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Obtaining Permission to Run Cognos® Reports

Before you begin, you need:
1. A valid login to the PDE web portal; and
2. Permission to run Cognos® reports.

You may register online to obtain a PDE web portal login. The steps are
listed below.

1. Navigate to www.education.state.pa.us.

2. Click on the Register link (see below).

|

| (& Pernsylvania Departrment of Education

< |
g Cennsyty

pennsylvania g

PDE Search:
(e

2 Log In
Register | Forgot Password

Home =

Acces

Department Information Act 48
Find an Institution Departy

3. Complete the Registration Screen. You must fill in the required fields

w pennsylvania
STATE OF INDEPENDENCE

Register

Login
. Fill in the information below to register.
Register E

Forgot Pazzword

Name Prefix:

First Name: | | =

Last Name: | | *

Name Suffix:

Company: ‘

Title: |

Address1: |

Address2: |

City: | | =

Sme:‘ | g
o -

Email Address: |

UserID: |

Password: | | =

Confirm Password: |

[you ever lose your username or password we will ask you the following question, and need to receive
Your given answer, to confirm your kdentity. Please use a question that you will be sure to remember.

Question : |
[ Start Over ] [ Register ]

¥ Denotes a required field.

D Trternat
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http://www.education.state.pa.us/

designated with a red asterisk (*).
4. Click on the Register button at the bottom of the screen.

Once registered, you must update your profile to make it active.

1. Close your browser window, reopen it and navigate back to
www.education.state.pa.us.

2. Click on the Log In link.

3. Click on My PDE near the bottom of the navigation panel on the left.

a Department of Education ‘ | @] - B 953

e )
M pennsylvania
DEPARTMENT OF EDUCATION

pennsylvania Y

PDE Search: Home »= My PDE

g |Iocf
Logged In As:

Cheris, Nancy
Log Off

Welcome to My PDE Community!

> In this community you will find the following personalized content:
“epartment ¥ .ormation

Find an Institution « Applications - Access your PDE Applications.
m s My Profile - view your user profile. Please edit your profile information here.
« User/Group Administration - Provides access to Group and user administration for Security
Administrators.
_ « View/Join Groups - View your group memberships or Join a new group here.
State Board of Education
Act 48 - Continuing To view 'How To Guides’ or submit a3 Help request please go to the Help and Support community,
Professional Education
Certifications
‘Codes and Regulations
Data and Statistics
‘Grants and Subsidies
Policies and Procedures
InsidePDE
Privacy Policy | Security Policy | Homs | Employmant Oppertunities | Contact Us | FAQ | Sit= Tools

Copyright & 2010 Commenwealth of Pennsyhvania. All Rights Reserved

4. Click on My Profile in the sub-menu that opens and complete the User
Profile screen.

This completes your one-time registration setup.

After completing the registration and activation process, contact the PIMS
Security Administrator at your local education agency [LEA]. The Security
Administrator, who is a staff member at your district, school or institution,
will give you access to Cognos® reports, PIMS or other PDE applications.

Tip: Whenever you log in during future sessions, make sure the upper left
corner of the screen displays “Logged in As:” as circled in red in the
screenshot above. Applications will not work if you are not “Logged in As:”

properly.
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Cognos® Reports Security Roles

The table shown below lists the security roles we currently have in COGNOS.

[Role [Description

District All ||User can view all PK-12 reports for his/her district.

District All Except School [User can view all PK-12 reports with the exception of
Safety School Safety reports, for his/her district

District Staff All User can view all PK-12 staff-related reports,,
including HQT reports, for his/her district.

District Staff HQT User can view PK-12 reports relevant to Staff HQT

only, for his/her district.

District Student All User can view all PK-12 student-related reports, for

his/her district.

District Student User can view PK-12 assessment reports only, for

Assessment his/her district.

District Student Child User can view PK-12 child accounting reports only, for

Accounting his/her district.

District Student Course User can view PK-12 course reports only, for his/her
district.

District Student CTE User can view PK-12 CTE reports only, for his/her
district.

District Student Enrollment |User can view PK-12 enrollment reports only, for

his/her district.

District Student Grads User can view PK-12 graduation and dropout reports

Dropouts only, for his/her district.
District Student Low User can view PK-12 low income reports only, for
Income his/her district.

District Student LEP User can view PK-12 LEP reports only, for his/her

district.

District Student School User can view PK-12 school safety reports only, for

Safety his/her district.
District Student Special User can view PK-12 special education reports only,
Education for his/her district.

