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Introduction

mEEm

Workbook goal

The goal of this course is to provide the knowledge and practice to create and apply security
to folders, perform server administration, data management, security and content
administration, activities management, and portal services administration. Cognos
Administration is accessed through Cognos Connection’s Launch Menu.

Course objectives

In this course you will learn how to:
e create a folder
e apply security to a folder
e monitor the status of current, past and upcoming activities
e monitor, log, and tune system services
e monitor schedules
e add groups and roles (authentication)
e assign users to groups and groups to roles
e assign function and features (authorization)
e create data source connections
e export and import data

e create distribution list and contacts.

Intended audience

IT personnel responsible for Cognos administration.
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Prerequisites

To complete this course, you should have completed

e previous application administration experience on Windows or Unix platforms.
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Administrative Tasks for Cognos
Connection

mEEm

Section goal

The goal of this section is to provide the knowledge and practice to create and apply
security to folders.

Objectives
In this lesson you will learn how to:
e create a folder

e apply security to a folder.
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Create a Folder
[ ]

Introduction

Cognos Connection is the user portal for the storing of report objects. Reports are typically
organized into folders. To restrict access to the content of a folder, permissions can be

applied to the folder structure. By default, permissions applied are inherited to children
folders or reporting objects.

Create a Folder

Organize your reports by grouping them together into a folder.

Cognos Connection

G|  Public Folders My Folders

Public Folders = ﬂ E‘i‘f @ M g @ & >
Entres: [1 - ©

| |Name 2 | Modified & | Actions

M @@ o_sungard June 10, 2008 12:56:46 PM & B more...
T 1  EDW Packages June 9, 2008 7:34:57 A More...

T [3  Enterprise Data warehouse Analytical Pages June 29, 2006 3:51:59 PM Mare...

T [3  Enterprise Data Warehouse Analytical Reports June 9, 2008 1:50:21 PM Mare...

r Performance Management Packages June 4, 2008 3:35:03 PM Mare...

r SEHE Recruiting Admissions Performance June 19, 2008 7:5Z:14 PM Mare...

Steps

Follow these steps to create a folder.

=i
1. Click the New Folder Icon = towards the top right corner of Cognos
Connection.

2. Enter a name for the folder. Optionally you can provide a description and screen
tip to help users understand the purpose of the folder.

3. Select the Location to create the folder by either selecting “select another
location ...” or “Select My Folders”.

4. Click Finish.
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Apply Security to a Folder
[

Introduction

Keep the contents of the Folder secure by applying permissions.

Cognos Connection

B mblcrads [ myrolders |
My Folders > test OB EE- B [ =]
Entries: ll_ - ll_ (#]
| |[vames | Modified & | Actions
T 7 test July 16, 2008 12:46:30 PM Dr’em
Steps

Follow these steps to apply security to a folder.

1. Click the Set Properties Icon on the right side under Actions for the folder
you just created.

2. Click the Permissions Tab at the top left corner.

3. Depending on how deep you are in the folder structure, you may have to select
Override the access permissions acquired from the parent entry before
being allowed to change the permissions for an object.

4. To add a group or role, select “Add”. Then select the proper security namespace
and then place a check next to any groups or roles you want to add from the
Available Entries. Use the Green Arrow to move the selections to the Selected
Entries. Click Ok.

5. You'll notice now that the group or role you added does not have any permission
settings. Check the box next to the new addition on the left hand side, then
grant or deny the appropriate access on the right hand side.

6. You may want to override any children permissions from your current position
down through the folder structure. To do so select the “Delete the access
permissions of all child entries”.

7. Click Ok.

8. Test the new permissions by logging in as a user from the newly added group or
role.
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Cognos Administration

mEEn

Section goal

The goal of this section is to provide the knowledge and practice to perform server
administration, data management, security and content administration, activities
management, and portal services administration. Cognos Administration is accessed through
Cognos Connection’s Launch Menu.

Objectives

In this section you will learn how to:
e monitor the status of current, past and upcoming activities
e monitor, log, and tune system services
e monitor schedules
e add groups and roles (authentication)
e assign users to groups and groups to roles
e assign function and features (authorization)
e create data source connections
e export and import data

e create distribution list and contacts.

