University of Delaware
Cognos Instructions


[bookmark: _GoBack]What’s New?
Log On
The preferred browser for Cognos 10.2 is Internet Explorer version 8 or 9.  
Log on to Cognos 10.2 by using the following URL: https://cognos.udel.edu.  
The Log On screen will be UD Central Authentication Service (CAS).  Enter your UD Username and Password.
[image: ]Enter your UDel ID and password



The Cognos 10.2 welcome screen will appear.  Click on the My Home icon.
[image: ]Click on the My Home icon.


Cognos 10.2 Public Folders will open.  
[image: ]

Revised Details View
The new Details View shows entries in a list form.  The view includes the entry description, modification date, and applicable actions. 
[image: ]Details




Improved Search
Cognos 10.2 provides an improved search feature.  Cognos users can search by title, specific data item, type, date, owner or package.
Click the search icon [image: Search] in the toolbar.  In the search box type, type the phrase you want to search for.  Click Advanced.
[image: ]Refine search by clicking Method, Modified, Type or Scope


Excel 2007 Data
The Excel 2007 Data report output format enables users to generate an Excel 2007 spreadsheet containing a list report data.  The Excel 2007 Data report has no formatting such as headers, footers or grouping.
[image: ]Click on Run Report – Excel 2007 Data.



Report Name Used for the Exported Output
When you run a report in an export format such as Excel, the Cognos report name is now used as the exported file name.  This allows you to save the report output using the same name as the original report.
[image: ]Auto populates with the Cognos report name.


Aggregate – Count Distinct
The Aggregate function Count Distinct is now part of the Aggregate drop down menu.  The aggregate function now recognizes the format of the data item.  Click on the Aggregate icon.
[image: ]Count Distinct



Filters
The Filter tool has changed to include basic formatting for standard filters.  The standard filter tool limits the ability to make changes once a filter has been created.  It is better to use the Advanced Filter tool.  
From the standard toolbar, click Filters
[image: ]Click on Edit Filters


A Filter box will appear.  Click on the sun icon on the lower left corner of the Filter box.
[image: ]
Click on the Advanced radio button, then click OK.
[image: ]Click the Advanced radio button, and then click OK.


The Detail Filter Expression box will open.   Create the filter expression as you have in the past.  When finished, validate the expression and then click OK.
[image: ]Validate the expression and then click OK when complete.


No Data Content
Cognos 10 automatically adds No Data Available, to reports when there are no results.
[image: ]




New Scheduling Options
Report frequency can be specified to daily, by hour or by minute, and limit the running of scheduled entries to a certain period of the day.
[image: ]Report frequency can be daily by hour or minute.  Time can be limited to a period of time.




UDEW
Revised 6/11/13		Page 1 of 7
image3.png
What's new 2 - Microsoft Word = @ & Public Folders - [BM Cognos Connection - Windows Internet Explorer 1 [a]gg

Home | Insert  Pagelajout  References  Maiings  Review  View  IBMCognos  Developer 2O~ [ (&)%) [x] [Wooog= (2]

ﬂ % EK # Find -
2 “ AaBbCcD: | AaBbCcD: AaBbCi AaBbCc
Thomal | Tho Spa.. Heading1  Heading 2

P
| &~ g~
syes

vl Ry NP S

Fie Edt View Favories Toos Hel

i Favortes | 45 ) Cognos ] Cognosdev ] Cognos 10.2 2] Cognos 10.2-Dev ] FIPRD ) FIRPT B HRRPT ] UDSIS ] UcataGLANGE
| B - & - 5 page~ safety~ Toos- @~

Iy selec~
ating

ks 4o rvecion i

Denise M Lindsey L viftv v Lanchv

v Fotes I

CEEESE YRR XIEDN

Public Folders.

