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Introduction to Cognos Connection

Manage Reports in Cognos Connection

technology so you can teach




Objectives

B In this module, we will:

examine Cognos Connection

organize content in Cognos Connection
personalize Cognos Connection
explore reports in Cognos Connection
create a report view

view report outputs
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What is Cognos Connection?

ReportCenter =Cognos Connection

B Cognos Connection is a Web application used
to:
- create and run reports

- perform administrative tasks, such as scheduling
reports

- organize data by creating entries and storing the
entries in folders
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Cognos and Reporting Capabilities

O.h > “Operations”
Finance Student o ot Data

gl
Hi
N

Real-time
Reporting Data

Warehouse (EPMS)

f‘\
Reports U
Cubes \
Business Intelligence Dashboards
Portal f\

Tool @

Users

technology so you can teach




What is Report Center?

m Report Center is the Web-based business intelligence
reporting solution from Cognos.

Query Studio Report Studio PowerPlay Web Cognos Viewer

Web InteﬁW

for Report
Creation & Cognos Connection
Management

Data Warehouse
(EPMS Data)

Operational Data
(TSIS -in

development]

Future additional
data warehouse

Operational
Data (TFS Data)
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Cognos System requirements
B Internet access

For full functionality,
B PC - Internet Explorer (6.0 +)
B Mac - Firefox is recommended

mIf you use a popup blocker, you
need to allow popup for Cognos
Connection
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What is Business Intelligence?

B Business intelligence allows you to:
- use district data to support decision-making

- explore and analyze data to reveal trends within a
school/your district

Raw Data

¥

Organized Information

\

Better School Decisions
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Centralized Access

= You can access all BI content in Cognos Connection from the TIES

portal.

PowerPlay Web Content

!

Analysi \WCAT&SE Cube Folder

School Performance by Special Population Group
b Performance by School Type

5 Performance by School

# Al Locations =

Average Scale Score
as values

Elementary - 0104
Elementary - 0105
Sr High - 0103

School Year =

2005 2004 School Year

1489
1470
1511
1497

1466
1507
1503
1487

All Subjects = all

4084
3693
1326
2651

[@lN  Performance by Grade
IEPO Proficency Improvement by Special Population Group

[@|P Profidency Improvement by School Type

P Profidency Improvement by Schoal

b Profidency Improvement by Grade

ReportNet Content
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Organize Content with Folders

E You can arrange reports and other content in Cognos

Connection by creating folders.

m Ensure that your folders are logically labeled and organized to

make locating reports quick and easy.

Cognos Connection

d3999300101@3999.k12.mn.us Log Off @ - [B] v | Tools Help=
B8~  Public Folders My Folders
e et BEIBECE
Entries: |1 -4
O

Specify a name and location for this entry. You can also specify a description and screen tip,

Name:

Cognos Connection -

d3999300101@3999.k12.mn.us Log Off

- Public Folders My Folders
My Folders
O Name $

| My Mew Fnlderl

Description:
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[0 3 My MNew Folder I
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Organize Content with Report Views

B Create a Report View to point to another entry in Cognos
Connection, such as a report or Web link.

B You can organize information that you use regularly. For
example, if you frequently use a report in Public Folders,
you can create a Report View in My Folders.

Specify a name and location for this entry. You can also specify a description and s Cognos Connection —
Available actions:
Name: d399930010183999.k12.mn.us LogOFf 4} ~
Set properties Report View of School Performance by Special Population Group
2SI DrODErues \ - Public Folders My Folders
Defeription:
} Run with options... N Hy Folders = Iﬁ @ 'g @ x %
Ei' Create a shortcut to this entry...
* X O Name ¥
B Create a report view of this report. Screen tip:
O My New Folder
Add to bookmarks. .. Number and percentage of students at each performance level on the
] %l»  Rreport view of School Performance by Special Papulation Groun
Location:
My Folders
Cancel Select another location... Select My Folders

technology so you can teach
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Specify Properties of an Entry

® In Cognos Connection, you can set the default properties
for an entry.

Report View of School Performance by Special Population Grou

January 2, 2008 1:55:34 FPM

P More...l

neral eport vien
foperties for this entry.