District Aggregate User can view PK-12 aggregate reports, for his/her

district.
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Accessing Cognos Reports 7I@Fennsy\vamanthEdutatlnn =
1. Navigate to www.education.state.pa.us. Y\ Pennsytyania

DEPARTMENT OF EDUCATION

pennsylvania Tz,'

2. Log in to the portal (Figure 1). —

[ B

7| (& Pennsylvania Department of Education Logged In As:

Cheris, Nancy
Log OFf

Department Information
Find an Institution

S "
M pennsylvania

TMENT OF EDUCATION
Newsroom

Access Services

pennsylvania Q)

Offices
»  Administration

, Child Development &
Early Learning

» Commonwealth Libraries

3

PDE Search:

Search PDE E3

2 Log In

Register | Forgot Password

Home =

Elementary & Secondary
Acces Education

N Postsecondary & Higher
Education

Department Information

Find an Institution Departi State Board o-f Et-:lucatlon
Act 48 - Continuing

gon Professional Education

Flg ure 1 Certifications
Codes and Regulations

Data and Statistics

3. Use the pull down menu at the bottom of the S S

navigation link list to select PIMS Reports Programs
(Figure 2).

My PDE Applications

4. Click on the GO button (Figure 2). g 3-4

PIMS Reports

Figure 2
Cognos® Public Folders Home Page will open in a new browser window:

 Public Folders - Cognos Connection - Windows Internet Explorer provided by PA Department of Education

~ | €] http: /e pimsreports state.pa,us,/cognoss /ogi-bin/oognos. cgith_action=xts. rungm=partal$2foc.stim_path=%2ftontent&gohome=

- -

File Edit “iew Favorites Tools Help

Wk I@Pubhc Folders - Cognos Connection I_\ - B - @ - :hPage O Tools - ”
|CDgnosconr|écﬁm Nancy Cheris Log OFf | [B] Q~if~ &~ Lunch~ ?v‘
E%|  PublicFolders || MyFoldes | |
Public Folders £ E?ﬁ g @ i Bxim E]ag
Enwes: [1 |- ©

O |names | Modified ¢ | Actions

[] @ escholer Framework for Cognos - Production September 15, 2010 8:43:30 AM More...

[ @ eScholar Framework for Coanos - Verify September 15, 2010 8:41:05 AM More...

[] @ escholer Framework for Cognos - HOT October §, 2010 12:37: 15PM More...

O & cE July 16, 2010 11:38:53 AM 5 More...

[] @ StudentSnapshot Iy 1, 2010 11:29:03 AM 5 More...

] @ School Enolment July 1, 2010 11:28:00 AM 5 More. .

[] @ Staffsnapshot Iy 1, 2010 11:27:11 AM 5 More...

[ @ Staff Assiorment July 1, 2010 11:28:30 AM 5 More...

1 (@ Drmarame Eard T 1 AN 11000 AM [ RV

Figure 3: PUBLIC FOLDERS HOME PAGE

Tip: If you see a Welcome screen, you may click the box to bypass the
screen in the future before continuing to the home page shown above.
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Report Overview and Conventions

There are two types of reports used in PIMS reporting: Verify and
Production. We use the conventional path notation to identify the location of
reports. All navigation begins from the Public Folders Home Page, which is
referred to as “Public Folders”. Subsequent levels requires a left click to
proceed; levels are separated by a “>" symbol.

To navigate to verify reports from the Public Folders Home Page, simply left
click on the eScholar Framework for Cognos - Verify link. The notation for
this is either:

e Public Folders > eScholar Framework for Cognos - Verify; or

e Public Folders > Verify.

Navigational instructions for production reports are similar:

e Public Folders > eScholar Framework for Cognos - Production;

e Public Folders > Production; or simply

e Production.

Production reports will not reflect changes until after a data refresh.

Tip: You may click on any part of the path at the top of the report list to
jump to another section. For example, to switch between production and
verify, click on the Public Folders link at the top of the screen and then on
the eScholar Framework for Cognos - Verify link.

Verify Reports

We recommend that you run the Verify reports immediately after each
successful batch upload. There are two reports for each template, a
summary and details report. These reports, when run in Excel® format,
provide an accurate reflection of the data in the warehouse. A green check
during the upload is a positive indicator; however, it does not indicate that
100% of your data made it to the warehouse. Thus, running and carefully
checking the verify reports is the only way to make sure your data are
complete and accurate.

Verify reports may be accessed from Public Folders > eScholar Framework
for Cognos - Verify or, in some collections, through shortcuts provided in the
production report folders. Regardless of how the verify reports are
accessed, they never require a data refresh. In fact, they may run during the
refresh.
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An Excel® or Delimited text (CSV) format is recommended for all verify
reports. Navigation for many template details reports is Public Folders >
Verify > Validation Reports > Template Verification. Child Accounting verify
reports are all located in Public Folders > Production > Child Accounting
Reports in the two Validation folders. The details report provides individual
data with descriptions and in a different sequence from your batch upload.
You cannot upload corrected verify report data as a batch file.

Tip: Run the summary report to see if all schools within your LEA are
represented. Run the details report to review the individual records.

Production Reports

Production reports are recommended as the next step after reviewing the
verify reports to:

e Review the data in multiple templates;

Check for completeness;

Check for accuracy;

Identify errors and omissions for correction; and

Print the Accuracy Certification Statement (ACS).

