Cognos 8 — Getting Started

Browser/Windows Settings

There are several browser settings/Windows settings required for running reports in Cognos 8.
This document will describe specifically how to set those in Internet Explorer. As we develop
specific instructions for other browsers we will post those to the Data Warehouse web page. If
you are using Firefox, use the Internet Explorer instructions as a general guide for settings you
may need to update in Firefox.

Internet security settings (Internet Explorer)
Note: It ismportantthat after completing 8 the browser settings you close your browser
window(s) and open a fresh browser window before logging in to Cognos 8.

Setting the Data Warehouse as a Trusted Site

1. Open Internet Explorer.
2. From the Tools menu click Internet Options.
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3. Select Security tab, click Trusted Sites, and click the Sites button.
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Click the Add button, and click OK.
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icon with the little down arrow similar to the one in the picture below.)
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Saving Encrypted Pages to Disk

2. Click Enable for each option under Downloads, and click OK.

On the Advanced tab, scroll down to the Security section and un-check Do not save
encrypted pages to disk and click OK.
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Allowing pop-up from the Data Warehouse.

For Cognos 8 to work, your browser must allow pop-ups from the Data Warehouse sites. If you
are running a toolbar such as Yahoo, Google, MSN, or any other 3™ ¢party browser tool, you
must update pop-up blocker settings in these tools, in addition to updating them in your
browser.

In Internet Explorer do the following:

1. Click on the Tools menu, click Pop-up Blocker, and Pop-up Blocker Settings.
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2. In the box labeled Address of Web site to allow, enter datawarehouse.sc.edu and
click Add.
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Viewing Excel Output

To view reports in Excel you must set options for the Excel file types.

1. In Windows, click on Start (lower left corner), right-click on My Computer and click
Explore.
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2. At the top of the page, click on Tools and choose Folder Options.
3. Click on the File Types tab, and under Registered file types scroll down and click on XLS.
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5. Click on the Advancedé¢ button.
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7. Check the box that says, “Browse in same window”. (If you would rather have Excel
reports open in Excel rather than the browser window, un-check this box.)
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8. Click “OK” and click “Close”.

9. Close your browser before starting a new browser session.

Network Username and Password

Before you log in to the Cognos 8 Data Warehouse & 2 dzQ f your YySSr6tiRork username and
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e Go to VIP ( http://vip.sc.edu/). In the middle of the page click LOGIN TO VIP, log in, and on the
left side, click on TECHNOLOGY. (You may be prompted to update your contact information
first.)

e Click on EXZER Network Username. Your username will be displayed in the middle of the
screen. This is also where you will update your password.

Important note: When you update your network password on VIP it is updated for the Data
Warehouse as well. You will no longer have to contact the Date Warehouse team to have your
password reset. You will always update your password through VIP.

Can’t log in? If you have previously had access to the Data Warehouse but O |y Qidwith 2 3
your network username and password, send both your old Data Warehouse ID and your
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send your password.
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Cognos Connection

Cognos Connection is the Web portal that gives you access to all the Cognos 8 functionality. In
the portal, you can run reports, schedule reports, and view output from reports you have
previously run and saved.

Open a new browser window and enter in the address line: https://datawarehouse.sc.edu

To login, click the Login link. The first time you login you will see the Cognos 8 Welcome page.
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in the upper right area in Cognos Connection.
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