Introduction for Consumers of Cognos Reports

e How to access Cognos

o To access Cognos to run your reports, you will use the RESOURCES tab on Pirate Net. If you
are a Graduate Assistant, you will use the Technology tab. On the tab, you will see a box
titled “Reports”. This box contains four items:

= Cognos link — this will take you to the Cognos home page where you will use your
Pirate Net authentication credentials to log into Cognos.

= Data Cookbook — this will take you to the Data Cookbook where you will use your
PirateNet authentication credentials to log into Cookbook. You can find information
about the Cognos reports (Inventory of Reports; Functional and Technical
definitions of Terminology used within Reports).

= E-Print link — this will allow you to access your e-Print reports

= |ntroduction for Consumers of Cognos Reports — training documentation and FAQ's
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Campus Phone Directory

Search for an employee by first or last name, perform a reverse
extension lookup, or review employees within a department
name.
Enter your search value below {ex: Nancy, or Smith, or PC
Support)

Go

No Results

EAB Student Success Collaborative for Advising

The Student Success Collaborative (SSC) is a software
platform that helps advisors to identify and proactively
intervene with students who may need extra assistance in
critical foundational coursework, or who may need to
consider alternatives to their current major. SSC contains
information about students’ academic records, and so access
to the system is restricted to those employees who are
functioning as advisors. If you don't currently have access to
SSC and believe - based on your job function - that you
should, please contact Bryan Dwyer at

Bryan Dwyer@shu.edu

EAB Student Success Collaborative Login »

Banner User Access Requests
Asim Rehman: Student and Financial Aid
Susanne Kunigelis: Finance
Joy Hayward: Human Resources
Note: The page you are launching will automatically close when

your PirateNet session has ended; by clicking logout or by
closing your browser.

Request a Temporary Account

Submit a request for temporary account »

a ?

Logout Help

Media Services Classroom and Event Support

We provide audio visual equipment and support (includes
technical training and staffing) in classrooms, meeting spaces
and event locations.

Please Note Our Hours of Operation

» Step by step instructions for filling out the request form
b Schedule equipment for delivery andfor pick-up
» Equipment installed in locations on campus

Contact Info
Media.Services@shu.edu
(973) 761-9554, %)

Reports

FOR USERS WITH ACCESS RIGHTS TO
INSTITUTIONAL REPORTS

+ Cognos
+ Data Cookbook
- e-Print

IT Service Desk

- dolT Website
- IT News and Announcements

The SHU IT Service Desk can help answer your IT question or
resolve your Tech issues. Search our FAQs, submit an IT
ticket, or check the status of submitted fickets

@sﬂvica Desk Requests
- PEmail the Service Desk: servicedesk@shu.edu

- PSubmit a Service Request
- BView your submitted Service Requests

e NOTE: Your Cognos reports are run against the ODS. This means that all your reports will be running
against yesterday’s data (copied from Banner at around 6 am each day), not live data from Banner.
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e When you log into Cognos for the first time you will see the following screen:

:_.:. IBM Cognos Analytics Welcome
O Home
BN My content . Welcome to IBM Cognos Analytics
@ L L L] Get started by opening a dashboard, report or story!
I} Team content
o Recent Quick reference
v Get started
O Overview
N —
— O  Get started videos
—
> Sample data
» Support

Your content will appear here.
Add some data or try our samples to get started.

Iﬁl Drag and drop your files or browse

New @

o ‘Team Content’ is where you have access to all the folders that you have permission to view,
as well as the Cognos Class Examples folder.

o ‘My Content’ is where reports you have copied will reside.

o ‘Recent’ will provide you with direct links to the last several reports you accessed.

o NEW FEATURE NOTE: The space in the middle of screen will be used to save your recently
run reports as Tiles. Next time you want to run the report, you can click on the Tile instead
of following the traditional path.
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e C(Click on ‘Team Content’ to get an expanded view.

