the report to be moved to a subfolder

2. Click on the set properties icon

IBM Cognos Connection

=

Derks; teo_Log Of |

m - Llounch- @~

|=D_'L=:i' Public Folders w

My Folders > Scheduled Reports

Ol | Name ¢

CEYYE 4

[ERET

| Modified ¢ | Actions
O Eaw Report View of Universal Roster - V2 March 22, 2016 11:23:48 AM 62 More...
iniversal roster - Breakdown of courses with instr., startfend dates and students in class. Student info includes ID, name, street, city, state, zip, email, phone &

program of study

3. Change the Name: box entry of Report View of Universal Roster — V2 to Universal Roster — V2

4, Click the OK button

Set properties - Universal Roster - V2

General Report view Permissions
Specify the properties for this entry.

Type: Report view Location: My Folders > Scheduled Reports View the search path, ID and URL
‘Owner: Derks, Leo Created: March 22, 2016 11:23:48 AM

Contact: None Setthe contact + Modified: March 23, 2016 10:33:00 AM

Icon: B sStandard  Edit...

[] Disable this entry

[] Hide this entry
The name, screen tip and desgription are shown for the selected language.

Language:

|Enghsh (United Statesé hd

Naj Description:

Universal Roster - V.

Screen tip:

Run history:
Setting the number/of occurrences to zero
{0) saves an unlimjted number of
occurmences.

@) Number of otcurrences:

Universal roster - Breakdown of courses with instr., start/end
dates and students in class. Student info includes 1D, name,
street, city, state, zip, email, phone & program of study

Report output versions:

Setting the number of occurrences to zero
(0) saves an unlimited number of
oCCUrmences.

(@) Number of occurrences:

() Duration: Day(s v

+  Public Folders > Student > Universal Roster > Universal Roster - V2 Report Propertizs  Link to a report...

| Only rename reports located in your “My Folders” directory.
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