University of Delaware
Cogros Instructions

Entries: [1 -[32_][©] | [«J«pa]p

I Ol [name< [ Modified & | Actions
Cognos 10.2 Public Folders will open [ £3 oDevelopment and Aumni Reations: February 4, 2013 10:03:08 AM e
- [ 3 04D offcal Reporting February 4, 2013 10: 10:53 AM e
[ 03 1<Comertiy Folger March 4, 20138:27:07 AM S vore...
| [ C3 1-UDFINANCIALS REPORTS February 4, 2013 10:01:58 AM e
O 03 1ioess February 4, 2013 10:03:00 AM B ore...
- [ 3 10 Student Admin Reporting February 4, 2013 10:03:07 AM e
[ 03 140 Trainng February 4, 2013 10:03:06 AM B ore...
o [ C3 LUD+R AMReportng February 4, 2013 10:08:31 AM e
[] @ AcadermicPlen Table February 4, 2013 10:11:38 AM B ore...
g [] €3 aDMpsciages February 4, 2013 10:06:04 AM S vore...
[ @8 Admissons ey February 4, 2013 10:16:07 AM B ore...
o [] @8 Admisons aurrent February 4, 2013 10:16:18 AM e
[ @ Admissions curent 81 February 4, 2013 10:11:05 AM B ore...
- [] @ Admissions current uparade February 4, 2013 10:16:14 AM e
[] @ Admissions Data Mart February 4, 2013 10:18:01 AM B ore...
- [] @ Admssons fat February 4, 2013 10:18:06 AM S vore...
[ @ Admssions Hstory February 4, 2013 10:17:54 AM B ore...
O @ adn tem February 4, 2013 10:11:03 AM e

M Gn siness Fehniary & o1 1neaasaom e

Done

| Trustedsites T da - ®m0% <





image4.png
What's New - Microsoft Word

= @ 53 @ Ppublic Folders - IBM Cognos Connection - Windows Internet Explorer

arial

a

University of Delaware
Cogros Instructions

Cognos 10.2 Public Folders will open

Revised Details View

The new Details View shows entries in a list form. The view includes the entry description,
medication date. and applicable actions

Improved Search

Page: 2013 | Words 141 | B |
e Tr—

Insert  Pagelayout  References  Malngs  Review  View  IBMCognos  Developer & %,, (€] htips:jcozros 10.udel.edu [B] (%] [x] [ecoa 28
- fina - =
o C|A | A | B [ 24| 7 | [aamocen] AsBoced: AaBbC, AaBbee ::QR | e et ven Footis Toos b
2 Replace
[ &= g || vomat |1vospace. Heacings  eacing2 Hgﬁng. St derones | s B G ) Coposcer ) Coros 0.2 ) Copos 103-00y E1FBR0 ) FRPT ] T E)U0SS ) st
R S N T — T B @ - By Pae- Saky Took+ @

- R

Denise M Lindsey L Launch -
[ I
Public Folders CEEEHEE X BRXIEN
e -[m2_]0] | [
Ol [named [ Modiied & [ Actions
[ £ 0:evelopment ang sl Relations February 4, 2013 100309 AM o v
Advance Reparts 2.0 Contans: - Advancement Mintenance Reports - Avancement Standrd Reparts
[ C3 040 OffcalReportng February 4, 2013 10:10:53 AM & vore
O 03 LConertuy Foider Verch 4, 20139:27:07 A & v
[ 03 HupFnuncas RepoRTs February 4, 2013 10:01:58 AM o vore
‘APublc UD Finanaals reports created on FIRFTDERT and FIRPTSUPER packages.
O 0 s February 4, 2013 100300 A4 o v
Siudent, Financl and HR reports to support REB
[] £ 14D Stucent agnin Reportng February 4, 213 10:03:07 AM & vore
‘AlPublc UD SI repart.
O 03 LoTsnng February 4, 2013 100306 A4 o v
O 03 LUDHR LamReportng February 4, 2013 10:08:31 AM o vore
[] O Acadenic Pon Table February 4, 2013 10:11:39 AM & v
Package published in the SDM Pacakges folder.
[ 03 A0 packeces February 4, 2013 10:06:04 AM & vore
‘The Admissions Data Mart has complete applicant details. UDSIS Admissions Snapshot Data Mart is run daily.
Applicant counters for Applicants, Complete, Incomplete, Offer, Paid and others.
[ O Adnssons o February 4, 2013 10:16:07 A o v
O O Acnssons curent February 4, 2013 10:16: 18 AM o vore
[ O Acnssons cumrentay February 4, 2013 10:1105 AM & v
[ O Adnssons curent upcrade February 4, 2013 10: 161 14AM o vore
(@9 Acissons Data wart February 4, 2013 10:19:01 A o,
o Contains allinformation for applicants. &
[ O Acnssons fat
Done