© SunGard 2008 Cognos Administrator
Page 9



Monitor the Status of Current, Past and
Upcoming Activities

[
Introduction
When users run reporting objects, the progress can be monitored in Current Activities on
the Status tab in Cognos Administration. Likewise, once the process completes the run
history and status can be viewed in Past Activities. Reporting objects that are scheduled can
be viewed in the Upcoming Activities.
Cognos Administration
Status Security Confiquration
@ Current Activities Past Activities
T8 Past Adivities Total (1)
coming Activities Succeeded 1 | | :
Failed | O % % E
Schedules Canceled | O | | H
—_— 0 S 10 15
Entries: |1_ - ll— 0
Name Requestedtime $ Runby
Applicant Quality and Program Detall + July 17, 2008 3:39:20 PM Anonymous
Last refrech time: July 17, 2008 3140115 PM
Steps

Follow these steps to view run activities.

1. From Cognos Connection, click the Launch button. Select Cognos
Administration.

2. On the Status tab menu select Current Activities, if not already selected.
Notice any reports or jobs that are running. If nothing is currentlﬁmning you

can go back to Cognos Connection by clicking on the home icon and run a
report. Then return to the Status tab by following the instructions from step 1
above.
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3. Once reports have completed click Past Activities to view the status. Click the
down arrow next to the report to view the run detalils.

Past Activities

Total (1)

Succeeded 1
Failed | O

Canceled | 0 . ;
u] 5 10 15

Name

Applicant Quality and Program Dekail -

Last refresh time: July 18, 2008 12:40552 PM | <3p  Wiew run history
Wigw run history details

4. To view future scheduled jobs, click Upcoming Activities.

Upcoming Activities

Scheduled 1
Canceled [ 0

o g 10 5

Total (1)

r MName

r Applicant Quality and Program Detaill
Last refresh time: July 18, 2008 12:51:41 PM $ Cancel
Fall  set Priority
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Monitor, Log, and Tune System Services

B .
Introduction
Use the System link in Cognos Administration to start and stop services, collect metrics
about your environment performance, and tune your services for better system
performance.
Cognos Administration
Status Security Confiquration
O Current activities 40
BT poct ctivities All servers « Ex||W Do B &0 W ©O0 [ hometricscore
B8 pcoming Activities [ Name & B & status & Name Value
&P system [ System Available WM
Schedules [ [149.24.185 Available Process - Batch report service ¢ Ho o0
Process - Report service () Ho a0
Queue - Report data service ¢ Ho <o
Queue - Report service () Ho @0
Request ¢ Ho a0
Request - Agent service *) Ho a0
Reauest - Ba eno e
Last refresh time: July 18, 2008 1:15:46 PM
Name value
Environment
Logging
Tuning
Steps

Follow these steps to start and stop services.
1. From Cognos Administration - Status tab click System.

2. Click the down arrow next to your Dispatcher, and select Stop Dispatcher
Immediately. Alternatively you can select to stop dispatchers after running and
gueued processes have stopped.
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[ Mame & B & status 2
0 system - fvailable

r 149.24.1.65 ~ Avvailable
Skark dispatchers

Stop dispatchers immediakely

&
@@ Stop dispatchers after running and queus processed

Unteqisker dispatchers

En Test dispatchers

B0 Refresh report service connections

3. Return to Cognos Connection and try to run a report. You should receive an error
that the dispatcher is unavailable. (Note: that if the everyone group is a member
of the system administrators role, the report will run as normal).

4. Return to Cognos Administration — Status tab and click the down arrow for
your dispatcher and select Start Dispatcher.

5. Any registered service can be stopped and started from the System page in this
same manor. Click the down arrow next to All Servers. Navigate to Services
and select Report.

w0
all servers - == -
v i
[ Mame Al servers & 'Status 2
Al server groups
[ Syste all dispatchers Available
r 14 sServices ¥ Al Hevailable
Agent

Batch Report
Content Manager
Data Integration
Delivery

Event Managemenk
Job

3

Metrics Manager
Monitar
Presentation
Report Daka
Repaort

Syskem
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Steps
Follow these steps to set service properties.

