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Job Aid: Introduction to Using Cognos 8 SUMMARY STEPS AND INFORMATION

Procedure Information: Purpose:

Title: Introduction to Using COGNOS 8 Use this guide to develop an understanding of the initial Login Process for COGNOS 8. The
Mnemonic: guide demonstrates how to login to the system for the first time, change your default password
File Name: JA_Into to Using Cognos 8.ppt to a password of your choosing, set the report tabs and change preferences.

Application:

Primary Dept:  All Users
Effective Date: June 14, 2007
Revision Date: June 1, 2009 Rev # 3

el

Summary Steps

1. Loginto Cognos 8, type your User ID (First Resources:
letter of First Name and entire Last Name,

no spaces, e.g.. jdoe) and type the lves, Gail B.(810) 762-0230

Password mottcc, the first time. You will Fax: (810) 762-0257 Institutional Research
then be prompted to select your own Executive Director

password. Memorize your password — if Curtice-Mott Complex CM1000

you forget, it will be reset to the default and
you will have to complgte this step again. ITS Help Desk
Er.1t_er Cognos Connection. X24357

Initial User Setup

Using Public Folder to Add Portal Tabs
Adding Portal Tabs

Set View As Home

Setting Your Preferences
Understanding Prompts

(inside College)
(810) 762.0216 (outside College)

ONOA®WD
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Job Aid: Introduction to Using Cognos 8 SCREEN SHORTCUTS AND GUIDE OVERVIEW

@ MOLICotiEsE 2= [N IR

Martha Goldstein Log Off

g ~ | Public Folders | My Folders Diatatel Warehouse ||T||7|

Public Folders = Public Folders = Datatel = Datatel CF

Entrigs: - =
——

- Search Bar " Tools = Help
Help «
- w -
& ERl |
. . uick Tour
Home Search Term Search Drill-through Definitions gmrted
Advanced Schedule Management —g—C N n the Web
My Preferences QHNDS 0 £ Ive
Go to the Welcome Page
About Cognos Connection

1 Task Bar

N |E== T EEE B RK @k

Refresh  List Details New New New New Cut Copy Paste Delete  Set Order
View  View Folder Job URL Page Properties

- Public
Folder

Navigation Bar

Entries: |1 - |78 L

Beginning Ending GoTo First Previous Next Last

Range of _ Range of Page Page Page Page
Reports on this Reports on this

screen screen
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Job Aid: Introduction to Using Cognos 8

e

Inkernet
Excplarer

Step 1:

e Edit  Wiew Favorites  Tools

De - © - ¥ B & ) szarch 57 Fevortes {2} R :; Q- EE S

Help

Coogle | G cogostest.mee deu
Yoo e 4 @ o

Log on

Fleass type your credentials For suthertication.

=3 |] https/fcogmostest e edufcgi-binjcognosisapi 7b_action=>ts.runBm=portalimain,xtststartwel=yes

v Goo) B v ¢F Buookmarks= E49blocked P check % Autolink ~ >

- @My vahoo! - (FHotlobs v gl Games -

Help

Mamespace:
Cognoss Mamespace

User ID:

Password:

VB ik 2 @

() Settings~

»

Login to Cognos 8

Double Click on the Internet Explorer Icon. Type in the
following URL Address:

http://[cognos.mcc.edu

‘ oK Cancel

Capyright {€) 2007 Cognos Incarporated. Al rights reserved,
Cogros (R) is a trademark of Cognos Incorporated,

>

Aeddrass | ] WA ffeognentest

Fle Edt View Favortes T

Q- Q [H @G

>

LR S

. : | B G0
Google G -copentestmeedes % G000 B »  ff womaier Bhooblocked T Chedk = % Autolink +
Y- o

w Sewchwed + e = | LM - (D veool - [Pkt + ol Gaee -

COGNOS' 8

artha Goldstein |

DD View Cognos centent
e

i e reputs, ansly

Query your data

e 2k b creste sips Quarkes and repcets.
Analyze your data

(L £k o eplore and analyze your crganization’s data.
Crmate reports
[T L ermate st sebasrd b reprnts.