Permissions

Type:  Repart view
Owner:  d3993300101@3999.k 12.mn.us

Contact: Hone Set the contact v

[ bisabe this entry

The name, screen th and description are shown for the selected |
Language:

English (United States) v
Name:

Report View of School Performance by Special Populd
Screen tip:

humber and percentage of students at each performa]

Run history:
® Number of ocaurrences: |5

© Duration:

General @;:Dm
Select the default opToms 10 Use for this entr
Default action:

Run the report v
Report options:
Override the default values

Format:

PDF ~

Orientation:

Portrait

Paper size:

[~

Language:
English {(United States)

General Report vie:

Specify access permissions s ult, an entry acquires its access permissions fro
You can override those permissions with the permissions set explicitly for this entry.

[] Override the access permissions acquired from the parent entry

O

> Name Type Permissions
B > Directory Administrators Role orufd
& > d3999300101@3999 k12.mn us (d3999300101)  User @2 fE

technology so you can teach
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Delete Entries

B Delete an entry from your My Folders list if you want to
permanently remove it from the portal. For example, you
may want to remove your entries that are outdated.

Cognos Connection ", Query Studio

d3999300101@3999.k12.mn.us Log OFf [ |8~ | Tods~ rep~

- Public Folders | My Folders | og

Hy Folders AEEE s (B oo

Entries: [t |-|5 |4

Ol | Name = Modified 3 | Actions

[1 C3 MyNew Folder January 2, 2008 1:48:13 PM More...

®]b  Report View of School Performance by Special Populstion Group  January 2, 2008 1:55:34 PM b More...

O Windows Internet Explorer Eqfery 2. 2008 :42:15 am b % B E More...

o 92 Deleting entries may result in broken links, i i 4 % B B vore..

O \_'J/ ) ary 2, 2008 9:03:03 AM b BB More..
Are you sure you want to delete the selected entries?

technology so you can teach
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Search for Entries

B You can search for entries in Cognos Connection whose
name, description, or both, match the string entered in the
search criteria.

Cognos Connection ", Query Studio
d3999300101@3999.k12Zmn.us Log Off ﬁ > student| ED:[ A ools v Help =
- Public Folders My Folders Al 4

BB X @

Search: Mame field +

Student Search [g]

—> Name v
= > Student Profile

Last medified on: December 26, 2007 10:37:19 AM
= Student Profile

Last modified on: August 22, 2006 12:20:10 PM
- > Student Performance

Last modified on: August 22, 2006 12:19:42 PM
- > Student Performance

Last modified on: December 26, 2007 8:46:03 AM
= > student

Oo0Oo0ooo
oooDo D
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Personalize Cognos Connection

B You can change your preferences to customize the way
entries appear.

Cognos Connection

d3999300101@3999.k12.mn.us Log Off

, Drill-throuch DeFiriy
EZl~ | PublicFolders My Folders ril-through Defiritians

schedule Management
Public Folders - Search

My Preferences ‘i X

General Personal Portal Tabs

Specify your settings.

Number of entries in list view: Report format:

15 HTML v
Separators in list view: Automatic refresh rate in seconds:
No separator V| |30
Style: [show the Welcome page at startup
Corporate | Previem
Show & summary of the run options
Portal
Default view:
@ List
© Detais

Number of columns in details view:
3 columns ¥

technology so you can teach

17



Demo 1

® Explore Cognos Connection

@ technology so you can teach
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Open Cognos Connection

d3999300101@3999.k12.mn.us Log Off Home

View Cognos content
Use Cognos Connection to access redorts, analyses and other Cognos content. Information for broad distribution can be stored
and accessed from shared folders8nd pages. Private information, personalized content, and favorite reports can be stored and

accessed mom personal rolders and pages.

Query your data
Use Query Studio to create simple queries and reports. le'los Connection -

Manage Cognos content
Use Cognos Connection to manage the Cognos content. This indudes searching cont 43999300101 @ 3999 k12 . mn.us Log Qff
schedules, emailing content, and managing saved output versions, Cognos Connectio
gathering related content into integrated subject areas.

COGNOS® 8 ‘ ‘

- Public Folders My Folders

Show this page in the future
Public Folders

IF] Name 2

<\_@ EPMS Data Warehouse

technology so you can teach

From the Start menu, point to Programs, and then click Internet Explorer.
Internet Explorer opens.

In the Address box, type https://reportcenter8.ties.k12.mn.us/cognos8, and then
press Enter. Click “Yes” to proceed when a security certificate dialog box appears.