image5.gif




image6.png
Insert

What's New - Microsoft Word

Pagelayout  References  Mailngs  Review  View  IBMCognos  Developer

o @ =

Y-8

€ 1BM Cognos Connection - Windows Internet Explorer L [a)gd

&) s [B)[%)x]) [ ceese L)

arial

0 AN A B (2R ¢

B

| &~

Heading 2

AaBbCcD: | AaBbCcDi AaBbCi AaBbCc
Thomal | 7Ho Spaci.. Heading 1

Paragraph Styles

HArna -
. Repisce
I Select -

a

Improved Search

Cognos 10.2 provides an improved search feature.
data item, type, date, owner or package

Cognos users can search by title, specific

Click the search icon (S in the toolbar. In the search box type. type the phrase you want to
search for

Fie Edt View Favories Toos Hel

i Favortes | 5 ] Cognos ] Cognos-dev ] Cognos 10.2 ] Cognos 10.2-Dev ] FIPRD_ B FIRPT ] HRRPT ] LOSIS ] LdataGLANCE

1 B B B Fage- Sefetyr Took+ @

| @tcomros covectan

Denise M Lindsey L Bifs 9 &> Lanh~
‘Search: Name or descriton field
Training Search[g) | Advancedy
Method: ~Contains the exact sring Type: anyv
Hodified: Any ‘Scope: This folder andits subfolders v
Entries: [1 - ]©] | [l
O1 [ [Named s
B0 i eiiedon reuary 2013 w006 a0 e
0o - felpmen o e
D0 s rery o masimssan e
Do - e Fuas.
= T e
00 i mateton reuary 5, miacasiss an e
B0 i aieton reuary o, 13 se e i
DO i steton o s, 208 ssca e
O heson faary 2013 o2 e
e H b OE B
O B - ety «, s nassoan &) b DB B
 J Tustedstes. | da v ®100% v





image7.png
] Run Report - Delmted Text (C5V)

V-R- 4 Z-B-O&E8
B E& - —[w ]2 H

BIE-EX?
CIF-T R - E

|

7% Drop tems here to creste new coumns.

What's New - Microsoft Word =@ = New -
I one | et Pacelavout  References Review  View  18MCognos  Developer - @ 0
& T2 -|A A | Aar N 3 Find - o B B X |1 o@D RunReport-FIML
ﬁ o | B 2 AN A B | 2w AaBbCeD: AaBbCi AaBbCc |, & Replace IS IR, ‘Bﬂ A e ez
e ° ¢ AW A 1= & m- nge | Font B3 - D Run Repert -Excel 2007
Fte o ([B]Z U -shex x| - WA = (& @ THormal | No Spaci.. Headingl  Heading 2 Hiﬁé’- s saea- | 2 £ - b RumReport
Clipboard Font 5 Paragraph 5 Styes 5| Editing D) Rum Rert - xcel 002
% B
® L e T T T = Uosts Tranng Extact [ rrnrezperi=is
‘modification date, and applicable actions. Run Options....
53] view Tebuler Data
e
o
| R e o S
Details =
H o
T R
9 = i Bop=rGeS
B uoew Page20f3
] @ Ustentive whatsNe... || 9 Cognos 10, T Cognos 10, [ Seocr Desicn | £,





image8.png
What's New - Microsoft Word

References  Mailings  Review  View  I6M Cognos

Developer

hone Y

= & 52 '@ https://cognos10.udel edu/ - Test Excel - IBM Cognos Report Studio - Windows Internet Explorer

EA?)| e Edit view Structure Table Data Run Tools Help

B * o o & KA (B
Pavslzj B U-abex x| WA~

o Spaci

AaBbCcDi AaBbCi AaBbCc

Heading1  Heading 2

Clipboard 1

HR9-va&

Styles

# Find -

BEX]

Iy selec~

: SHidBBX0wo @@ -k V- B 4 B OEE6R B BEE 527
P E= ElAS e [ =12 @ BT IR
—_—

Editing.