Manage events
e

A b detedt butingss evants, Fivoha tatks, and track events and processes through ther ife crd,
Manage Cognos content
Wse Co 1o

the

06/01/09

Click OK.

Enter your “User ID” and “Password”

Your UserlID will be the first letter of your first name
and your full last name with no spaces (e.g. jdoe).
The default Password for your first login is mottcc
(you will then be prompted to change your password
to one of your choosing - something you can

remember after your initial login. Memorize your
password!)

When you get to this screen, uncheck the box next to Show
This Page in the Future (at the bottom of the screen)

Job Aid: Introduction to Cognos 8

4 of 12



Job Aid: Introduction to Using Cognos 8

COGNOS" 8

Martha Goldstein Loo OFF

¥iew Cognos content

Use Cognos Conpection o access reports, analyses and other Cognos content. Information for broad distribution
can be stored ﬁ laccessed From shared Folders and pages. Private information, personalized content, and Favorite

reports can be stored and accessed from personal folders and pages.

Query your data

Use Cruery Studio bo create simple queries and reports,

Analyze your data

Use Analysis Studio to explore and analyze your organization's data.

Create reports

Use Feport Studio ko create more advanced business reports,

Manage events

Use Event Studio to detect business events, invoke tasks, and krack events and processes through their life cycle.

Manage Cognos content

Use Cognos Connection ko manage the Cognos content. This includes searching content, selecting output Farmats,
setting schedules, emailing content, and managing saved output versions, Cognos Connection can also be used to

define portal pages gathering related content into inkegrated subject areas.

‘ ‘ Hame

Step 2: Enter Cognos Connection

After you uncheck the box, click on Cognos Connection. When
you launch Cognos in the future you will not see this screen
—you will go directly into Cognos.

There are many parts to the main Cognos Screen. Please look at
page 4 of this guide to see how all of the different tool bar
and buttons work.

During your first login session, you will setting up Portal Tabs for
both Datatel and Warehouse reports. After your setup in the

system, these steps will not need to be repeated in the
future.

[] sShow this page in the Future
Eg; Q Morr < TEF& Cognos Connection l o
—_— TEST =
Martha Goldstein Lo OFF - 0 @B |moksveo~
- Public Folders My Folders Datatel ‘warehouse ”:”q
Public Folders » Public Folders » Datatel » Datatel CF [j @ '% Eﬁ éé X S gﬁ%
Entries: - “
0ol |Name & | Modified & | actions
[0 OO Hotification Reports May 29, 2007 3:24:59 PM More...
O O xcce May 29, 2007 3:25:08 PM More. ..
[0 O e May 29, 2007 3:24:53 PM
O 6O zess May 29, 2007 11:07:48 AM
O 03 weor May 29, 2007 3:25:08 PM Mare....
[ [EP AT - Activity Description Download May 29, 2007 3:25:00 PM bl B ES tore..
[0 E» #ar0- Approved Listing May 29, 2007 3:25:09 PM Pl B ES e
[0 @E» #aPL-GLAccount Poding May 28, 2007 3:25:08 PM bl B .
[0 E» xEes- clankst Purchass Order Status May 29, 2007 3:25:00 PM Pl B ES rore.
[0 EP #cal - aporoval List May 29, 2007 3:25:08 PM Pl B EY More...
[ [EP ¥oCE - Cost Center Lisk OF Expenses May 29, 2007 12:25:34 PM bl B ES More...
[0 E» #oce - Cost Center Profit May 29, 2007 3:25:08 PM Pl B ES more...
[ E@P #oFR - Cash Flow Report May 28, 2007 3:25:00 PM Pl B ES ore...
O E» xcHl-ap checkLabels May 29, 2007 3:25:08 PM Pl B ES ore
[0 EP »0TR - Daiy Transaction Repatt May 29, 2007 3:25:01 PM Pl B EF pore...
O Er woumeven May 29, 2007 3:25:00 PM bl B ES tore..
El»  sove - Print ove June 7, 2007 1:12:38 FM Pl B ES rore..
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Job Aid: Introduction to Using Cognos 8