The Log on screen appears.

In the User ID box, enter < d3999300###> (##=training number , in the Password box,
type <instructor assigned password> and then click OK.

Cognos Connection opens. From here, we can manage schedules, set personal
preferences, log off, and access Help. We can also set the default portal view, add
folders and pages, copy and paste, and search for entries using the Cognos Connection
toolbar.

Click the Cognos Connection link.

By default, entries on the Public Folders tab are accessible to all users.

Click EPMS Data Warehouse.

This folder contains reports previously created in Query Studio or Report Studio.
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Create a folder to hold reports

Cognos Connection

d3999300101@3999.k12.mn.us Log OFf o~ @~ | Toos~ Hel~
- Public Folders My Folders e
By p=o= gt == . = ]
My Folders n=nz @ (=] Iﬁﬁ .x X @ J%
Entries: |1 - 13 -

F1 Name & Modified 2 Actions

[0 £ pave January 2, 2008 2:24:24 PM More...

[0 £33 My New Faolder January 2, 2008 1:43:13 PM More...

] &3 Shorteut to My Subfolder January 2, 2008 2:24:06 PM More...

technology so you can teach

Create a folder to hold reports
Click the My Folders tab, and then on the toolbar, click New Folder .
The New Folder Wizard page appears.

In the Name box, type <enter your name>, and then in the Description and Screen tip
boxes, type Reports created for <enter your name here>.

In the Screen Tip field, enter <Can you see me?>
Click Finish.
Your named folder is added to My Folders.

Create a subfolder for more organization.
From the My Folders tab, click on your named folder, and then click New Folder .
The New Folder Wizard page appears.

In the Name box, type <my subfolders, and then in the Description and Screen tip
boxes, type <my subfolder items are stored here>.

In the Screen Tip field, enter <me to0?>
Click Finish.
The subfolder is added to your named folder.
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Create a shortcut

Spedfy a name and location for this entry. You can also spedify a description and sorg

Name:
| Shortcut to My Subfolder
f Description:
Available actions: /
Set properties
[ view folder contents
Screen tip:
B Move..
Copy...
@ Create a shorteut to this entry... Location:
. My Folders » Dave h
Add to bookmarks. .. Select another location. . { Select My Folders
¥ Delete
Cancel Finish
Cancel

technology so you can teach

Create a shortcut.

Beside My Subfolder, under Actions, click More, and then click Create a shortcut to
this entry.

Then specify a name and description - New Shortcut Wizard page appears.

Under Location, click Select another location, and then click the My Folders link.
Click OK.

Click Finish, and then click the My Folders link (not the My Folders tab).

A shortcut to the My Subfolder folder was added to the My Folders subfolder. Notice
the shortcut icon that appears beside the folder name.
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Define Reports

B A report can refer to either:

- a specification that says which information to include in a
report (template)

- the report information itself (output)

H You can access reports from Cognos Connection.
Cognos Connection _ 100%

20%
d3999300101@3999.k12.mn.us Log OFF cors
~ | PublicFolders My Folders a3
0%
Bubiic Folders > EPMS Data Warehouse > Student Performance >
50%
20%
30%
Ol [Mames 20%
[0 £3 MCA Tests Cube Folder 10%
[0 [@P School erformance by Special Popuiation Groun CE
[0 [@» eerformance by School Type B
[] [G]» Performance by School MATH
02 Elementary School
| [] [@IP Performance by Grade e -
[ [alb erofidenc by Spedial Population Group = = = =
Ee=h 12 13 13 s
[ [Glb eroficency Improvement by School Tvpe Standards - - - -
25 1 26 20
[0 [6lp eroficiency Improvement by School PETe . . N .
[0 [l erofisenc by Grade Standards
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Run Reports

m Click a report name to run a report and view data.

B Run a report with options to run, print, or save it, using
chosen options.

