UCPath Run Cognos Report

Cognos reports serve as essential business intelligence tools, developed using IBM Cognos
Analytics, a robust platform designed for data analysis, visualization, and reporting.

The University of California Systemwide Reporting is responsible for the creation and
management of various reports, ensuring that data insights are effectively communicated
across the system. To access a list of Cognos reports and additional resources, visit the
Systemwide Reporting homepage at:
https://ucofficeofthepresident.sharepoint.com/sites/UCPathReporting

If you do not have access to the Systemwide Reporting homepage, follow the SharePoint
prompts to request access from the reporting admin.

Your access to Cognos Reports is determined by the permissions granted to you by your
Location’s security team.

Navigation: UCPath Homepage > Resources tab > Cognos Reports

You will be redirected to the InCommon screen
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Once authenticated, you will be directed to the Cognos homepage. In Cognos, you can locate
reports by selecting the Search button and enter keywords related to the report. Or simply
scroll down to access your Recently Viewed or Favorites reports.

Welcome to Cognos Analytics
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You can also access reports by selecting the Menu drop-down in the upper-left corner and
selecting the Content option.
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The Content page displays sections such as My Content, Team Content, and Favorites.
Additional options include Filter, Sort, Details, Refresh, Tiles View, and List View. By
default, the page opens in Tiles View, but you can switch to List View by selecting the
corresponding button.
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Before running a report, it's best practice to review your profile and

settings, and select your preferred report format. S © &
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e Select the Personal menu icon in the upper right corner of the

toolbar. e

e Select the Profile and settings link.
My Inbox

My Watch Items

Log my session
About

Log out
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 Select the Settings button. [ R° "

Profile and settings

e Select the drop-down to view the list of values. Then choose your

desired Report format.

General
Home page Defa

Set home as (current view)
Accessibility features a

Content settings

Report format

HTML ~
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Excel

Excel Data

Content language
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Once you have located the report you would like to run, select the Report link.
e To change the report format, select the Action menu and choose the Run as option.
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If the report has parameters, the prompts will appear. Enter the values for any parameter
that displays an orange asterisk next to the field.

Department(s) Se wn OR  Search by Dept ID
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Resulte: Choices:
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After selecting your report parameters, select the Execute Report button located at the
bottom of the page.
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Once the report finishes running in HTML or PDF, the results will appear. You can print or
save the report, change the format, or share it as needed.
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Note: Reports run in Excel, CSV, or XML formats will download automatically to your
browser’'s Downloads folder.
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To access recently visited pages or reports, use the drop-down menu from the toolbar. Or to
return to the Cognos homepage, select the Menu button and select Home.
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