1. Click the down arrow next to the ReportService, and select Set Properties.

Services - Report - [=3]
[T Name 2 [! & ' Status =
[ system fveailable
r L% ReportService fvailable

Set properties

B ctart

B Stopimmediakely

@@ Stop after running and queus processed

2. Click the Settings tab, and filter the Category by Tuning.

|

General ’m‘ Permissions

Specify the configuration settings For this entry, By default, an entry acguires its configuration settings from a parent, You can override those settings with the settings set explictly For this entry,

Category:

Tuning -

Entries: ll_ - |13_ [*]

[T | |category & |Name g | value | Acquired
- & Tuning Murmber of high affinity connections For the report service during non-peak period ll— Yes
- & Tuning Mumber of low affinity connections for the report service during non-peak period l4— Yes
I & Tuning Maximum nurber processes for the repart service during non-peak. period l2— Yes
r & Turing Queue time limit of the repart service (seconds) 240 Yes
r & Tuning Maximum execution time For the report service (seconds) ID— Yes

3. Change the value for Maximum number of processes for the report
service during peak period to 4. Click Ok. (Note: Service will need to be
restarted for any changes to take effect.)

[T | |category & [Name & | value | dcqui
Il & Tuning Murber of high affinity connections for the repart service during non-peak period |1 Yes
Il & Tuning Mumber of low affinity connections for the report service during non-peak period |4— Yes
Il & Tuning Maximum number processes for the report service during non-peak period |2 Yes
Il & Tuning ueue time limit of the report service (seconds) =40 Yes
Il & Tuning Maximumn execution time For the report service {seconds) ID Yes
r & Tuning Mumber of hotspots generated in a chart by the report service IUnlImlted A Yes
Il & Tuning Murber of high affinity connections for the Report service during peak period |1 Yes
Il & Tuning Mumber of low affinity connections For the report service during peak period |4— Yes
— & Tuning Maximurm number of processes For the report service during peak period |4 Mo
Il & Tuning PDF Character Encoding for repart service Auto | Yes
Il & Tuning ©ption to allow the report service to embed Fonts in generated PDF documents IAHDW - Yes

T
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4. Filter the Category to Logging. Click Ok.

Category:
Logging hd

Entries: Il— - l— (] 4] [4][»
7| |Category # [Name 2 | value | Acqui
r & Logging Audit logging level For repart service lm Wes
r & Logging Audit the native query For report service - es

Reset to parent

5. With the ReportService still selected Click the expand button next to
Process. Click the pencil next to Number of processes high watermark to edit

Si rd
Services - Report ~ Ev || 0o W <0 W ©0 [ Nometric score
I Name & B & status & Name @ ‘value
[P system - Available E Process &)
r %ReportService - available Mumber of configured processes 4
Murnber of pracesses o
Mumber of processes high watarmark bd
Mumber of processes low watermark # a
[ gueue & Ho 0 @ao
Request ) Ho #0 @0
Last refresh time: July 18, 2008 2:39:13 PM

6. Change the Performance Pattern from None to Low values are good, and set
the Red value to 5. Change the Yellow value to 4 and Click Ok.

Set thresholds for metric - Process - Number of processes high watermark

Select the performance pattern and specify the threshold walues to calculate the score For this metric,
Performance pattern:

i haone

i High walues are good

 Middle values are good

% Low values are good

Threshold values

Yalues Score

Maximum value —

I 54__
= ©

Mirirnurm value —

‘ 84 || Cancel ‘
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You will notice that the ReportService now has a Score of Green next to it. This
means that the service is performing with less than 4 processes. Once the
processes hit 4, it will turn Yellow. And if the number of processes ever gets to 5

it will turn Red.

Scorecard

Services - Report ~ [ -

[T Name & $ . Status S
[P System ~ [ ] Avallable

[l %ReportService - L] Avvailable

Metrics - Repo

p

Ho W <0 W @1 [V MNometric score

B

e

Name

Process

Mumber of configured processes
Mumber of processes

Mumber of processes high watermark

Mumber of processes low watermark

Queue &)

Request )

Yalue

o o Mmoo s
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Monitor Schedules
|

Introduction

The Schedules link in Cognos Administration provides you with the ability to what will be
running on the system in the future. You can set properties, set priority, modify, remove,
and disable schedules.

