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Getting Started in I*Reports

Internet Explorer (IE) - browser settings for [*Reports

Note: Computers on campus should already have these settings in place. If you have problems, check
to be sure that you are using Internet Explorer (for PCs) and verify these settings. If you wish to
access I*Reports from home on a PC, then change your settings as described below:

Open Internet Explorer and be sure that only one IE browser window is open on your machine.
Make the following changes to your settings, and be sure to click OK to save your changes.

1) Tools, Internet Options
a. General, Tab, Settings (recommended)
i. Enable Tabbed Browsing
ii. Always switch to new tabs when they are created
iii. When a new tab is opened, open: The new tab page
iv. When a pop-up is encountered: Always open pop-ups in a new tab
b. Security, click on Trusted sites and make the following changes
i. Sites:
1. Uncheck “Require server verification...)
2. Add ous.edu as a trusted site

3. Close
ii. Security level for this zone: Custom Level (changes to Medium defaults)...
1. Downloads - All three options should be enabled
2. Miscellaneous - Use Pop-Up Blocker (Disable)
3. Scripting - Allow Programmatic clipboard access (Enable)
4. Scripting, Enable XSS filter (Disable)
2) Click OK, OK, then Close and re-open Internet Explorer.

Logging In
From Inside SOU:
1. Click on the Cognos - Home link in the Online Online Services
. i
Services. That’s it! Activity Insight
Mamespace: AIMS for Faculty
2. Select SOULDAP DWDEY M Banner (Browserless)
DWDEY Banner Self-Service (SISWeb
from the dropdown EOULDAP ( )
menu. OITLDAR o Faculty Tools
ONID . o Student & Registration Tools
S SOULDAP
3. Log in with your regular SOU WOULDAP Banner Workflow
Bookstore FacultyEnlight
network name and password.
BossCars (Browserless)
, i . i CASHNet Cashiering
4. Note: after you've logged in the f1rsjc time to set up Cognos Home
your home page (see next page for instructions), o Cognos- FIS Reports
you can use the Home link from MySOU or add a o Cognos- I*Reports
Favorite in Internet Explorer for quick access. To Content Document Imaging

create a “favorite” in Internet Explorer, use this
URL: https://cognos.usse.oregonstate.edu/ibmcognos
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First-time I*Reports setup - start with MySOU “COGNOS BI-Home” link

1. When you click on the Cognos Bl - Home link, select the [*Reports folder, then the [*Reports
Start Page link. You will then be greeted with this page:
1BM " s

I*Reports - Quick Links

Popular Reports

Katie Pittman  Log % 91 Launch - 4 About Ml

| Name & Use is limited to Authorized Southern Oregon University Employees
B Class Rosters (FDF) Policies and I are i with overall institutional policies regarding release of
b Classroom Schedule student i fon to ensure 1plic with the Family Educational Rights and Privacy Act
b One Course over Time (PDF) (FERPA) and in the Acceptable Use policy in the Guide to Computing Resources.
B Student Transcript (PDF] 1. Data which is identifiable to particular individuals (e.g., inclusion of names, student ID's
addresses, telephone numbers) shall be used only within the scope of the individual's
Enrollment Reports responsibilities.
| Name & 2. Any release of individual or aggregate student information to anyone outside of S0U who have a
Distribition of Studenks' Credit Loads legitimate educational "need to know" must be authorized by the Office of the Registrar consistent

with a written request stating the use of the data

3. Anyone with access to "Reports or the 515 data warehouse must ensure that such data is not
available to individuals who do nat have access to the same data via a normal Banner 512 account or
whi do not have a legitimate educational "need to know."

SCH Distribution across Departments 4. The actual data is made available only via an authorized user ID and passward. Data which is

Source of SCH by Major Deparbment saved locally must be adequately protected from outside access

Student Reaistration Activity Comparisan For Two Terms (Dates) 5. Requests for data or the use thereof which are outside a user's scope must be authorized in
Thres Term Envoliment Compsrison with Averages advance by the Office of the Registrar.

6. Requests (or subpoenas) for individual or aggregate student information from law enforcerment
Other Reports authorities (including campus security, FBI, ClA, District Attarmey) or legislative officials should be
referred to the appropriate executive dean

Enrollment Comparison For Two Terms
Interactive Headcount Report
Retention Details - Term to Term Comparison

Retention Rates by Primary Maior Department

i o i e
TYvvvvvvy

| Name &

b Advisees by Term - History for selected Faculty Member
P Courses with Low Enralment Pages
8] b Department Advising Load by Faculty | Name & fiong
} End of Term Grade Analysis T*Reports : [
b Student Success by Course Section Studsnts A
p  Undergraduates without Advisors Student Lists = [
Courses % o5
Download Data Sets to Excel Faculty 2 [
| Name & Enrallment Summary : [

[ Custom Reperts /’ \

2. Click on the “Add to My Portal Tab” button for each of the pages shown (as circled above.) This
will add each page as a tab. It may appear as though nothing is happening--this is okay.

3. Click the HOME icon (circled below) - pages should now show as tabs at the top of the screen.

B »  Course ScheduleHiskory - Excel

aunch 3 About

Lounch ~ 2

e Set preferences: General tab My Inbox
a. Select Style: Business My Watch Thems
b. Uncheck ‘Show the Welcome page at startup’ My Preferences

o Set preferences: Portal Tabs
a. Click the Checkbox next to Public Folders, then click on Remove (lower-right).
b. Click Modify the Sequence... (next to Remove) to change the order of the tabs.
c. Move I*Reports to the top and My Folders to the bottom

e (lick on OK, OK to save changes

5. Set your new home page

e C(lick on the [*Reports page (or
whatever page you want to open to)

olders

e C(lick on the drop-down arrow next to
the “Home” icon, and select Set View as Home
6. Options: You can also open a single page without the tabs across the top by clicking on the page
link on the [*Reports page. If you generally use just one page, that page alone can be your
home view. To get back to the view with the tabs across the top, click on Launch, IBM Cognos
Connection.
7. To access [*Reports in the future, use the HOME link on the MySOU page or a favorite (see p. 1)
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