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Purpose:
Use this guide to develop an understanding of the initial Login Process for COGNOS 8.  The 
guide demonstrates how to login to the system for the first time, change your default password 
to a password of your choosing, set the report tabs and change preferences.

Procedure Information:

Title: Introduction to Using COGNOS 8
Mnemonic:
File Name:  JA_Into to Using Cognos 8.ppt
Application:  
Primary Dept: All Users
Effective Date:  June 14, 2007
Revision Date: June 1, 2009   Rev # 3

Summary StepsSummary Steps
Resources:

Ives, Gail B.(810) 762-0230
Fax: (810) 762-0257 Institutional Research
Executive Director
Curtice-Mott Complex CM1000

ITS Help Desk
x24357                 (inside College)
(810) 762.0216    (outside College)

1. Login to Cognos 8, type your User ID (First 
letter of First Name and entire Last Name, 
no spaces, e.g.. jdoe) and type the 
Password mottcc, the first time.  You will 
then be prompted to select your own 
password.  Memorize your password – if 
you forget, it will be reset to the default and 
you will have to complete this step again.

2. Enter Cognos Connection.
3. Initial User Setup
4. Using Public Folder to Add Portal Tabs
5. Adding Portal Tabs
6. Set View As Home
7. Setting Your Preferences
8. Understanding Prompts

SUMMARY STEPS AND INFORMATION
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Step 1: Login to Cognos 8

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

http://cognos.mcc.edu

Enter your “User ID” and “Password”
Your UserID 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!)

Click OK.

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



Job Aid:  Introduction to Using Cognos 8Job Aid:  Introduction to Using Cognos 8

06/01/09 Job Aid: Introduction to Cognos 8 6 of  12

Step 3: Initial User Setup

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



Job Aid:  Introduction to Using Cognos 8Job Aid:  Introduction to Using Cognos 8

06/01/09 Job Aid: Introduction to Cognos 8 7 of  12

Step 4: Using Public Folder to Add Portal Tabs

During your first Cognos session, you will need to take these 
steps to set up the additional portal tabs.

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

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

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

Click on the page forward button 
as needed, until you find the 
yellow folder named PAGES.
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Step 5: Adding Portal Tabs

Check the boxes next to the Datatel and Warehouse
Folder Names.

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

Then click the OK button.
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Step 6: Set View as Home

To ensure that when you login to Cognos you will go directly 
to the screen you use the most, click on the tab you 
prefer  (Datatel or Warehouse), and then go to the 
House icon – click on the Down Arrow.  Click on the Set 
View as Home link.  This will allow you to come to the 
same page when you enter Cognos each time.  

Step 7: Setting Your Preferences

Go to the Tools area on the screen and click the Down 
Arrow to the right.

Select My Preferences
You will see all of the different Preference Setting you 
can choose from on the next page.

Drill-through Definitions
Schedule Management
My Preferences
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Step 7b:  Set Preference Options

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.
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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.

Example