Production reports do NOT reflect data upload changes immediately. The
production reports must be run after a data refresh. Data are refreshed in
PIMS twice daily between 5:30 and 7:00 AM and then again between noon
and 1:30 PM. You can not run reports during the data refresh. If you try to
run a report while the data are refreshing you will see an Error 121 screen.
Log out and wait to run the report at a later time.

There are a variety of reports for each PIMS collection. Navigation may be

simple, such as Public Folders > Production > CTE Reports. Most collections

have nested folders such as the professional staff collection:

e Public Folders > Production > Staff Profile Reports

e Public Folders > Production > Staff Profile Reports > Error Reports

e Public Folders > Production > Staff Profile Reports > Verify-Validation
Reports.

Each collection is different so be sure to take advantage of all reports.

Tip: The Accuracy Certification Statement, or ACS, is a production report. If
your collection requires an ACS submission run this report early in the
collection cycle so that you have time to correct errors before the collection
ends. A list of ACS and due dates is included in the front of the PIMS Manual,
Volume I. Select the PDF format for all ACS reports.
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Report Formats

You may select the report format each time you run a report when using the
recommended “Multiple Reports” method. Some reports run best in a
specific format. When guidance is not provided, the following general
selections may be applied:

Format Generally Recommended for:
HTML
PDF Accuracy Certification Statements.

Excel 2007 Verify and Production Reports other than ACS
Excel 2002

Excel 2000 Not recommended unless this is your only Excel option.
Single Sheet

Delimited text | Large verify details reports that are easier to review in
(Csv) Access or other database.

XML

Tip: You may set your format preference to save time. See the
Customization section at the end of this document for instructions.

Time-Out Errors

Cognos times out when inactive for a period of time. Close the Cognos
window and the PDE portal window when this occurs. You may log into the
portal and then start a new Cognos session after closing both windows.

Tip: click on a navigation link at the top of the page or the refresh button
periodically to avoid time-out errors.
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Running Reports

There are two ways to run a report. The method described under Multiple or

Scheduled Reports is recommended. It has a few more steps, but actually
saves time and resources.

Multiple or Scheduled Reports (Recommended method)
1. Navigate to the desired report. Do NOT click on the report name.

2. Click on the blue triangle P under the Actions column across from the
desired report name (See Figure 4).

‘ Cognos Connection Hancy Cheris Lo 0% § [

@v ﬁv av lanch~ 9+

@"l Public Folders \”/ My Folders \| ‘

Public Falders > eScholar Framework for Cognos - Verify » Validation Reparts > Template Verification

EuicEeE i”

O @P Student Course Enrolment Template Detais
O @P School Enroliment Template: Details

O V Program Fact Template Detais

December 22, 2009 4:13:21PM
December 3, 2009 1:57:41PM

December 22, 2009 7:42: 14 AM

Entries: |1 - |18 ]
O Name % Hodified 4 Actions
[] Bl Course Tempiste Detais Decenber 3, 2008 1:2413PM [
O P Course Instructor Template Details December 4, 2009 11:37:00 AM P E’f i

g b E’; Mors
& b B B
& b B .

taff Snapshot Template Detalk

=

Noverber 25, 2009 8:23:21 AM il

Figure 4

3. Select the Format using the pull-down menu (See Figure 5).
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»»

0 4| @Run with options - Assignment-Sn... || T v Bl = v |5=h Page = O Tooks v

| Run with options - Assignment-Snapshot Comparison Errors Help

Select how you want to run and receive your report,

Format: ++. To specfy a time to run the report, or for additional
\f+ formats, languages, or delivery options, use advanced
Excel 2002 hd ontions.
Language:
English b
Delivery:

(&) View the repart now
() Print the report:
Printer location:
Select a printer. ..

Prompt values:
Mo values saved
Prompt for values

Run Cancel

Figure 5

4. Click on the advanced options link (See Figure 5).
5. Under Time and mode, select Run in the background: (See Figure 6).
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U0 9| @ Run with advanced options - Assignment-Sn...

4] dh v [Fpage v Tooks v T
-
Run with advanced options - Assignment-Snapshot Comparison Errors
it to ceive your report. If you produce a singlereport output, you can view it. I you produce multiple report outputs, you can save them, print them, or send an email notification.
F port nove
(@ Runin the background:
@ Now 5
O Later:
QOct 14, 2010 m
N -
| 2 155 PM =
Options
Formats: Delivery:
O [rTML 2 Select at least one delivery method. For burst reports, the email recipientsare detc
Humber of rows per Web page: Save the report asa report viewEdit the options...
> Report View of Assignment-Snajg qgarisonErrars
Enable selection-based interactivity
0 eor Selecta printer...
o options saved
Set... [[] send alinkto the report by email
[] excel 2007 0 recipients
Excel 2002
[[J | Excel 2000 Single Sheet
[ pelimited test (CSV)
[ xmL
Languages:
English
Prompt values
o values saved 7
< >
Done @ Internat H125% -

a. To run the report immediately, go to step 6, as "Now” is the default.

b. To run the report in the future, such as after the next refresh, click
on the Later radio button and enter the desired date and time.