Cognos Connection

d3999300101@3999.k12.mn.us Log Off

@ -[

Query Studio

= Public Folders ._ My Folders
e o & &
Entries: 1 it |l

O Name £ Modified 5 Actions

[0 3 MCA Tests Cube Folder December 26, 2007 8:48:07 AM ' More
[1|[@]¥ school Performance by Specil Population Group January 2, 2008 4:33:58 PM B More...
E P Performance by School Type December 26, 2007 8:56:29 AM B More...
O b Performance by School December 26, 2007 8:59:19 AM B more...
F D Performance by Grade January 2, 2008 4:39:33PM E?f More...
| [ElF Proficiency Improvement by Special Population Group | January 2, 2008 4:46: 11 PM B More...
Ll P Proficiency Improvement by School Type ber 26, 2007 9:05:46 AM E?f More...
F B Proficiency Improvement by Schoal Decembyr 26, 2007 5:07:21 AM E?f More...
[ | [8]k  Proficiency Improvement by Grade Januaryf?, 2008 4:48:30 PM B More...

Run reports/

technology so you can teach

Run a report with
options
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Run a Report with Options

B Run a report with options:

- to override the default run options set for the report

- to view data

Select how you want to run and recsive your report.
Format: To specify a time to run the report, or for

WML { u} additianal formats, languages, or delivery
options, use advanced options.

Language:
English (United States)
Delivery:

(@) view the report now

@ Print the report in PDF format:

Select 3 printer...

Prompt values:
No values saved

[] Prompt for values

Run Cancel

Options

Formats:

HTML v

Humber of rows per Web page:
20 v

[ PoF

Orientation:

Paper size:

[ Excel 2000 Single Sheet v
[ Excel 2002

] Delimited text (CSV)

XML

Prompt values

Mo values saved

[] Prompt for values

Run Cancel

technology so you can teach

es:

Engish (United States) Select the lancuages...
Delivery:

@ view the report now

© save the report, printit, or send an emai

Save the report as areport view  Edit the save as options..

> Report View of Performance by Grade
Print the report in PDF format:

Send the report by email  Edit the emal options...
0 recpients

X

Select how you want to run and receive your report. If you produce a single report output, you can view it. If you produce
multpie report oLpuS, you can Save them, print them, o send an email notfiatior

Time:

@ Now

O Later:

Jan 3, 2008 ik
46 AM =

Select a printer,

24




Perform Report Actions in Cognos Viewer

B While viewing a report in Cognos Viewer, you can perform
many actions that are available from the Run with options
and the Run with advanced options pages.

G ‘Cognos Viewer - Performance by Grade

d3999300101@3999.k12.mn.us Log OFf {8 4= | about
W b B 6 EE
=5 H & [t @@~ | @i~ |

A

Performance By Grade - MCA-IIl, MATH, 2007, Grade: 03, 04, 05, 06

6%
21%
27%
70%
60%
25%
S0%
21%
15%

technology so you can teach
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View a Previously Run Report

B In your "My Folders”, Click a report name to view the
most recently saved copy of the report.

Cognos Connection

d3999300101@3999.k12.mn.us Log O @&~ [8 v | Tods~ telp~

- Public Folders My Folders 0

DRSS L REX @0
Entries: |1 -7 +

il Name & Modified & Actions

[0 £ pave January 8, 2008 9:30:17 AM B More...

[0 3 My New Folder January 2, 2008 1:48:19 PM

O Grade Analysis by Department and Term with Average GPA January 8, 2008 11:30:03 AM & b More...

O multiple reports January 8, 2008 11:30:00 AM b B3 more...

O My Portal January 28, 2008 $:18:43 AM ) More...

O RSS test tab January 9, 2008 1:01:39 PM [ More....

[ £ shorteut to my subfolder January 8, 2008 9:33:01 AM Mare...

technology so you can teach
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View Report Output Versions

B You can analyze older data in a report by viewing
previous report output versions.

I [] ] Report View of School Performance by Spedal Population Group January 3, 2008 7:54:12 AM

Select an output version to view by dicking on a Format hyperlink.

Version:
January 3, 2008 7:54:12 AM ~ Manage versions. ..