i Address |@ http: ffcognostest, mec, edufcgi-binfcognosisapi, dii?b_action=:xts, run@&m=portalfcc. xts

rtha Goldstein f

Public Folders | \Mz Folders

9 mT Ta()fi"f& Cognos Connection

Add portal kabs... K
Remeove this porkal bab
Modify the sequence, .

Entries: - -

EEHE $BRX @0

il

F | | Modified & | Actions
@ April 16, 2007 5:32:06 PM Mors...
@ Catakel CF May 21, 2007 1:12:45 PM Maore...
[] @@ Datatel CF-DE Yiew May 21, 2007 1:30:56 PM Mare...
[] @m Datatel-HR May 9, 2007 9:07:20 &M Mare...
[J] @@ Faculty Contract March 28, 2007 §:25:56 &AM Mare...
[] (@@ Faculty Contract {Business Yiew) March 30, 2007 9:15:27 &M Mare...
[] @@ Foundation March 13, 2007 S:11:27 PM Mare...
[] @8 HeAolicant April 17, 2007 3:29:44 PM More...
[J @@ Mo - Accounting February 26, 2007 7:20:46 AM Mare...
[ @m Mo - Budgets February 23, 2007 3:26:24 PM Mare...
[0 @m Mo - Contack (WEE) February 23, 2007 5:27:01 PM Mare...
] @@ Moc-EMs March 20, 2007 10:15:34 AM More...
[ e M- Fuent March 4. PN07 7:458:73 PM B nre

Step 3: Initial User Setup

Click on the icon in the top left corner of the screen and select Add Portal Tabs.

06/01/09
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Job Aid: Introduction to Using Cognos 8

Fle Edit Wiew Favortes Tools Help

| Select portal tabs (Mavigate) - Martha Goldstein - Microsoft Internet Explorer

@Back @ \_) @ @ :_;j pSearch *Favorltes @ E{v :\?_.. B l_J @E ﬂ .ﬁ

Step 4: Using Public Folder to Add Portal Tabs

During your first Cognos session, you will need to take these

faddress ‘@ http:ffcognostest .mec edufcgi-binjcognosisapi . dil

V‘GD

select portal tabs (Navigate) - Martha Goldstein

Available entries
Cognos

i e

| |Name
B Public Folders
O

lavigate the Folders or search ta find the entries ko include as partal kabs, Select the entries you want and click the arrow button ko update the Selected entriss
st

Selected entries
T

steps to set up the additional portal tabs.

Search

— Click on the Public Folders link to get the next screen.

O | name

Mo entries,

Use the double blue right arrows to see the additional pages
available.

Remove|

i Select portal tabs (Navigate) - Martha Goldstein

Available entries
Cognos » Public Folders

Ertries: 1 |-

O |Name

Accounting (Business View
Datatel CF

Datatel CF-DE View
Datatel- HR

Faculry Contract

Eaculty Conkrack (Business Wiew:
Foundation

HR. Applicant

MCC - Accounting

MCC - Budgets

MCC - Contact (WEE!

MCC - EMS

MCC - Events

—

abi

Mavigate the Folders or search to find the entries to include as portal tabs. Select the entries you want and click the a8 button ko update the Selected entries
list.

elected entries

Entriss: l:l - l:l +

When you see the Yellow folder called Pages, select the folder,
then touch tjie Green arrow in the middle to move it over to
the Selected entries area..

