Setting up your Cognos Portal for the first time
· Once you have logged into Cognos, if it’s your first time logging in, you will be taken to a default Cognos homepage.  If you do not wish to view this page first after logging in, you have the option of deselecting a check box in the left hand corner.  
· Now click on the “Cognos Connection” link.

· At the very top you will have 2 folder tabs: “Public Folders” and “My Folders”.  Select the public folders tab if it is not already selected.

· Now we need to find where the portal is stored so we can add it as a folder tab for easy access.

· Navigate under the public folders tab in the order shown below; the very last folder will be unique to each district (in this case the example shows what it would look like for Lewiston-Altura, district 0857).

· Public Folders > EPMS Data Warehouse > District EPMS Reports > Student > D0857
You should now be seeing something similar to this.
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You will see a file called “My Portal”.  To add this to your folder tabs you will need to select the middle icon [image: image2.png]


of the three choices [image: image3.png]& i More...



you have to the very right of the page on the same line as the “My Portal” file name.  Just click the icon and it will add “My Portal” to the end of your folder tabs above.  
Setting up “My Portal” as your homepage in Cognos.  

There are two relatively simple things you need to do to set up your My Portal page to be your homepage (the page that Cognos jumps back to when you click on the Home [image: image4.png]


 icon, which will always be in the upper right corner of the Cognos view).

The first thing to make sure is that you have selected the “my portal” tab, and are on the page you want to select as your homepage.  Next to the house you will see an [image: image5.png]


 icon.  Click this arrow, and select set view as home.  Now every time you click on the [image: image6.png]


, it will take you back to this page.  

Setting up “My Portal” as the first page that shows in Cognos

By default, when you log into Cognos it opens up the first folder tab.  To have the “My Portal” folder be the first folder to open when you log in, we need to make this our very first folder tab.  

To the left of the folder tabs [image: image7.png]Public Folders My Folders My Portal



 you will see this icon[image: image8.png]


.  Click this icon and select “modify the sequence” option.

It should open up a new page, which has the names of your three folders in a box.  Highlight the folder “my portal” by clicking on it.  Towards the bottom right there will be a link that says “to top”.  Selecting this will move whatever folder you have selected (in our case “My Portal”) to the front of the line.  Then select “ok”.

Your folder tabs should now be in this order.  [image: image9.png]