L

(0% of cognos.cat from cognos 10.udel.edu Completed (= J[EJEY

Report Name O ﬂ

When yc
a5 the &y TESt20Excel dex from cognos10.udel edu

o] original f

Estimated tme feft
Donrload to:
Transfer rate:

Cose this cialog bor when download completes

) Copen Pt ) s

[ o ]

a

me is now used
ame name as the

Double-click to edit text

UDSIS Traiing Extract
[ AckD_LEvEL m
[§e AcaDENIC CarEER
[l AcapEMIC L0aD Sevein: | 9 Deta Request o ? =@
i croevic e |
Eacneswerne| (D
[ caveus Hy Recert
[l colece: Decumerte
[H] ELIGIBLE_TO_ENROLL @
[l cRap _susTamer
i msTUTIoN B2t
[ eave oF sssmnce Fy =
e ®
% W% My Dosumerts
5 g
=/ Conditional
Conditional Styles cotey
Style Variable
== g Fie name: [Test Becel [v]
Eor
Padding My Network | Saveastyps: [ Microsot Excel Worksheet [v
EoxType





image9.png
What's New - Microsoft Word

SREi?

-

one [ e e
% - A #rd- DESH & BEXIDo =
Arial clo A A Al | E (2R ¢
2 AaBbCcD: | AaBbCcD: AaBbC: AaBbCc & repice | T k= =TiA- Ty
paste - - omal | 70 Spaci.. Heading1  Heacing =
e [ @~ @ || rvomst |10 spaci. Heading1 eading2 & soeae T
Clpboard stytes ating 2 i Caunt
o g i Count Dstict
HE9-6028 & T %mae
0] fEorot O Y B SR B R SR A AN S RN . KA e sciomic sesson = |2 .
T P e e B wo_rcomicion 8| acsome e e
Report Name Used for the Exported Output o Progren - 0" e
<ACADEHIC_TERI>
3 Admssions & vedan
When you run a reportin an export format such as Excel, the Cognos report name is now used = <ACADEHIC_TERI> Standard Devation
as the exported file name. This allows you to save the report output using the same name as the 3 Demographics: e
&] orginalraport 3 Horersatietes
Caprogram L B Caueted
(2 econdary Program = Custom..
- I CET = a— T £ Statistics %
il coun Fieo]

‘Auto populates with the Cognos report name.

Gt

Aggregate - Count Distinct

The Aggregate function Count Distinct is now part of the Aggregate drop down menu. Click on
the Aggregate icon

‘Search Deskiop

il course_counT
[l DUAL CAREER,_COUNTER
(Capescrptions

R

=/ Conditional
Conditonal Syles.
Style varizble
Text Source Varizble
=) Text Source
Source Type
Data Item Label
= pata
Data Format.
Dril-Through Defintons.
5 Box
Borcer

Data Item Label
'ACADEMIC_TERM

@ Time





image10.png
P e | e

What's New - Microsoft Word

DSH S &R X (Do) -

-4

BIE-EX?

Font s -liA-iB 7 U

Pagelayout  References  Mailngs  Review  View  IBMCognos  Developer
% SR = A rind -
B LS 0 AN A (B - PR AaBCD: AaBbCi AaBbCc | & epiee
Fate B I U e x X |- A~ = $=v | &y v || Tiomal |TNoSpaci. Headingl Heading2 Hgmgf ' carmo
Clipboard Font 5 Paragraph B Stes 5| Editing
HRE9-02& ~
(o] i i z i i 7 i 3 i £ i 5 i € S
wew Pagedofs

University of Delaware
Cogros Instructions

Filters

From the standard toolbar, click Filters

No Data Content

Cognos 10 automatically adds No Data Available. to reports when there are no resuts.

Remove Al Fiters
EdtFiters...

