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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:

InCommon.

University of California - Office of the President

L ]
Q
e

About InCommon = Help

© Copyright 2011, InCommen, 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

UCOP User name: || |

Password: | | | Login |

This login page is for current UCCOP 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.
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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; |opop{:ola |

Password: |||i||coo¢--- -=‘| | Login |

This login page is for current UCOP employees only.

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

4. The Cognos Reporting landing page will be displayed. Click on Enter Here as shown below:

Vie (3t View Fwooes Took  Hep

University Of California Report Center

UE Repart Cavter Lusmeng Rasaarcan

ekl Hiits on Uisksgg Cognos sad LCOW Dats

Othae Uselul Uinks
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5. From anywhere within Cognos, select "Launch" in the top right corner and choose "Cognos
Workspace Advanced". You must have ad-hoc report permissions to use this tool:

[ Public Folders - IBM Cogr %

€« = C A |8 httpsy//biprod.ucop.edu/dss/cgi-bin/cognos.cgi?b_action=xts.run&m= ¥ ¢ # P4 @ s ™M Q L =
12 Apps [ Add to Pepperplate Yk Bookmarks (] Cognos B Brand - RHA - MA7S0 7 1474: Screws - explail » [ Other bookmarks

I IBM Cognos Connection

Cognos Workspace
Cognos Workspace Ad\.'anced|

Report Studio IR =
Drill-through Definitions

Iﬁr_L_:Y Public Folders My Folders

Public Folders

o

1§ 1BM Cognos Administration

O] |Name® | Modified © R—
[ [ IRAP Shared Folder April 13, 2016 1:59:42 PM B More...
[] (3 Links December 20, 2015 10:02:27 AM = More..

Links to BI Resources

[J (3 Public Reports February 19, 2016 1:55:23 PM B More...
0 O A0 October 8, 2015 3:12:19 PM = More...
[J (3 Annual Wage Reports October 8, 2015 3:18:27 PM B More...
[ [0 Contracts & Grants October 8, 2015 3:20:08 PM = More...
—

6. Eachreportis based on a "Package", which is a collection of related tables and fields about one
subject area. Select from your recently used packages if the one you are looking for is available,
otherwise click the "Authoring Tools" folder:

Select a package (Navigate)

Select which package to use, Search

Recently used packages:

Motifications and Events

Graduate Admissions - Validation e
Student Enrollment - Dimensional Model (W]
D35 Control Load

List of all packages:
Cognos > Public Folders

Entries: - n
| Name ¢
IRAP Shared Folder
Admin Tools
AED
Annual Wage Reports

Authoring Tools I
Confracts & Grants
Contracts & Grants Validation

Degree

Degree Validation

Developer Tools

coocoool|boo o

Financial Aid Validation
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7. Within the Author Tools folder, you may have the option of several different packages to choose

from. Select the package that contains the data you need for reporting:

Select a package (Navigate)

Select which package to use. Search

Recently used packages:

Motifications and Events

Graduate Admissions - Validation
Student Enrollment - Dimensional Model
D55 Control Load

List of all packages:
Cognos = Public Folders > Authoring Tools

Entries: - ﬂ
Name &

CP3 Personnel Data Warehouse ~w
D55 Control Load ~w

AEQ ~w

Annual Wage with SCO data ~w
Audit ~

C&5 Cube ~w

cowW

Eesesnss

Contracts And Grants ~w

8. On the popup screen, select "Create New"

Pt s i o
§1496M oo SHTIM

Tertarmanie Nasking - Top Tettars

IBM Cognos

Workspace Advanced

| | | Create New [
[ Open Existing

7. New from Template

Show this dialog in the future
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9. Select a list, crosstab, or chart, depending on the style of report you would like to create. Select

IIOKII

Creating Simple Reports in IBM

10. The ad-hoc reporting tool is a simple drag-and-drop interface where you'll be able to see your
data as you build the report. This overview of the screen will get you started building your own

ad-hoc reports!

04/07/2017
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New Help €
Package:
|Degree - Data Mart |
e F
| I >
Blank List Crosstab Chart Financial
=
o
)
From Template...
0K Cancel
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The run button. Select the drop.
down arrow to run in a different
format.

The save button. Save often. For
multiple versions, “Save as” can
be found under the file menu”

The filter button. Select this and
then “Edil Filters” to review the
filters used in your report

Sorting will allow you to arrange
your report results in a specific
arder

The group and summary buttons
will let you add totals, subtotals
caunts, and more to your report

Fle Edit, View Structure Run

X @D »-T-8

Data |, Style

Font [v]e= [~]l&-IB £ U|= - O NI
Double-click to edit text Source &
gy
¥ ¥ Degree -Data Mart
¥ ¥ Presentation Layer
~ il Campus Location
l Campus
| Campus Acronym
-—

“% Drop items here to creste new columns r'p Campus Code
l Campus Long Mame

I Campus Short Name

Drag and drop these fields into your
list, crosstab, or visualization to view
data on the fly. Right click on a fisld

1o filter based upon it

Degree Awarded
Ethnicity

Major - Primary

Apr 22, 2016 1 11:69:36 AM

o source i Toolbox

Properties

The toalbox tab contains additiona
o B
lists, crosstabs, visualizations, and

other objects 10 add to your report.
&0

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