Entries: |1 - 13 +

Formats Languages E Actions
HIML Engiish {United States)
English (United States)

Excel 2002
PDF English {United States)

Close \

@ [

Previously saved versions of the School
Performance by Special Populations Group
report in HTML, Excel 2002 and PDF formats

technology so you can teach
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View the Run History of Reports

B You can view the run history of a report to examine:
- when the report was requested
- the start time and completion time for the report
- whether the report executed successfully

I [] ] Report View of School Performance by Spedal Population Group January 3, 2008 7:54:12 AM

\ = |l
view the run history for this entry. Refresh
Available actions:
Status:
All statuses + Set properties
Entries: |1 -ls -
Reguest time Start time Completion time Status Actions
Jaruzry 3, 2008 8:02:00 AM January 3, 2008 8:09:00 AM  January 3, 2008 8:03:13 AM  Succesded )|
Jaruary 3, 2008 8:08:00 AM January 3, 2008 8:08:00 AM  January 3, 2008 8:08:12 AM  Succeeded P Run with options
Jaruary 3, 2008 8:07:00 AM January 3, 2008 8:07:00 AM  January 3, 2008 8:07:12 AM  Succesded
lf*of Mew schedule...
January 3, 2008 8:06:00 AM January 3, 2008 8:06:01AM  January 3, 2008 8:06:12 AM  Succeeded
<& @ View run history
Jaruary 3, 2008 8:05:00 AM January 3, 2008 8:05:00 AM  January 3, 2008 8:05:11AM  Succesded
Move...
Close
Copy...

B
@' Create a shortcut to this entry...
add to bookmerks...

x
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Create Report Views

B Create a report view to produce a customized version of a

report.

(o

@| b Grade Analysis by Department and Term with Average GPA

January 2, 2008 5:15:32 PM

Pl E?fl;lore... |
/

Grade Analysis by Department and Term with Average GPA - Sr High
Final Grade Enrolled Grade - 09, 10, 11, 12
A A B+ B B C+ c c- D+ D o F
Student  Seudent Student Student Student Student Studemt Student Student Student Student Studer
Count Count unt int: Count  Couwnt Count  Count Count  Count Coun
2007 ART 51 50 24 2 24 12 & g 13 z ES 2
52 2 25 Pt 22 s Pty 3 Pty a Y 2
s st 3| 2| B i 3 2 3 EI
s2 b3 E3 & 2 13 z z 13 2 ES Py
CAR 51 2 L 4 L 2 5 2 4 3
s2 2 3 & z & ES 5 rs & 5
coMp st I3 i 2 3 1 4 2 2 1 4 2
2 pUi} & & 4 & 2 1 1
ELEC S1 B &7 = 45 a 4 E:] 18 15 pLy 13
s2 = 28 45 3% 42 2z 28 18 19 pLy z A
ENG  S1 2z Y oy 26 1A a0 -y p-3 2 13 2 E
2 » 3 » 3 2 ® u W 1y 1. 1 3
HDE Q1 & 18 i 11 2 E 1
@ 3 7 8 1 E 3 E 1 2
Q2 1 3 il A i A i

x

Specify a name and location for this entry. You can also specify a description and screen tip.

Name:
Report View of Grade Analysis by Department and Term with Averag,

Description:

Screen tip:

Humber of A through F grades given and average GPA by department
Location:

Select My Folders

Select another location. ..

technology so you can teach
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Demo 2

® Create a Report View and
Report Outputs

@ technology so you can teach
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Run Report in Cognos Viewer to PDF

(2] cognos Viewer - School Performance by Special Population Group

43999300101@3999.k12.mn.us Log OFf <= | about
T b G R 8 |- bl

Bl e e e | @i H @ ]

T

technology so you can teach

View a Student report in Cognos Viewer.

Click the Public Folders tab, and then click EPMS Data Warehouse.
Select the Student Performance folder

Click on School Performance by Special Population Groups report name

Select the following options (Select Year: 2007, School: Elementary — 0106, Select Test
Subject: READ, Select all grades) then click Finish

Convert report to a PDF file

Select the view in PDF format icon — the report will run with the same options as you
originally requested.
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Run Report in Cognos Viewer to Excel

B3 Microsoft Excel - reportcenter8.ties.k12.mn.us [Read-Only] (=]
] Fle Edt Vew Iset Fomat Took Data Window Help Ty ——
WA NEWETIE RN A AR e R A Rl e AN | E Y |
: il 2 o|B I u|EEEGS %o e oo AN
T18 i &
A ] [C[DTETFTGIHTITJTKILTM[N[OTP QT R T § [T U 3
Grade Analysis by Department and Term with Average GPA -  Sr High - 0105 - 2007 -
i Final Grade Enrolled Grade - 09, 10, 11, 12
[ 2| A A~ B+ B B C+ C C D+ D D- F Summary
[ 3 | 2007 ART 51 50| 24 & 6 2 3| 168 3.085
1 s2| 52 B 3 2| 5| 15308
[ 5 | as s1 6 3 12 6 4 9 1| 952280
(6] 1
(7] caRr
ER
(9] comp
[11] ELEC
(13 ] ENG
15 | HiDE
[21] MATH
(23] PE
(251 sa
7| sac
[ 30 [summary 566 522 427 496 389 337 341 255 235 184 200 305 4251
| 33| v
W4 vi\Pagel-1/ k3 el
ipenr i |aumshpess N N OO 4o @E | O-L-A-=S=adf
Ready NUM
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View a Student report in Cognos Viewer.