6. Confirm or change the Formats under the Options section.
7. If you want to adjust the report name, click on the edit the options link

(See Figure 6 above) to access the Save as report view screen (See

Figure 7 below). Change the name then click on the OK button to return
to the Run with Advanced Options screen.
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= Save as report view - Windows Internet Explorer provided by PA Department of Educ... E@E|
@ A~ & | http/dwww pimsreports state. pa . us/cognosa/cgi-bin/cognos.cgi v ¥ | X Solhd
File Edit Yiew Favorites Tools Help

Iy N > - . »
4| @ Save as report view I - 8 o= v [=kPage v ) Tooks v

-~
‘ Save as report view

Specify a name and location for this entry. A report view shares the same report specification as the source report.

Name:

|Report View of Assignment-Snapshot Comparison Errors

Location:
My Folders
Select another location... Select My Folders

OK Cancel =

< ¥
Do & Intarnat #.150% -

Figure 7

8. Click on the OK button at the bottom of the Run with Advanced Options
screen and wait a few seconds until the selections screen appears.

9. Respond to any filter selections, which will vary by report. This may
include school year, snapshot date, etc. You may have to click on the
Next > button to complete all filter selections.

10. Click on the Finish button to run the report. You will automatically
return to the list of report screens where you began because your report
is either running in the background or scheduled to run at a later time.

11. Repeat for additional reports as desired.

Tip: Your reports will be placed in the My Folders tab when finished.
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Single Reports (NOT recommended))

If you only need to run one report, you may navigate to the desired report

and click on the underlined report name (link).

e Click on the selection criteria, such as District, School Year, Snapshot
date and use the Next> button if it applies;

e Click on the Finish button;

e Wait and watch the hour glass spin until your report appears.

Tip: This method is NOT RECOMMENDED because it:
1. Ties up your computer;
2. Does not let you choose the format before running the report; and
3. Takes more resources slowing down all users statewide.
We encourage you to use the multiple or scheduled reports technique.
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Using My Folders

Reports run in the background using advanced options are inserted into the
My Folders tab in Cognos®. You may switch between the Public Folders and
My Folders by clicking on the desired tab.

One-time Setup

Some computers are set up to work with My Folders reports. If you click on
the report name (link) in My Folders and the File Download “"Open/Save”
window appears, your computer is already set up and you may skip this
section. If, however, you click on any report name (link) in My Folders and
nothing appears to happen within a few seconds, you need to complete the
setup instructions that follow. This process may be needed on each
computer that you use with Cognos®.

1. Confirm or change your Popup Blocker settings.
a. Click on the Tools menu above the Cognos Connection near the top
of your screen (See Figure 8).

@ 4 v |E] htp: /vy, pimsreports.state. pa.us,/£ognoss/cgi-bin/cognos. cgirb_action=xts.runt ¥ he i Folhs
File Edit “iew Favorites Help
W < |@ PublicFolders- 0 Delete Browsing Histrry.. | fa - B - ® - [5rPage v & Tooks ~ i
Pop-up Blocker Turn On Pop-up Blocker E -
Cognos Connectio Fhishing Filter i’ Leris Log Off | [8 |
Manage Add-ons 4
P
e | Public Folde
Feed Discovery 4
Public Folders > eScholal  Windows Update ion > Staff Profile Reports > Error Reports ==

Windows Messenger
Diagnose Connection Problerms. ..

Internet Cptions

D Name = Modified &
L] B Active-Inactive Indicator “Unknown Status” Error Report October 13, 201
] B Assignment-Snapshot Comparison Errors October 13, 201
i
¢ >
Manzge pop-up window behaviar, H150% -

Figure 8

b. Click on the Pop-up Blocker option. If your screen looks like Figure
8, press the Escape key. If your screen displays “Turn Off Pop-up
Blocker” click on that message.
2. Confirm or Enable your Downloads settings.
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a. Click on the Tools menu above the Cognos Connection near the
top of your screen (See Figure 8).
b. Click on the last menu option,
Internet Options. General | Securty |privacy | Content | Connectons | Programs | Advanced
c. Click on the Security Tab (See

