
 

 
COGNOS REPORTING SYSTEM USER GUIDE 

Last Updated: 7/20/2016 

Purpose 

This user guide provides instructions on navigating the Cognos Reporting System. Instructions 

are given for accessing reports and setting preferences like setting default report formats and 

scheduling reports to be run automatically. While this guide was created as an aide for those 

working in compliance to access the Approvals Report from Cognos, the procedures are the 

same when accessing any report.  
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Access the Cognos Reporting System 

1. Go to the My CU website: https://my.cu.edu/ 

2. Click on the CU-Boulder link to login. 

 

3. Use your Identikey and password to login. 

4. Click on the Reporting and Compliance drop-down box, then Public Folders 

 

This takes you to the CU Reporting System where you can view, create, and manage 
queries and reports. Note that there are 2 tabs: 

 Public Folders is where you will find Cognos content that is available to all users with the 
appropriate security. 

 My Folders is where you can store content that will only be visible to you. 

 
  

https://my.cu.edu/
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Pull an Approvals Report 

1. Select the eRA folder.  

 

2. Continue to navigate to the Proposal and Award Tracking folder. 

 Note that the path (aka “breadcrumbs”) that you have selected is displayed underneath 
the folder tabs in Cognos.  Click on any of the live links within the “breadcrumbs” to return 
to previous folders. 

 

You have 2 options to run the Approvals Report: 

a) Option 1: Click on the report name.   

 Clicking the report link limits your options in that the report will run in the default 
format, which in this case is HTML.   
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b)  Option 2: Click on the Run with Options icon under Actions.  

 Using the Run with Options icon from Actions provides the flexibility to select the 
output format. 

 

 

3. Click on the Run button. 

The Prompt Page will appear. 
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Notice that there are several options to filter the data: 

o Date Range (reflecting the Proposal Due Date) 
o Approval Type 
o Approval Status 
o Org # (s) 
o Department (s) 
o Sponsor (s) or  
o Principal Investigator 

All of the fields are “optional” and all but the Date Range field allow for multiple selections. 

 

PRACTICE: Specify Report Parameters 

The date field and the “Check-box” fields are fairly straightforward; however for those 
unfamiliar with Cognos, this exercise will provide examples of using a “Text Box” field, and the 
“Select and Search” field.   

 

1. Leave the Date, Approval Type, and Approval Status fields blank.   

2. In the Enter Org(s) field, type a PeopleSoft org number (e.g. 10060) into the box. 

3. Click the Insert arrow to add the org number to the Choices box. This process may be repeated 
to enter multiple org numbers. 

 

4. Select a Sponsor by typing “NASA” in the Keywords box. 
a. Click to expand the Options link to select search behaviors. 
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5. From the Results box, select “Washington DC Headquarters/NASA” and use the Insert arrow 
to move it to the Choice box.   

 

6. Click Finish to run the report. 

 

A message will appear indicating the report is being downloaded.  

 

Depending on the browser and browser settings, the Excel file may show up in the 
Downloads folder/menu or in the Task Bar area. 

 
The downloaded may will appear like this along  

the bottom of the web browser window. 
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7. Click to open the report in Excel. 

 

8. To return to your home dashboard, click on the Back Arrow in the Menu Bar.  It is usually safer 
to use the Cognos-provided navigation tools rather than the browser tools.  
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Navigate and Set Preferences in Cognos 

Basic Navigation Elements 

 

 

Set Number of Entries in List View 

The default number of entries on a page is 15.  Modify this to eliminate having to scroll 
through pages. 

1. Open the My Area Options and select My Preferences. 

2. Change the Number of entries in list view to another number.  You may also select a 
“Separator” between rows, which may make the Cognos page easier to read. 

 

3. Click OK. 

My Area Options 

 

Search tool 

Page Scroll 

Refresh Page 
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Create Shortcuts To Favorite Reports 

Make a Report View shortcut to the Approvals Report that will be accessible in My 
Folders. 

1. Under Actions, click on the New Report View icon. 

 

2. In the New Report View wizard, click on the Select My Folders link. Then click Finish. 

 

A Report View of the original report in Public Folders will appear in your My Folders tab.   
- You can now run the report, change default properties, save output, schedule, and set prompt 

values that you want to reuse. 
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Set Default Options for Favorite Reports 

1. Open the properties/attributes of the Report View by clicking on the Properties icon under 
Actions. 

 

From the General tab of the report properties, you can change the name of the report. 

 

2. Click on the Report View tab to change the default action, override the default output values, and 
set the default output format. 
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3. Click on Set under Prompt values. 

 

4. Choose the prompt value(s) as you would when you run the report.   
o Values set here will be saved and applied every time the report is run until the value(s) 

are edited or cleared.   
o Uncheck the Prompt for values checkbox if you do not wish to be prompted for other 

values when you run the report.  
o Leave it checked if you may want to change filters, e.g. the date. 

 

5. Click OK to save your settings and return to My Pages 
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Create a Shortcut to a Favorite (Modified) Report 

1. Run the report with the newly modified report view settings by clicking on the Run with 
Options icon under Actions. 

 

Note that the format and prompt values that you selected are now the default.   

2. For Delivery, select Save the report to save a copy of the output in My Folders.  

3. Click Run.  

 

4. From the main screen, click the Refresh icon to reveal a link to View Report Output Versions 
under Actions.  

o If it does not appear, wait ten seconds and refresh the page again. 
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5. Click on the View report output versions icon. 

6. Click on the Excel link to open the saved report. 

 

 

Schedule a Report to Run Automatically 

1. Click on the Schedule icon under Actions. 

 

Note the variety of options available to schedule a report.  

2. Enter scheduling parameters. 

The schedule as shown below will run the report on a daily basis starting March 22, with no 
end date, at 7:00 AM 
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