Click the Public Folders tab, and then click EPMS Data Warehouse.

Select the Grades folder

Click on Grade Analysis by Department and Term with Average GPA report

Select the following options (Select School: Sr High - 0105, Select School Year: 2007,
Select Grade Type: Final Grade, Select Enrolled Grades: 09-12) then click Finish

Convert report to a Excel file

Select the “View in Excel 2000 single sheet format” icon — the report will run with the
same options as you originally requested.




Create a Report View in My Folders

Cognos Connection ", Query Studio

d3999300101@3999.k12.mn.us Log Off @~ [@ = | Tooks~ Help~

- Public Folders My Folders hi

My Folders =B E@ ¥ K s
Entries: |1 - |4 -

[F] Name & Modified & Actions

[0 7 Dave January 2, 2008 2:24:24PM

[0 £ My New Folder January 2, 2008 1:48:19 PM

[0 &3 Shorteut to My Subfolder January 2, 2008 2:24:06 PM

L] My copied Grade Report January 3, 2008 8:36:36 AM b More...

technology so you can teach

Open Public Folders > EPMS Data Warehouse > Grades

Under Actions on the report Grade Analysis by Department and Term with Average
GPA, click on the Window pane icon.

Then Specify a name and description - New Report View Wizard page appears.

In the Name box, type My copied Grade Report, under Location, click the link Select My
Folders, and then click Finish.

A Report View of the report is saved to My Folders.
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Create multiple outputs of a report

| x
Select how you want to run and receive your report. If you produce a single report output, you can view it. If you produce multiple
report outputs, you can save them, print them, or send an email natification.
Time:
@) Now
Later:
X
Jan 3, 2008 i g
TR = / i ) You selected to run My copied Grade Repart as follows:
: > (L Time: now
Formats: PDF, Excel 2000 Single Sheet
Options Languages: English (United States)
Formats: Languages: SCHOOL: 'Sr High - 0105'
English {United States) Select the lanquages. GRADETYPE: ‘Final Grade
O HrmL 4 YEAR: '2007
Number of rows per Web page: Delivery: EnrolledGrade: 09, '10,, 11, '12
O View the resort now Save the report: My copied Grade Report
POF (8 Save the report, print t, or send an email:
Orientation:
etk save the report [] View the details of this report after dasing this dialog
[[] Print the report in PDF format:
Paper size:
Default | Select 2 orinter... Click K to submit the report or cick Cancel to return to your selection.
Excel 2000 Single Sheet ¥ [ Send the report by email ~Edit the email options. .
S~ 0 recipients Show this dislog in the future
[ elimited text (C5V)
B oK Cancel
Prompt values
No values saved
Frompt for values
Run Cancel

technology so you can teach

Create multiple outputs of a report.

Beside My copied Grade Report, under Actions, click Run with options — My copied
report .

The Run with options — My copied Grade Report page appears.
Click Advanced options.
The Run with advanced options page appears.

In the Delivery section, click the button beside Save the report, and then ensure that the
Save box is selected.

In the Time section, ensure that the button beside Now is selected, and then under
Formats, clear the HTML check box, and then select the PDF and the Excel 2000 Single
Sheet check boxes.

Click Run,

Select options: (Select School: Sr High - 0105, Select School Year: 2007, Select Grade
Type: Final Grade, Select Enrolled Grades: 09-12)

Review options and then click OK.

The report outputs will be generated at the specified time.
View report output versions.

On the toolbar, click Refresh .

Beside My copied Grade Report, under Actions, click View the output versions for this
report — My copied Grade Report .

The View report output versions — My copied Grade Report page appears.
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View report output versions

||:| My copied Grade Report

January 3, 2008 8:41:52 AM

P Mare... |

d

Select an output version to view by dicking on a Format hyperlink.
Version:

January 3, 2008 8:41:55 AM v

Manage versions...