Select a zone to view or change security settings,

Figure 9). o
. . @ € v O
d - CI IC k on th € I nte rn et icon (g I 0 be) - Local i;:anet Trusted sites  Restricted

e. Click on the Custom level... button. skes

Internet

This zone is For Internet websites,
except those listed in trusted and

f. Scroll down until you reach the resticted zones.
Downloads SeCtlon In the SeCU rlty Security level For this zone
Settings - Internet Zone window Custom
(See FI g u re 1 0 ) * F#ztggnaizgi?ﬁglsettings, click Custom level,
- Ta use the recommended settings, click Default level.
Security Settings - Internet Zone E
SHEER [ Custom level... ] [ Default level ]
() Administrator approved ~
() Disable [ Reset all zanes to default level ]
(%) Enable
) Prompt
|#| Script Activer controls marked safe for scripting® [ oK ] [ Cancel ]
() Disable
(%) Enable Figure 9
O Prompt

[&® Dowrloads
3‘3 Automatic prompting for file downloads
() Disable
(%) Enable
3‘3 File download
() Disable
(%) Enable

A et deiimlaad

£ >

*Takes effect after you restart Inkernet Explorer

Reset custor setkings

Ressttoi | Madium-high (default) v

[ QK ] [ Cancel ]

Figure 10

g. Locate Automatic prompting for file downloads and click the
Enabled radio button if currently disabled.

h. In the next group, File download, click the Enabled radio button
if currently disabled.

i. Click on the OK button on the Security Settings screen and again
on the Internet Options screen and you should be back at the My
Folders window.

Tip: Contact your school’s network administrator or technical support person
for assistance if you have trouble or are unable to follow these instructions.
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Saving or Opening Reports in My Folders

1. Click on the View Outputs icon under the Actions section to
display or download each report (See Figure 11).

7= My Folders - Cognos Connection - Windows Internet Explorer provided by PAD... [Z|[B|X]

@.\- - s |§. http: / fwww pimsreports, state, pa.us fcognoss/cgi-bin/cognos.cgitb_actior V| || X | | B
File Edit “iew Favorites Tools Help
— —_ . ¥
w [@ Iy Folders - Cognos Connection ] ‘ % - B - ™ - [2hPage v ©F Tools -
|CognosConnection Nancy Cheris Lo Off | [8] }] |EBl~i@~ 8~ Lanch~ ?" &
@ Public Folders My Folders j |
My Folders " ﬁﬁfgﬁ% EX@%
Entries: ._ (3]
| |wames | Modified ¢ | Actions
O Active-Tnactive Indicator “Unknown Status” Error Repart October 13, 2010 3:55:24FM P F2 More...
L Assignment-Snapshot Comparison Errors October 14, 2010 3:27:07 PM C5 More...
O Snapshot-Assionment Comparison by School Qctober 13, 2010 3:57: 253 FM P Mare. ..
O Student Teacher Ratio by School October 13, 2010 3:58:30 PM pEE More... .
b
& Internet #100% -
Figure 11

2. Click on the Download icon on the View report output versions ... screen
(See Figure 12).

£ View report output versions - Active-Inactive Indicator “Unknown Status” Erro... |:|E|

@;‘/ - |§, hittp: /fwewrwe pimsreports, state,pa.us/cognoss fcgi-bin/cognos. cgi V| || X | | 2|~
Eile Edit ¥iew Favorites Tools Help

w ['_’é\f‘iew report output versions - Active-Inactive.., I_l &- 8 i - |2hpage ~ O Tooks ~ ”
|\ﬁew report output versions - Active-Inactive Indicator "Unknown Status” Error Report Help X 2

Select an output version to view by clicking on a Format hyperlink.

Version:

|Oct0her 13, 2010 3:55:24 PM | ¥ | Manage versions. ..

Entries: - ©

|Languages -] |Actions

|
8] Excel 2002 English ] .m “ 5

Dore & Internet E

Fiaure 12 |

Formats
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3. When the File Download window appears (Figure 13), click on the Open
button to display the report or on the Save button to save a copy for
storage and later review.

File Download E|

Do you want to open or save this hle?

@ Mame: ...ls8C494594Cq8MOC24siGysq4d28gMwaMBCC, xls
Type: Microsoft Excel Worksheet, 112KB
Fram: v pimsreports, skate,pa.us

Dpen ][ Save ]| Cancel |

Alwaps ask before opening this tpe of file

harrn your computer. |f you do nat trust the source, do not open ar

i '2‘-| “while files from the Intermet can be useful, zome files can potentially
.
= zave thiz file. What's the rigk?

Figure 13

4. Click on the Close button (Figure 12) to return to My Folders.
Maintaining My Folders

1. Periodically delete old reports from My Folders to make it easier to find
current copies.

2. If you run the same report twice, and do not use the Advanced Options to
change the report name, the older version will be deleted and the latest
version will be retained.

Tip: Click OK to ignore the “Deleting entries may result in broken links”
message (Figure 14) that appears when deleting reports from My Folders.

Windows Internet Explorer §|

9
x_"/

Deleting entries may result in broken links,

Are you sure you want to delete the selected entries?

(0] 4 Cancel

Figure 14
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Finding Reports

This section will aid in locating “missing” reports in the Public Folders when
you know the location and title. It will also help you search for a report when
you know all or part of the name but not the location.