Cl2 8- CIF-T R - E

o @ g
[ ree— <[ ||§
(W) acao_rever 8 | <acapemic_TERI
[} AcaDEMIC_CARERR caoee e
[ AcaDEmIC 10D
® <ACADEMC_TERI>
{acroevc e ]
=]

Double-click to edit text





image11.png
Home.

e B L U-dex x|A-¥-A-[E

HR9-0Q&

AaBbCcDi | AaBbCcDi AaBbCi AaBbCc

i

Taiopixa sbeg

Double-click to edit text

Ussge————————————————

& Required
 Optional
@ Discbled

Appication

@ Before auto aggregation

& Afier auto aggregation

- BRE-EE
B-m-iXiZ-vE





image12.png
What's New - Microsoft Word

QR o | it et neenes  Vlngsnesew Viw _owCaor_ el
B * o o A KA Srna-
&

e B L U-dex x|A-¥-A-[E

Clipboard 1

HR9-0Q&

- | &

===

AaBbCcDi | AaBbCcDi AaBbCi AaBbCc |
Thormal | 7o Spaci.. Headingl  Heading 2 Hi:';:"“f

Paragraph &

Styles.

DSH S &R X (Do) -

BIE-EX?

P

Iy selec~
ating

HEHIS —

CIF-T R - E

[c] i 0

‘Summary Fiters

I 2uto agaregation





image13.png
QT e | vn raeimou neeencs  waings

What's New - Microsoft Word

Review  View  IBMCognos  Developer

o @ =

B * o o A XA (B
&

o= B U-dxx|A¥-A[F

Clpboard

HR9-0Q&

EEN T
N

AaBbCcDi | AaBbCcDi AaBbCi AaBbCc |
Thormal | 7o Spaci.. Headingl  Heading 2 Hi:';:"“f

Paragraph 5 Styles.

HArna -
. Repisce
I Select -

Editing.

- R E-EE?

B-m-iXiZ-vE

| S

University of Delaware
Cogros Instructions

Pages of 7

‘Search Deskiop

Y S e——

@ iformton:

Tps | Erors.

ok





image14.png
What's New - Microsoft Word = @ = @ https://cognos10.udel.edu/ - Test Excel* - IBM Cognos Report Studio - Windows Internet Explorer =J=e3

Home | et Pageloout_Relerces_ Wlings_Revow_ Viow B Cognas_ Deloper AP ric cat view structre Table vata un Tool. e

s ) HArna -
v AKX A% |2 AsBbCcD: AaBbC: AaBbCc & epiee 55 G i Copos vever Winsos irnt Eiptrr BEX|
X & = —
g B 7 Ucsex x| WA i Thomal | 7Ho Spaci.. Heading1  Heading 2 3 select~ | gl G@ ] https: cognos 0.udel.edu/cognos o/ [ & | (B8] [%2][ ] [$q cooce [o]]
Clpboard Styes CE R S S
HE9-0a8& —E i Favortes | 45 ) Cognos ] Cognosdey ] Cognos 10.2 ] Cognos 10.2-Dev ] FIPRD ) FRPT ] HRRPT ] UDSIS ] UcataGLANGE
i
L] & 8M Cogros Viewer 1l B v @ - By Page~ Safetyr Toos+ @~
No Data Available
H
Pagedors
University of Delaware
Cognos Instructions Data Ity
= pata || Apr9. 2013 1 15836 P
No Data Content Bt | S S FATEEES x| Ruox -

Cognos 10 automatically adds No Data Available, to reports when there are no resutts





image15.png
What's New - Microsoft Word o & = m

I one | et Pagelout  Refences  Mailngs  Review  View  I8MCognos  Developer @[] htips:/jzoqmos 10.udel edy/comnos 10/cg - jcozros o (8][4 [x] [$Wcooae 28

el o AN A B

Fle Edit View Favorites Tools Help
e Favorites | ¢ €] Cognos ] Cognos-dev ] Cognos 10.2 ] Cognos 10.2-Dev ] FIPRD ] FIRPT ] HRRPT ] UDSIS £ UdataGLANCE
1 B~ @ - Ba Peser Safetyr Tods- @

AaBbCeD AaBbCi

o Spaci

AaBbCc
Heading 2

Heading 1

Cipbosd
FEEY)
o] = S e A B A R S R A R

No Data Content

Styles.

