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To run a report in Cognos, please follow the instructions outlined below:

1. Copy and paste the following link into your browser - ucreportcenter.ucop.edu. The link will take

you to the InCommon screen shown below:

InConmon.

About InCommon | Help

© Copyright 2011, InCommeon, LLC | incommon.org | InCommon: Identity and Access for Research and Education

2. Click on the NEXT button. You will be presented with the UCOP Applications login page

University of California

It Starts Here

UCOP Applications Login

p T —

Password: | | | Login |

This login page is for current UCOP employees only.
= Use your Windows/AD user name and password.
» |fyou are associated with another institution, please use your inshitufion’s single sign-on function.
+» For problems logging in, contact ServiceDesk or (510) 987-0457.
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3. Enter your campus username and password and click on the LOGIN button as shown below:

University of California

It Starts Here

UCOP Applications Login

UCOP User name} opopoola |

Password: |nnunnu ¢| | Login |

This login page is for current UCOP employees only.

= Use your Windows/AD user name and password.
= |f you are associated with another institution, please use your institution's single sign-on function.
« For problems logging in, contact ServiceDesk or (510) 987-0457.

4. Click on the “Team Content” tab to view the folders/content areas you have access to. The user
in this example has access to quite a few content areas:

&i- UCReport Center

£} Home
O, search 2n"w Welcome to the UC Report Center
EEE  Get started by opening a dashboard, report or story!
My content
PR Team content Recent Show more. Quick reference
© FRecent I RePoRT ] RepoRT I RePoRT v Getstaried
Student Enroliment - Element and Degree Awarded - Year over year College Table Search O Owrview
Group Error Validation comparisons
D Get started vid
9/6/2018 1:47PM art4/20%8 1P /142018 108 PM > Sample cata
> Support
[ RepoRT [ RePORT [ RePORT
Degree Table Search Degree Awarded - Element and Student Enroliment Validation
Group Errors Report - Year over year
comparisons
/1472018 108 PM 81472018 105 PM 8712018 937 AM
New ®

5. Select your campus from the drop down options available and click on the NEXT button.
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University of California, Berkeley
University of California, Davis
University of California, Merced

University of California, Riverside

University of California, San Francisco

University of California, Santa Cruz

University of California-Irvine

University of California-Los Angeles

University of California-San Diego

University of California-Santa Barbara aalela

Please note: If you prefer the campus selection from drop down list to remain the same
whenever you access the Cognos validation report, click on “Remember my selection
permanently” radio button in the screen as shown below

InCommon.

5. Your campus central authentication page will be displayed. Enter your campus username and
password and click on the LOGIN button as shown below:
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Once submitted, you will see the screen below. UCOP’s data services team will send an email
when the privileges are granted after approval.

UNIVERSITY of CALIFORNIA It sturls here

Request Approval

Your request has been submitted for approval. An email will be sent once the privileges are granted.

For questions please contact DSS Application Admmstrator at : ucdss@ ucop.edu

7. Click on “Team Content” on the left

&i- UC Report Center @ ucLinks

£} Home

O, search un"w Welcome to the UC Report Center
LLL Get started by opening a dashboard, report or story!
N My content

PR Team content Recent Showmore.]  Quick reference

© Recent I RepoRT REPORT [ RepoRT v ez
Student Enroliment - Element and Degree Awarded - Year over year College Table Search O Owrnvew
Group Error Valdation comparisons

D Getstarted videos

/612018 1.47PM e 8/14/2018 1:11 PM 8/14/2018 1:08PM

> Sample data
> Support
[[] RePORT [ RePORT [ ReroRT
Degree Table Search Degree Awarded - Element and Student Enroliment Validation
Group Errors Report - Year over year
comparisons
8/14/2018 108PM 8/14/2018 105 PM 87/2018 9:37 AM

New @®

8. The validation reports that you have access to will be displayed as shown below. Select the
subject area, and then the report that you wish to run.
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IBM Cognos Analytics
0 Home « m > [Student Ediroliment ] o Y 1
O Search IPEDS
» M 2018 9:35 AM
Bl My content ! CCC UC Enroliment Match for ARCC
@ 5/9/2018 1:45 PM
m Tedm content m CssB2021 - CAMP Enroliment
5/5/2017 1:23 PM
° Recent [m CSSB3011 - Fall Headcount ... Subcampus
11/6/2017 12:15 PM
i CSSB3031 - Average Units ... Subcampus
8/16/2017 1:54 PM
CSSD0011 - Third Week He ... Single Term
5/2/2018 11:58 AM
m CSSDO111 - Third Week H ... Year Average
4/18/2018 11:17 AM
ll] CSSDO0311 - Summer He ... Hours and FTE
8/11/2017 10:18 AM
° Manage @ m CSSD0611 - Off-Campus Pr ... Headcount
cmm 2/1/2016 11:27 AM
CSSDO0711 - Self-su ... Headcount and FTE
New ® 10/23/2017 2:04 PM

9. To run with advanced options, select the three dots to the right of your report, and select “Run
As”. From here, you can run the report with a different format, or run it in the background
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without waiting for it to complete.

IBM Cognos Analytics
0 Home < Bm > Student Enroliment [+ I A @
O, Search pm 'PEDS ~ V1 Cognos /

6/24/2018 9:35 AM
1dashboard, repc

CCC UC Enroliment Match for ARCC

Bl My content m
5/9/2018 1:45 PM
.
m Team content ] m| CSSB2021 - CAMP Enroliment
5/6/2017 1:23 PM ¢ Edit report
° Recent CSSB3011 - Fall He ... Cam Sub:
pus, Subcampus :
| B eom 21w e
| CSSB3031 - Averag ... Campus, Subcampus [I] View versions
8/16/2017 1:54 PM
%= Properties
| CSSDO0011 - Third Week Hea ... Single Term
5/2/2018 11:58 AM .
%, Create a new job
E CSSDO111 - Third Week Hea ... Year Average
4/18/2018 11:17 AM (] Take ownership
m CSSDO0311 - Summ ... Credit Hours and FTE Copy or move
8/11/2017 10:18 AM
° Mot ® ! CSSDO0611 - Off-Ca ... Programs Headcount Create shortcut
w— 9 2/7/2016 11:27 AM
g Share
m CSSDO0711 - Self-sup ... Headcount and FTE
New ® 10/23/2017 2:04 PM = Delete

For any questions related to the content of this document, contact Data.Services@ucop.edu
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