Entries: |1 -2

‘-I
Formats Languages K Actions
FDF English (United States) E!
fH Excel 2000 Single Sheet English {United States) 2]

Close
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= View report output versions
= On the toolbar, click Refresh .

= Beside My copied report, under Actions, click View the output versions for this report —

My copied Grade Report .

= The View report output versions — My copied report page appears.
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Summary

® In this module, we have:

examined Cognos Connection

organized content in Cognos Connection
personalized Cognos Connection
explored reports in Cognos Connection
created a Report View

viewed report outputs

technology so you can teach
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Question

How can you customize Cognos Connection?

technology so you can teach
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Manage Reports in Cognos Connection

technology so you can teach

Cognos BI 8
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Objectives

B In this module, we will:

- view the run history of reports
- Discuss email and print options
- schedule reports

technology so you can teach
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Distribute Reports

B You can distribute reports to other users to share
information with them.

B You can distribute reports by:
- saving them where other users can access them
- sending them to other users by email
- printing them

technology so you can teach
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Save Reports

B You can share reports with others by saving them in a

location that is accessible to other users, such as the
public folders.

m Public folders typically contain reports that are of interest
to many users.

technology so you can teach
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Send Reports by Email

® You can send the report by email for a report you have scheduled as a
reminder. Using a link requires a user to have access to the location that
the report is generated from - i.e. District reports folder would be the best
location unless you are sending to yourself.

\ P
he recipients and contents of the email. To add recipients, dick Select the recipients or type the email addresses separated
olons. To include an HTML report as the message body, leave the Body box empty and select the report as the only

Delivery: o
David. Campen@ties.k12.mn.us
() View the report now

() Save the report, print it, or send an email:
Save the report

Subject:
[ Print the repart in PDF format: Report: My copied Grade Report

Select the recipients...  Show Bec

Selecta

Body: Chenge toplaintext>» (B 4 U

Here is your weekly report as requested

§SEnd the report by email  Edit the email options. ..
0 redpients

Include a link to the report
[ Attach the report

OK Cancel

technology so you can teach

42




Print Reports

B You can print a PDF version of a report to obtain a hard
copy of the information.

B Print a report if your computer is not available, or if you
want to take a copy of a report to a meeting.

[ Cognos Viewer - My copied Grade Report

d3999300101@3999.k12.mn.us Log Off iy &= | about
. B > & a B EE 8-
Prlnt—) alj £- A = B -
Grade Analysis by Department and Term with Average GPA - Sr High - 0105 - 2007 -
Final Grade Enrolled Grade - 09, 10, 11, 12
A s e e e e e s e e Summary.
Student Stdent Student Stdent Student Stdent Student Sucent Student Sudent Student Student Student  Average
Cowt Cowt Count Count Cont Cout CGount Cowk Count  Count Cowt Count Count GPA

e 207 (a7 |t 0 02 a4 w2 & 8 & 2 & 2 1 168 305
2 = & 1 x 2 u s u 3 a1 2 s 75| 3095
s st s » 9 n» & 31 B & & & 9 1 | 2262
E s 4 & 9 1 2z 8 8 3 u s %6 2
@R st 2] a[ sl 2] 2] 5[ 2] a[ 3 El 2 20
2 2 3 & 1§ & s 2 & s s 52 247
cowp st & o 8 3| 1| a] 2| 2] 1| a 2 1 @ zas
2 1w s s & & 35 1 1 1 a0 sz
Bec st s & 2m s 4 4 @ 18 15 18 13 16 4| 2am
2 s = s = =2 2z & 18 1 1 1 1 68| 2400
e st oz om0z s 2z  m m 2 A 1. a4 ETECY
2 2 3 » 3 o % M B @ % @ B e 2a1
HIDE QL 6 16 8 1 2 3 1 6T
@ s 7 8 o 3 3 3 1 2 T
@ s s 1 & u 1 1 1 1 T
@ 2z & 2 3 2 & 1 2 1 1 1 3 2
= st s s & 8 & & 8 5 & 2 1 82| 2861

e 2z s s s 2 1 & il 2 2 38 265 v
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Schedule Reports

B You can schedule reports to run at a time that is
convenient for you, such as during off hours when
demands on the system are low.

