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Creating Simple Reports in IBM 
Cognos 

 
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: 
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2. Click on the NEXT button. You will be presented with the UCOP Applications login page. 
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3. Enter your campus username and password and click on the LOGIN button as shown below: 
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4. The Cognos Reporting landing page will be displayed. Click on Enter Here as shown below: 
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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: 
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6. Each report is 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: 
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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: 
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8. On the popup screen, select "Create New" 
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9. Select a list, crosstab, or chart, depending on the style of report you would like to create. Select 

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