Page 2 (Why isn't this report listed?)

The Public Folders page displays 15 entries per page unless modified®. You
must navigate to the next page to find more reports. Click on the VCR
buttons in the upper right corner to advance or go back to the previous
screen (See Figure 15). The VCR buttons will be grayed out if there is only
one page.

_ N »
W 9 | @ Public Folders - Cognos Connection I\ f3 - B - & - [ZFpage ~ & Took -
4 i H L
‘ Cognos Connection SEARCH \> GB~if~ &~ Lonch~ 2~ ‘
I'E'I;rl;, |I Public Folders \||( My Folders \| |
Public Folders = eScholar Framework for Cognos - Production > Staff Profile Reports e &* * 'g @ f /|
Entries: |1 - |15 © [ dlld]
VCR
O Name Modified & Actions
[0 1  ErrorReports October 12, 2010 5:17:04PM Maore... \I
1 M1 PPID Validation Reports Julv 1. 2010 11:12:15 AM 5 Mare... 4
€ Internet H100% -

Figure 15

Searching (What is that report called?)

Use the Search feature to quickly locate reports when standard navigation
isn't working. This is very helpful when you remember only part of a report
name or when you can’t remember which sub-folder contains the report. To
search:

1. Click in the search box (see Figure 15).

2. Type in all or part of the report name.
3. Press the Enter key.

4. View the results (see Figure 16). You may run the report from the results
screen.

! The next section contains instructions for modifying this setting.

Page - 18 -



5. You may use the Advanced link to modify the search if your initial
attempt is unsuccessful.

~ Cognos Connection - Windows Internet Explorer provided by PA Department of ... EI@FZI

e
v 8] Rt e pimmsreports. state pa. s /cognoss/cgi-hin/tognos.cqizstext=m v || ¥4 | K 2|
A p P P 0l g = q
Eile Edit ‘iew Favorites Tools Help
— — o »
w [@Cuqnus Connection [ \ - B - @ - [2page v G Tooks v
‘ Cognos Connection Mancy Cheris Loo OFf | [3] | ﬁ} 8~ Lanch~ 2~ ‘ o
EF|  PublicFolde e . |
Public Folders - & Public Folder Link L X
Search: Name field |
[muttiple LEA ) | search@ | advanceda Advanced Link
Method: Caontsins the exact string Type: Any
Modified: Any = Scope: This folder and its subfolders »
O w> Name ¢ Actions
[0 @r - LERStudentsin Multiple LEAs bBY EE Mo
Last modified on: March 16, 2010 3:10:45 PM
[0 [@p - Spedal Education Students Reported at Multiple LEAS Results boBS B more..
Last modified on: July 2, 2009 9:49:43 AM
O @p = * Students Enrollment Uploaded by Multiple LEAS P ng Mare...
Last modified on: October 15, 2010 7:04:23 AM v
& Internet H100%

Figure 16

Tip: Run your search from the Public Folder or highest level within your
collection to expedite searching. Click on the Public Folder link, or top level
link, before initiating the search to quickly zoom to the target location.
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Additional Features

There are many enhancements built into Cognos® which may save time and
provide status information. A few are introduced in this section. Feel free to
explore the any feature not explained that you encounter while following the
instructions.

Home

p—
Q.\ v | 8] hitpsffvenrw pimsreports, state pa.us/cognosaiogi v || Y | K -
File Edit ¥iew Favorites Tools Help
M = o »
10 4 | @ Public Folders - Cognos Connection | - B - & - [Ereage ~ G Toclks ~
; : : ~
Cognos Connection  Mancy Cheris Log OFF | [§] | G~ifm 8~ Lanch~ 7~
. e g Harme
B[  Public Folders My Folders
| ” | ) Set Yiew as Home 4
Public Folders BicY B & B EF ey
Entries: |1 - |15 (%] L
[Fl Name % Modified & Actions
[0 @@ eScholar Framework for Cognos - Production September 15, 2010 8:43:30 AM Mare. ..
[] @m eScholar Framework for Cognos - Verify September 15, 2010 §:41:05 AM Mare. ..
Figure 17

Click on the down arrow to the right of the Home icon to use this option.

e The Home link zooms you to whatever screen you previously set as your
Home page. Use this when you have navigated elsewhere and wish to
return.

e The Set View as Home menu option should be selected when you are at
the location most frequently visited. Once set, you will automatically be
directed to the Home location each time you initiate Cognos®.

Tip: Change your Home screen to match the current collection or phase of
the collection in progress. For example, when you first upload, you may
wish to navigate to Public Folders > Verify > Validation Reports > Template
Verification and then set your Home location. When you begin finalizing your
data, you may switch home to a Production location that contains the
analysis reports related to the collection.
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My Area

The My Area icon provides information and additional customization options.