B You can schedule reports individually or by using a job.

B You can schedule reports to run by minute, hourly, daily,
weekly, monthly, or yearly.

B After you create a schedule, the report or job runs at the
date and time specified.

technology so you can teach
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Demo 3

® Schedule a Report

@ technology so you can teach
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Schedule a Single Report

B You can

schedule a
single report to
run at a later
time oron a
recurring date
and time.

technology so you can teach

Schedule this entry to run at a recurring date and time. You can run using the default values or spedify the options. You can disable the schedule without

losing any of its detals.

[] Disable the schedue

Frequency:
Select the frequen:

ByDav ~ By Week
Every |1 week(z) on:
[] Monday [] Tuesday
[ Friday [] Saturday

options

[ Gverride the default values
Formats:
Default
Languages:
Default

Delivery:
Save the report

king on a link.

By Month

[] wednesday
[ sunday

Prompt values

Override the default values

No values saved
set..

OK Cancel

By Vear

By Trigger

Start:
Jan 3, 2008 m-

3 .54 PM

4

End:
@ No end date
O Endby:
Jan 3, 2008 M-

3 54 PM

4
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Demo 4

® Schedule Multiple Reports

@ technology so you can teach
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Schedule Multiple Reports

B You can set the same schedule for multiple reports by

creating a job.

A job identifies
a collection of
reports, report
views, and
other jobs that
are scheduled
to run together
and share the
same schedule
settings

technology so you can teach

Select the entries to indude as steps of this job and the options to use when this entry runs.

Steps: Entries: 1-2

[F1 -.> Name Options and prompt values

- > My copied Grade Report Default #

O
O - > Report View of School Performance by Special Population Group  Default #

Add... Remove Modify the sequence... Reset to default value

Submission of steps:

Submitting steps in sequence implies that a step is submitted only upon completion of the step before it.
(& Al atonce
() In sequence

Continue on error

Defaults for all steps:

Select this option to specify default values for all steps of this job.
Produce report outputs, HTML, PDF, Excel 2000 Single Sheet, English {United States), Save the reports
Edit... Clear

Cancel < Back Next =
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View and Manage Schedules

B You can use the Schedule Management tool to view and

manage the schedules you have created.

Cognos Connection

d3999300101@3999.k12.mn.us Log Off @ - [l = | Toos~ Helo~
Crill-through Definitions
Ef~  PublicFolders My Folders b Ld
Schedule Management —
7] ﬂ-rl
o
My Folders Iy Preferences 28
Schedule Management
d3999300101©3999.k12.mn.us Log Off
Activity Schedule
View and manage run activitiss, You can Use the options to view entries that are completed and that are presently running » 0 B
Period: Scope: i} Summary
O Lsst[4 ¥ hours [Entries 1 ran v S
® From: To Status:
7 7 Al an 0 pendng
Jan 2, 2008 ] Jan 3, 2008 B statuses 5l teaa
4 : 00 PM = 4 + 00 PM = 0 Faled
L > L] > 8  Succeeded
0 Suspended
0 Terminated
0 Puged
0 Canceled
Apply ¥
Entries: |1 -lg [+
(] w> Name Request time v Start time Completion time Status Actions.
[0 B -> My copied Grade Report January 3, 2008 8:47:11AM  January 3, 2008 8:47:11AM  January 3, 2008 8:47:15 AM  Succeeded
(=N} My copied Grade Report January 3, 2008 8:41:52AM  January 3, 2008 8:41:53AM  January 3, 2008 8:41:56 AM  Succeeded
[0 B w> My copied Grade Report January 3, 2008 8:17:36 AM  January 3, 2008 8:17:35 AM  January 3, 2008 8:17:39 AM  Succeeded
[0 B] > Repart View of School Performance by Spedial Population Group  January 3, 2008 8:10:00 AM  January 3, 20088:10:00 AM  January 3, 2008 8:10:12AM  Succeeded
O B > Report View of school Performance by Spedial Popuiation Group  January 3, 2008 8:08:00 AM  January 3, 2008 8:09:00 AM  January 3, 2008 8:08:13 AM  Succeeded
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Summary

® In this module, we have:

viewed the run history for reports

saved reports to a publicly accessible location

printed reports

scheduled reports
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Question

Why would you view the run history of a
report?
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Question

Why would you create a job?
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