Schedue tis entry to run at  recurring date and time. You can run using the default values or specfy the options. You can disable the scheduie withoutlosing any of s detals.

E ] Disabie the schecie Priority: Start:
Cognos 10 automatically adds No Data Available. to reports when there are no resuts. 3 Apr 9, 2013 @
| P B e e e 0 2 105 mM| S
Frequency:
Select the frequency by cicking on a k. End:
Mo end dete
O endby:

Apr9, 2013

Every[l Jweekts)
[ Wonday [ Toesday [ Vesnessoy [ Thurscay
O Fidey [ Sourdey [ Sundey

Dl Frequency:

Oeey [ Vinute(s)  |between [0 1 00 AW

2 :06 FM

<!

5 100 PM

<!

Credentials:
Denise MLindsey (dindsey)
New Scheduling Options
Options
[ Override the default values. U
Formats:
Defait
Accessibiltys
Defait

Languages:
Default

Delivery:

There are several new scheduling options. Report frequency can be specified to daily, by
hour or by minute, and limit the running of scheduled entries to a certain period of the
day.





image1.png
(w] Document2 - Microsoft Word = & 52 |€ University of Delaware Central Authentication Service - Windows Internet Explorer

wone T 20QO- o= o
* o | A A | A | BB @ Find - e £t Ven rovates Toos_n
B S 0 [A K A B nabCed. AaBbC: Aapbee | A o, 2B EEmE T e
Pie S B 1 U-dexx|A¥-A- Tosssa. Heoangi nesong || Gumge <" g rourtes | 5 ) s ] o ) o 02 540 )FIUT ]38 )i ) s

Gipboard Font - e - soies 2| citng | | [@Uwarsty otosamas Conval Autrenicaion Saves B B v By rage- Safetye Toos - @~

HE9-002& -

] i i i T i 7 i 3 i 0 i 5 i G 7

Protect your personal
‘and close your web browser when done.

Central Authentication Service (CAS)

Login with your username ..or with your UD ID

nl Usernarme is either your UDelNet ID or your email address UD D is your University identifier. All employees, students, and alumni
WMore help = have 2 UD ID. More help. =
Username: uD ID:
Password: PIN:

Forgot your Usemarme or Password? = Forgot your UD ID or PIN? =

‘Some systems may not be available between approximately 1:00 am. and 1:30 am. EST Monday - Saturday., and between 4:30 am. and 5:00 am. EST on U
Sundays due to system maintenance

University of Delaware + Newark, DE 19716 + USA WVERSITYOF
Phone: 302-831-6000 + wiw.udel.edulelp EIAWARE.

[y -] R0 -

a

“Master Instruction Page': 0 characters an approximate value) I

WPl | @ et 55, | (0)inbox-dincse... | (W]insiucions .. | (W]ooamenta-





image2.png
Log On Screen Prints - Microsoft Word o @ = are -

5
Home | Inset  Pagelayout  References  Mailings  Review  View  IMCognos  Developer 2@ QO v (B rtos oo st comes 0 oo cors [o] @] B [99) [ %) (Moo g
% S e o | e N A rind - e
Arial 10 - AN A | B (BN ¢ AaBbCeD: AaBbCi AaBbCc & v Fle Edt View Fevorites Toos Hep
=[=1=g [l ThoSpad.. Hesdingl  Hesding 2 H?@T?ﬁf s s | ereries | s B)Cooos ] Coprosder ] cagros 0.2 1 FrRD IO BT )05 ] s

Paragraph Styes 5| _cating | [@wiekome o T8 Cogrossoftare T B v @ - By Page~ Safetyr Toos+ @~
HRE9-00a&
L] I A A A O O A A i O z

‘ My home

My workspaces

Create a workspace on the web

Author business reports

[} M cognos content Query my data

(B My mbox

?a Administer I8M Cognos content

Analyze my business

Author advanced reports

®
N\
©
B
@

Manage my events

[ shon tis page n the future

“Master Instruction Page 0 characters (an approximate value).

[ @anammves R ]