= Public Folders - Cognos Connection - Windows Internet Explorer... Q@@
Q 4 = | €] http:/fewrw pimsreports.state.pa.us/cognoss/ogh ¥ || X -

File Edit ¥iew Favorites Tools Help

»

Wk |@Puh|ic Folders - Cognos Connectian | | - B - & - "é‘t%ge ~ i Tools -
Cognos Connection  Mancy Cheris Log OFF | [§] | B i3~ eown~r 2~|°
E¥| PublicFolders ||  MyFolders | bty Watch Items

My Preferences -
Public Folders =S My Activities and Schedules ey
Entries: |1 - |15 %] i
[P Name % Modified # Actions
[0 @m =scholar Framework for Coanos - Production September 15, 2010 84330 AM Mare...
[] @m eScholar Framework for Cognos - Verify September 15, 2010 &:41:05 AM Mare...
[] @@ =Scholar Framework for Cognos - HOT October &, 2010 12:37:15 FPM More. .. Z
Jone & Internet H100% -~

Figure 18

My Preferences (Figure 19) lets you customize the display, default report
format, turn off the Welcome Screen (if you haven’t already done so) and
set other parameters.

e The Number of entries in list view changes the number of report names
and sub-folders listed on each screen. If you are working in a collection
with more than 15 reports, you may wish to increase the number as
shown in Figure 19.

¢ Change the Report format to the Excel or Text delimited (CSV) format
that you use most often. You have the option of changing the format each
time you run a report, so you may select PDF when running the ACS, as
needed. Changing the default from HTML saves a click each time you run
the report and prevents accidentally running the report in the wrong
format.

Click the OK button to save your changes and return to your prior location.
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W < I@Set preferences l_l - B de - | Page v ) Tools v

|Set preferences Help €

General Personal Portal Tabs

Specify vour settings.

Number of entries in list view: Report format:

| Excel 2002 v
Separators in list view: Auvutomatic refresh rate in seconds:
|Alternating backgrounds | |30

Style: [ show the welcome page at startup

Contemporary ™ | Preview

[show a summary of the run options

Portal
Default view:
(®) List
() Details

Number of columns in details view:
3 columns | v

Regional options

Product language: Content language:
() Use the default language (®) Use the default language
() Use the following language: () Use the following language:

Time zone:
() Use the default time zone

() Use the following time zone:

Figure 19
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My Activities and Schedules (Figure 20)
The My Activities and Schedules lets you track past, present and future
activities. This feature works well when running reports using the advanced

72 My Activities and Schedules - Windows Internet Explorer provided by P... [Z[B]|X]

@ i ‘é, http: /s pimsreports, state, pa.us/cognoss/cgi-bing/cognos V‘ *5| X | ‘ PR
Eile Edit Wiew Fawvorites Tools Help

M D — »
w |@My Activities and Schedules | | G- 8 f= - |:FPage v (OF Tools «
My Activities and Schedules Nancy Cheris LoaOff | [#] | fgj~ 0 8 ~ Lounch~ % v|
B0 current Activities Upcoming Activities ;g, ;@
BZ past Activities Total (1)

I upcoming Activities Scheduled F 1

Schedules Canceled | 0

A

Filter Entries: - ©

Day:

| Oct 15. 2010 IF1 Hame Request time # Status # Priority

K LEA Staff Profile and ACS QOctober 15, 2010 11:55:00 AM Scheduled 3

Status:

N | Lzst refresh time: Cctober 15, 2010 11:22:26 &AM

Any -

Priority:

Advanced options
Reset to default

Aririhe

Daore & Internet F100%

Figure 20

options. If a report seems to take too long, check the Current Activities
feature. If it is executing, it is running. The Upcoming Activities link, shown
in Figure 20, serves as a reminder for the reports already scheduled to run
in the future or those you still need to initiate. The Filter is used to change
the date range displayed in past or upcoming activities.

Tip: Use the Return iconﬂ located beside the Home icon to exit from My
Activities and Schedules.
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Common Error Screens

When Cognos® is not available, such as during the end of the refresh cycle,
you are likely to see this error:

W e [@CDQHGSB l_l - B & - [5hPage +

|1:ngmss Help X

b

ROP-DEF-0177

@ An error occurred while performing operation 'sglPrepareWithOptions' status="-121".

Details ¥
Diore € Internet #100% -

When you have timed out, these are typical error messages:

7 Error - Cognos Business Intelligence - Windows Internet Explorer pr... [= |[0]X]

E e |E. hitp: ffeewese pirnsreports, state, pa,usfcognoss iogi-bingo V| 3| X |G00g|e ||Fl '|
i_ File Edit ‘iew Favorites Tools Help
!

»
w e [gError Coghos Business Intelligence fi- B ish v |:ZrPage v ) Tools ¥

ICog nos Business Intelligence

The Cognos gateway is unable to connect to the Cognos Bl server. The server may be unavailable or the gateway
may not be correctly configured.