Cognos Administration

Status Security Configuration

Currert Activities Schedules =
E Past Activities Total (1)
T8 Upcoming tativities Enabled 1 H
1 1 1
B sustem Disabled | 0 : :
- 0 S 10 15
Schedules
Entries: |1 - |1 (%)
(il Name Modified Scheduled by Status ¢

Scheduled by:

Any user T[] Applicant Quality and Pragram Detal = July 18, 2008 12:50:51 PM Anonymous  Enabled
Select 8 user...

Last refresh time: July 18, 2008 10706 PM

Crabie

Steps
Follow these steps to disable a schedule.
1. From Cognos Connection click Launch.
2. Select Cognos Administration.
3. Click Schedules from the left hand menu.

4. Click the down arrow next to a schedule in the list. Select Disable the

Schedule.
Schedules
Total (1)
Enabled 1 : : :
1 1 1
Disabled | 0 1 1 \
1} 5 10 15
r Name
[ Applicant Quality and Program Detal
Last refresh time: July 18, 2008 3:55:14 PM Set properties

lb Run the schedule once. ..

Modify the schedule. ..
#1 Remove the schedule

Q Wigw run history
B Disable the schedule

Eal  sSet Priority
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Add Users, Groups, and Roles (Authentication)
[

Introduction

Roles and Groups provide the ability to associate users into containers that are easier to
manage. Users are brought in from your 3" party authentication source, and then assigned
to groups (i.e. Admissions) and/or Roles (i.e. Authors).

Steps

Follow these steps to create a new group, add a user, and assign a group to a role.

1. Launch Coinos Administration from inside Cognos Connection.

Metric Studio J

Query Studio 7 EIE
Analysis Studio
Repott Studio il gl
Event Studio

Crrill-through Definikions

7] o8
= HOF &/ =

Cognos Adminiskr akion

2. Click the Security tab.

Status Securiby | Configuration
& Current Activities Current Activities - Background activi

BT past Activities

E} Upcoming Ackivities Pending | O
0H system Executing | 0
Ed schedules Walting | 0
Suspended (D

0

% Background activities

™ Inkeractive ackivities M ‘Name
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3. Click the Cognos namespace.

Cognos Administration

Skatus

E Users, Groups, and Roles

W& Capabilties
ser Inkerface Profiles

| Confiquration

Directory

- | = |Namen

Last refresh time: July 31, 2008 &:43:56 PM

4. Click on the New Group icon.

“urity Configuration

5 Directory = Cognos

cHlEE]Es 4 BB X B

Entries: Il - |15 (#]

ST GgH v

| Mame &
All Aukhenticated Users
Analysis Users
Anonymous
Authors
Consumers
Controller Administrators
Controller Users
Data Manager Authors
Directory Administrators
Everyone
Express Authors
Metrics Administrabors
Metrics Authors

Metrics Users

[ I I e e e e e e e e e B e e

Planning Contributor Users

| Modified £

March 18, 2008 12:44:31 M
March 18, 2008 12:49:08 AWM
July 31, 2008 7:54:35 PM
March 18, 2008 12:49:03 AM
March 18, 2008 12:49:08 &M
Jdanuary 9, 2005 1:23:57 PM
March 18, 2008 12:49:08 AWM
March 18, 2008 12:49:08 AM
January 9, 2003 1:23:55 PM
March 18, 2008 12:44:31 &AM
March 18, 2008 12:49:08 AWM
January 9, 2008 1:23:56 PM
March 18, 2008 12:49:08 &M
March 18, 2008 12:49:08 &AM
March 18, 2008 12:49:08 AWM

| Acti

B

Cognos Administrator
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5. Give the new group a Name and Description. Click Next.

