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Purpose:

Use this guide to develop an understanding of the initial set up process and functionality for 

COGNOS 8.4.  The guide demonstrates how to logon to the system for the first time, set the 

report tabs, change user preferences and perform basic functions in Cognos.

Procedure Information:

Title: Introduction to Using Cognos 8.4

Mnemonic:

File Name:  JA_Into to Using Cognos 8.4.ppt

Application:  

Primary Dept: All Users

Effective Date:  February, 2011

Revision Date: February 22, 2011 Rev # 4

Summary Steps

1. Log On to Cognos8.4

2. Cognos Connection Tool Bar Overview

3. Searching for Reports

4. Running a Report

5. Report Tool Bar Overview

6. Exporting Report to Excel

7. Log Off Cognos

Resources:

ITS Help Desk

x24357                 (inside College)

(810) 762.0216    (outside College)

email:  2help@mcc.edu

Govada, Krishna (810) 762-0239

Information Technology Services

Senior Cognos Consultant

Curtice-Mott Complex CM1208

Raubinger, Teresa (810) 762-0240

Information Technology Services

Data Warehouse Specialist

Curtice-Mott Complex CM1208

Ives, Gail B. (810) 762-0230

Institutional Research

Executive Director

Curtice-Mott Complex CM1000

SUMMARY STEPS AND INFORMATION
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Step 1: Log on to Cognos 8.4

Double Click on the Internet Explorer (or other browser) icon.

Type in the following URL address and press Enter:  

cognos.mcc.edu

Cognos authenticates access using the network id of the host 

computer.  

If you have been granted access to Cognos, you will be 

automatically logged in and the default page will appear 

(Figure 1.4).  

If a Log On page appears (Figure 1.2 or 1.3), contact the ITS 

Help Desk for further assistance.

Figure 1.0

Figure 1.1

Figure 1.2

Figure 1.3

LOG ON TO COGNOS 8.4

Figure 1.4

Available browsers:

Internet Explorer: fully compatible, no set up 

for single sign-on required.

Mozilla Firefox:  fully compatible, contact ITS 

Help Desk for additional set up instructions 

to enable single sign-on.

Google Chrome:  not fully compatible or 

supported by IBM, no set up for single 

sign-on required.
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COGNOS CONNECTION TOOL BAR OVERVIEW

Home My AreaSearch Bar Launch

Task Bar

Navigation Bar

Help
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Step 1:  Using Search feature to locate report

Place cursor in Search area and type a key word that 

appears in the name or description of the report you 

are trying to locate.

Select the appropriate option to search within the report 

name, report description or both.

Click the Search button.

To get even more specific in your Search, you can use the 

Advanced arrows, and enter more specifics on what 

the field should have in it.  An example would be under 

the Method section  - you can choose “Contains the 

exact string”  and type in exactly what you are looking 

for.

SEARCHING FOR REPORTS

Search Bar
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Step 1:  Running a Cognos Report

There are two ways to run a report:  clicking on the report 

name or on Run with Options button.

A window will display if the Run with Options button is 

selected.  Choose the appropriate options and select 

the Run button.

RUNNING A REPORT 
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REPORT TOOL BAR OVERVIEW 

Run
Open with Report 

Studio
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EXPORTING REPORT TO EXCEL

Step 1:  Exporting a Report to Excel 

Select the appropriate view drop down arrow and select View in Excel Options.

A window will display requesting to Open or Save the File.  

The report will display in Excel in the format requested.
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LOG OFF COGNOS

Step 1:  Log Off

Click on Log Off button