Try again or contact your administrator.

= Error - Cognos 8 - Windows Internet Explorer provided by PA Depart... El@lil

"Qj' !{—v_iﬂ - |g, http A fwenri pimsreparts, state. pa.us/cognoss fogi-bingc V| 5| X |GDDg|E ||P '|
File  Edit ¥iew Favorites Tools Help
— . »
W [@Error - Cognos & l l - 8 ieh v [ page v O Tools ~
Cognos 8

An error has occurred.

DFR-ERR-2058 The dispatcher cannot sernvice the request at this time. The dispatcher is still initializing. Contact
wour administrator if this problem persists.

Please try again or contact your administrator.

Page - 24 -



PIMS Collection Reports

Collection specific information is distributed directly by the collection
manager. Attend the training Webinar provided for each collection to ensure
that you have the most current information available. The collections are:

Collection Cognos® Folder

April 2011 Precode Reports

Child Accounting Child Accounting Reports

Cohort Graduation Rate Graduation and Dropout Reports
Course/HQT Course Reports

Course/HQT HQT Reports

Graduates & Dropouts Graduation and Dropout Reports
November Precode Precode Reports

Oct 1 Student Enrollment Reports

Oct 1 Student Low Income Reports

Safe Schools Safe Schools Reports

Special Education Special Education Reports

Staff (Professional Staff) Staff Profile Reports

Summer CTE CTE Reports

Importing CSV Formatted Cognos® Reports into Excel®

Reports created applying the comma separated value (CSV) format may be
imported into or linked with Microsoft Access®. To protect leading zeroes and
ISO formatted dates, we recommend changing all fields to text if imported.

CSV files may be opened directly in Excel, however, leading zeroes may be
lost and ISO formatted dates will convert to non-ISO format. We
recommend that you import CSV files and change all fields to text fields to
avoid these problems. Instructions follow to help you use the Import Text
File Wizard.

To begin the import process, open Excel and begin with a blank worksheet.
1. Launch the Import Text File wizard:
e EXCEL 2002/2003 - Click on the Data > Import External Data >
Import Data menu options.
e EXCEL 2007/2010 - Click on the DATA ribbon > Get External Data -
From Text
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2.

Text Import Wizard - Step 1 of 3

The Text Wizard has determined that your data is Delimited.

IF this is correct, choose Mext, or choose the data bype that best describes wour data,
Criginal data bype

Choose

O] - Characters such as commas or tabs separate each Field.

() Fixed width - Fields are aligned in columns with spaces between each field,

type that best describes wour data:

Start import at row: File origin: 437 1+ OEM United States

Prewiew of File G:ADATA FILES\Elementary & SecondaryPubliciProfessional Personneli20. . \Bookl . csv.

|' irstWame,MiddleNamne, LastNane, Phonelunber , Emailiddress, UserID, Selectedity
2 Jon

R )
=) <
1mee(l(!l'(l'(!'(!l(!l'(

rlcf’f’rfﬂrfﬂfrir’ff’fﬂ

| mext= | [ Fmish

Click on the NEXT button on Step 1 of 3

Text Import Wizard - Step 2 of 3

This screen lets wou set the delimiters vour data contains, ¥ou can see how wour text is affected in the preview
below,

Delimiters

[11ab

[] semicolon [] Treat consecutive delimiters as ane
comma - -

cale Texk gualifier: -I nonek w |
|:| Space

[] other: I:l

Daka presview

irstHame MiddleName [LastName FPhoneMumber Ewmaillddress [JserID Belectedittrd &
on

oseph
imees
ric

v
£

Cancel ] [ < Back ] [ Mext = ] [ Finish
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3.

o w

Change the Delimiters from Tab to COMMA and the Text qualifier to
{none} in Step 2 of 3, and then click on the NEXT button.

Text Import Wizard - Step 3 of 3

This screen leks wou select each column and set the Data Format,

olurnn data Farmak

— . ‘zeneral' converts numeric values ko numbers, date values to dates, and all
G"'Iext remaining values ko kext,

() Do not import column (skip)

Data preview

T e LeX T
irstName MiddleNawme LastName Phonelumber [Emailiddress [ Selecteditt rpRes

[ Cancel ][ < Back ]

Change all Column data formats to text:

e Click anywhere in the first column (on Jon or Joseph in the picture
above);

e Hold down the Shift key and slide the blue bar beneath the Data
Preview section all the way to the right until you can see the last
column;

e Before letting go of the shift key, click anywhere in the last column. All
columns should be blackened as shown above.

e Click on the Text radio button. All columns in the data preview section
will now display “"Text” instead of “General”.

Click on the Finish button.

In Excel 2007/2010 click on OK to respond It 2 [x|]
tO the Import Data OptionS. Where do vou want to put the data?
(%) Existing workshest:
=$ad1
() Mew worksheet
[P[u:-perties... ] I QK ] [ Cancel ]
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