Status | Security | Configuration
E Capsbilities Specify a name and location Far this entry, You can also specify a description and screen tip,
E User Interface Profiles Name:
|ﬁdmissians
Description:
Cognos Users in the admissions Department -]
B
Screen kbip:
Location:

Directary > Cognos
Select another location. ..

Cancel || = Back H MNext = || Finish
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Assign Users to Groups
. :

Steps
Follow these steps to assign users to groups.

1. Click Add... to assign a user to the new group.

Select the members - New Group wizard Help

Select the members of this entry,

Entries: - (3]

| |.>Name [Type

Mo entries,

Remave
| Cancel || < Back || et = || Firish |
2. From the list of available entries on the left, select the namespace where the
users exist (i.e. LDAP, AD, or Cognos security hamespaces).
Available entries Selected entries
Director ies: _I
Il Sho\:users in the list Friries ©
| |..=nName
Entrigs: Il - 3]
| |Name
Gﬂ Cognos Mo entries.
Remove
3. Check the Show users in the list box to get user accounts to show up.
Available entries Selected entries
Directoty > Cognos . _
el [ ©
| |.xName
Entries: Il -3 ]
| |Name
r ﬁ All Authenticated Users Mo entries,
I |& snonymous
r ﬁ Everyone Py—
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4. Check the box next to the user you want to assign to the group and click the
green arrow button in the middle to move the entry to the selected entries.

Available entries Selected entries
Directary > Cognos

Entries: - I (%]
W Shove users in khe list
=T
Entries: Il_ - |3— ]

| |name
- &ll Authenticated Users Mo entries,

Ik

&
ﬁ Anonymous
&

Everyone &
amove
5. Click the Ok button.

Available entries Selected entries

Directory » Cognos Entries: Il -t 3]

¥ Show usets in the list

e T T
Entries: |1 - (6] I a e Anonymous
| [Name Remaove

- h Al Authenticated Users
- ﬁ Anorymous
Il H Everyone

6. Next you'll see the user you just assigned to the new group in the list. If you

want to add more users click Add... again. If you are done click Finish.

Select the members of this entry,

Entries: Il - Il

| Type

M| |.>Name

T & - anorymous

User

Add... Remove

| Cancel H < Back. H Mext = || Finish
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7. You created a new group and assigned a user. The group now appears in the
namespace.

Skakus Security | Configuration
E Users, Groups, and Roles Directory > Cognos
W& Capabiities
E User Interface Profiles

M| & |Name a

r

r ﬁ all suthenticated Users
m Analysis Users

ﬁ ANanyrous

-
-

r m Authors
r m Consumers
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Assign Groups to Roles

Steps

Follow these steps to assign groups to roles.

1. Click the Set Properties for the Authors role.

| | g |NameA ‘Modiﬁed & Actions
r h Admissions July 31, 2008 10:04;45 FM

r h All suthenticated Users March 15, 2005 12:44:31 AM

r M Analysis Users March 18, 2005 12:49:08 AM

r a Anonymaous July 31, 2008 7:54:35 PM

Il March 18, 2008 12:49:08 AM

r M Consumers March 15, 2005 12:49:08 AM

r M Controller Administrators January 9, 2008 112357 PM

- M Contraller Users March 15, 2005 12:49:08 AM

r M Data Manager Authors March 15, 2005 12:49:03 AM

r M Direckory Administrators January 9, 2008 1:23:55 PM

r H Everyone March 15, 2005 12:44:31 AM More...
[} M Express Authors March 18, 2005 12:49:03 AM Maore. .,
r M Wetrics Administrators January 9, 2005 1:23:56 PM More...
r M Metrics Authors March 18, 2008 12:49:08 AM Mare. ..
r M Metrics Users March 15, 2005 12:49:08 AM More...

2. Click the Members tab to see the current membership.

Set properties - Authors

| General | Members |Perm\ssi0ns

Specify the properties For this entry,

Type: Role Location: Directary > Cognos Wiew the search path, I
Owner: Mone Created: March 18, 2008 12:44:32 AM
[ Disable this entry Modified: March 18, 2008 12:49:05 AM
Icon: M Standard  Edit...

The name, screen tip and description are shown for the selected language.,

Language:

IEninsh j Remaove values for this language

Name: Description:

|Au1hors -]
Screen tip:

! -
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3. Click the Add... button to assign a new member.