Search

O | > Name

Ia entries,

llect portal tabs {Navigate) - Martha Goldstein

vigate the folders or search ko find the/entries to include as portal tabs, Select the enties vou want and click the arrow button to update the Selected entries Seard

kvailable entries
oanos > Public Folders

Entries: [“ - +

Selected entries

Entries: l:l - l:l +
M
L HEREES

Mo entries,

g

Bemay|

Click on the page forward button
as needed, until you find the
yellow folder named PAGES.

06/01/09

Public Folders

Shate Aid (Business Yiew)
State Aid - Training

@
@
@
=
"]
&=
>
"]

“ Cancel
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Step 5: Adding Portal Tabs

Mavigate the Folders or search to find the entries to include as portal kabs, Select the entries you want and dick the arrow button ko update the Selected entries Search
list.
Availabl kri Selected entri
e e [ - @ Check the boxes next to the Datatel and Warehouse
Mgl |-«

O Iname \ F Ol [.>name Folder Names.

Datatel
Warehause No entties.

\/ click the Green Arrow icon in the center of the screen.

Remave

Then click the OK button.

lect portal tabs {(Mavigate) - Martha Goldstein

igate the Folders or search ta Find the entries ko include as portal babs, Select the entries waou want and dlick the arrow button bo update the Selected entries Seatd

wailable entries Selected entries

ponios = Public Folders = Pages Entrics: -1 - -2 Fr
s 1| - . e
| [Name -

] Datatel
7] Warehouse

SN

e

| | .= Mame

e = Digkatel

Ooo
B B+

- 2 Warehouse

Rema

> 4
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9 MO chfi?&&)gnus Connection .

Martha Goldstein Lo Off @~ @~ ‘ Tools » Help v

@+ PublcFolders MyFolders [ Datatel | Warshouse :”ﬁ . [
BT & & | To ensure that when you login to Cognos you will go directly
#2710 to the screen you use the most, click on the tab you

Step 6: Set View as Home

Datatel 3

— _ S— Enmes:'ﬂUJJJ prefer (Datatel or Warehouse), and then go to the
O o b A House icon — click on the Down Arrow. Click on the Set
O wsue View as Home link. This will allow you to come to the

same page when you enter Cognos each time.

Q MD Tc&“ﬁ'f& Cognos Connection .

Martha Goldstein Loo Off

~  Public Folders My Folders Datatel Warehouse

S o Step 7: Setting Your Preferences

werchouse w5 w0 GO tothe Tools area on the screen and click the Down

| Name & | Description | Modified & | actions ArrOW to th e r| g ht_
[ Accounting (Business Yiew) Reports [5] May 29, 2007 B:04:00 AN ' More...
[ Faculy Contract Reports @] March 27, 2007 4:19:31 PM More...
7  Foundation Reports [ May 29, 2007 5:13:35 AM &' More...
[ HRApglicent Reports (5] May 28, 2007 8:17:06 AM More...
5 bec deanriaFopors Fobruy 26,2007 72047 [firer Select My Preferences
A
[ MCC - Budgets Reports March 28, 2007 10:31:27 AM ' More., H H H
(5 HeC- Contoct wEE) Rt Fobminy 26, 2007 72040 (e, You will see all of the different Preference Setting you
A
[ MCC-EMSReports [ March 20, 2007 10:15:18 AM More... h f h
3  MCC-Events Reports @] February 23, 2007 3:15:09 B More... can choose 1rom on t e neXt page'
P
[ MCC-HA Reports & March 16, 2007 10:50:26 AM (' More...,
[ MCC-IFRS Reports &) February 26, 2007 7:23:34 More...
A
3 MCC-Inventory Reports [#] February 26, 2007 7:24:20 Mare...
M
3  MCC-Payroll Reports 3] February 26, 2007 7:23:52 More... T (W]n] | 5w
A —_—
[ MCC- Skote Aid Reports April 9, 2007 10:51:47 AM M.,
3 MCC - weblist Reports ] February 26, 2007 7:22:12 Mare...
A
3 Payroll (Business View) Reports 3] March 28, 2007 1:57:03 PM I More... Drill- Definitions

chedule Ma
My Preferences
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Step 7b: Set Preference Options
General Personal | Portal Tahs