ﬁ Home B3 Team content oY n
H My content Administrative Use Only
@ 8/28/2(M9 3:28 PM
I Team content - Budget Managers
12772014 10:53 AM
o Recent - Cognos Class Examples

2117213 10:57 AM

e Click on the folder for the reports you wish to view (example: Cognos Class Examples)

| Cognos Analytics

dashboard, report or story

> Sample data

> Support

Your content will appear here.
‘Ackd same data oty our semples o get staried

4, Drag and drop your fies or browse

e You are ready to run your reports

o You can run by just clicking on the report name. If you click on the report name, the prompt
page for the report will be displayed (if the report requires prompts). Enter the prompts
and hit the Finish button. The report will then run and be formatted in HTML output, or the
output format saved for that report, to the screen.

o You can also run the report by clicking the three blue dots that appear when you hover over
the report. This will allow you to pick the output format of the report (HTML, PDF, versions
of EXCEL, CSV, or XML).

o Hit RUN, the prompt page will appear (if there is one), after entering the required prompts,
hit Finish, and your report will run to the format you selected. The icons to the left of the
report name show the default format for the report.

E mo

Report View Icon B9 Dashboard Icon Report Icon
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o Note: Some report formats have been predefined. Please contact the Data Steward if you
need your output in a format other that what has been set.

o If you run your report to HTML, you will see a link for the Data Cook Book in the footer of
your report. If you click on the Data Cook Book hyperlink, the Data Cook Book will open in a
new window.

o To be able to save the output to the Cognos portal, copy your report to My Content.
= Hover over the triple dots on the report and select Copy or Move
= Select the My Content Folder and press Copy

Select a destination
BB B Teamcontent > Student Services » Orientation > PCSS

m & PCSS - Student Numbers by Orientation Date for Majors, Profiles

PCSS - Transfer Student Numbers by Orientation Date for Student Type and
2 Majors

[& PCSS Asset Info (FR/TR)
[[& PCSS Extract

[@ PCSS Labels

Destination: PCSS

Copy to | | Move to | | Cancel

o Notice the “breadcrumbs” at the top of the screenshot.

o Once your report is in My Content, you will be able to save the output, as well as setting the
parameters for future runs.

o If areportis changed once you have saved it in ‘My Content’ you will still get all the updates
that are made by the Data Stewards to the reports

o You can change your “Home” view by using the triple dots on the Cognos blue menu bar.
This will allow you to set a report or dashboard as your home.

m

Set horme page -

o can saet the curremnt report,
dashibhoanrd., or story as your hormree
(ot=Te =8

Turm o Fuints

Rev 10/25/2019

Page4



o NEW FEATURE NOTE: You can also now use the Tiles on your Home page to access reports
that you have recently run. Simply click on the Tile:

% IBM Cognos Analytics

ﬁ‘ Home

BN My contert ua'w Welcome to IBM Cognos Analytics

® BEE  Getstarted by opening a dashboard, report or story!

By Teamcontent

° Recent Recent Quick reference
B T VEW v Getstarted
Test Report - PDF O Owrview

B Get started videos

a0 2,47 » Sampledata

Support

|1 Drag and drop your files or browse

o After you are finished running your reports, you should logoff Cognos using the drop down
on the Person icon on the Cognos Menu Bar, and then signout. If you don’t logoff, Cognos
has a timeout feature and will automatically log you off.

@ templomi
michelle.templon@shu.edu

My schedules and subscriptions
My preferences

Log my session

My Inbox

My Watch ltems

Sign out
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’
FAQ's
e Who to call for questions or problems with Cognos

o For problems with logging into Cognos, or the Cognos site is not available, please call the
Service Desk at extension 2222 (973-275-2222).

o If the data on your report does not look correct or you have other issues with the formatting
of your reports, prompts etc., please call or send email to the Data Steward.

o To request changes to a report, or for a new report to be developed, please contact the
Data Steward.

o Our current Data Stewards are as follows:

= Banner Student and Financial Aid — Asim Rehman
=  Banner Finance — Susanne Kunigelis
=  Banner Human Resources — Joy Hayward
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