Specify your setkings.

ber of entries in list view:

Separators in list view:
| alternating backgrounds v

Portal
Default view:
(%) List
() Details

Mumber of columns in details view:

Jcolumns ¥

Regional options

Product language:

(%) Use the default language
() Use the Following language:

Time zone:

o1 LL L | [

Report format:
POF

[ shaw the welcome page at skarkup

Show a summary of the run options

Content language:

{#) Use the default language
(7 Use the Following language:

DK Cancel

06/01/09
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The first area of the report allow you to specify some of
your chosen default settings like:

>

The Number of Entries in List View (it's
recommended that you increase the number to
100 or more to reduce the need to page through
a long list)

Separators in List View — it's recommended that
you use the “alternating backgrounds” choice to
make your list easier to view.

Report Format — this allows you to choose a
default view when you run a report.

»  Use the Excel single sheet option if you
often work with your data in
spreadsheets;

» use PDF if you often print reports to give
to others;

» Use HTML if you usually just view the
report data on the screen (recommended
for the faster performance).

Most of the other settings will remain the same as
the default...if you don’t like your choices, you
can use Tools, Preferences to change your
settings in the future.
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Note: YOUR ACCESS TO REPORTS IN COGNOS IS BASED ON THE
SECURITY PERMISSIONS SET UP IN THE SYSTEM. IF YOU GET THE
MESSAGE BELOW, YOU HAVE TRIED TO ACCESS A REPORT YOU
DON'T HAVE PERMISSION FOR. TO ADD/CHANGE SECURITY
PERMISSIONS, PLEASE HAVE YOUR MANAGER CONTACT THE ITS
HELP DESK AND ASK FOR A WORK ORDER TO BE CREATED TO
ADD SPECIFIC ITEMS TO YOUR ACCOUNT.

Z3 Cognos & - Microsoft Internet Explorer =10 x|
B Edt Wew Favorites Tooks Help i
, ¥ ry -ll_ - i -P'r :| Il_ o i

@Bﬂvg‘j ﬂ IE]] _h|‘,}.35ﬁrarch .. Favorites @L e B
Address ] hiep:/fcogrostest mee. edufog-bin/cognosisap di?b_action=xts runfm=portal] * . Go | Links ot
@eal - | e o frove | CSemchweb 2 | Ll ¥ %.@.5—.,.;& L
GE-DEF-0157

: .D The model or package fcontertfpackage[i@name="Datatel CF-DE Yiew Wmodel @rname="mod=!] does not

exisk or you are not afowed to use it because of securiby settings.

Dictails 4

|abuna I_I_’_|_|_|‘ Intarnet 4

Job Aid: Introduction to Cognos 8
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XDVP - Direct Payment Voucher - Prompt Page

Select the PO's Mumbers you want o view:

Keywords:

Type one or more keywords separaked by spaces,

055

Opkions

Starts with any of these keywords

Example

Starts with the first kevword and containg all of the remaining keywords

~
~
¥ Contains any of these keywords
~

Contains all of these keywords

[ Case insensitive

Results:

POOO3052
POOC40S5
POOCS052
POOOSS0E
POOCS507
POOOSS02
FOOCS509
POOOSS10
POOCDS511

E

i

[

Select all Deselect all

Cancel

# Choices:

Select all Deselect all

06/01/09

Step 8: Using Prompts

Depending on the report you select you may see
Prompt Pages before your report runs.

Prompt Pages allow you to narrow down your search.
This example page has a combination of Type in
Search Box and Select from Results.

Prompt pages can have calendars, or other types of
drop downs.

If you have questions about Report Prompts or other
issues with MCC Cognos Reports, contact the
Cognos Power User in your area.
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