Set properties - Authors Help
General Members Permissions

Select the members of this entry,

Entries: |1 -I [#]
- | | . Name |TypE

Il h - 2 Everyong Group

Add... | Remove

4. Select the namespace where you previously create your new group.

Available entries
Directory

[T show users in the list

Entries: |1 - |1 °

M| |Name

| Q Cl:u;nl:%

5. Select the Admissions check box on the left and click the green arrow button to
assign the Admissions group to the Authors role.

Available entries Selected entries

Directory = Cognos Entries: I— _ I— [+]
[ Show users in the list
— e
Entries: [1 - Jis © "

| Name
Admissions Mo entries,

All duthenticated Users

Analysis Users

Authars

Consumers

Controller Administrators
Controller Users

Data Manager Authors

o W e B e e B e 3

sSggassgeer

Directory Administrators
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6. Click Ok.

Available entries Selected entries

Directory = Cognos Entries: ll— _ l_
[ Show users in the lisk
— T T
Entries: |1 - 15 O/ | [4][«d|w/[m

r ﬁ -2 Admissions

| Name
Admissions
All Authenticated Users
Analysis Users
Authors
Consurmers
Controller Administrators
Controller Users
Data Manager Authors
Directory Adminiskrators
Evetryone
Express Authors
Metrics Administrators

Metrics Authors

e e e e e e B

Metrics Users

Segggrggassggsgesy

e

oy

| | Cancel

7. Click Ok again.
Set properties - Authors
General Members Permissions

Select the members of this entry,

Entries: |1 - |2 (]

M| |.>Name | Type

i ﬁ e 2 EvEryone Group

- ﬁ - 2 Admissions Group
| K | | Cancel |
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Assign Function and Features (Authorization)
B :

Introduction

Once you have setup authentication into your Cognos environment, assigned users to
groups, and assigned those groups to roles your ready to specify what those users can do
inside the environment.

Capabilities allow you to hand out permissions for the functionality of tools like Query
Studio, Report Studio, Analysis Studio, and Administrative areas of the environment.

| Confiquration

Skakus |

E Users, Groups, and Roles Capability

E Capabilities

User Interface Profiles

MName S

D Cognios Yiewer

u% Planning Contributor
@ Controller Studio -
Metric Studia =
Kgguerx Studio -

@ Analysis Studio

k Report Studio -

@ Event Studic -

cm! Adminiskration

Eﬂ [Daka Manager -
Watch Rules

ES Oril Through Assistant +

E& Scheduling -

Detailed Errars

@l Specification Execution -

Last rafresh tirme: July 31, 2008 11:42:00 PR
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Steps

Follow these steps to assign administration tasks capabilities to the Authors role.

1. From Cognos Connection click Launch. Select Cognos Administration.
Bivify-

g v Launch -

B mMetric studio

% Cery Studio
@ fnalysis Studio

& Report Skudio
@ Event Studio

[

] o |

Crrill-through Definikions

Cognos Adminiskr ation

[

MM

2. Click the Security tab.
Cognos Administration ._
Status Securiky | Confiquration
@ Current Activities Current Activities - Background activi
B8 past Activities
m pcoming Ackivities Pending | 0
System Executing | O
Schedules Waiing | 0
Suspended | 0
[ ;
% Background activities
™ Interactive activities M ‘Name
3. Click the Capabilities link from the menu.

Satus

E Users, Groups, and Roles

E Capahilities

User Interface Profiles

¥

Configuration

Directory

Entries: |1 - Il ©

| % [Namea

ﬂ Cognos

| Modified 2 | Active

July 31, 2005 10:04:45FM - v

Last pefrech time: August 1, 2008 12:03:02 AM
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4. Click Administration from the list.

Skatus Security | Confiquration

E sers, Groups, and Roles Capability

ﬁ Capabilities

ser Inkerface Profiles

Mame £

D Cognos Wiewsr

% Planning Contributor -
@ Controller Skudio

B metric studia

K Query Studio -

@ Analysis Studio

R Report Studio +

@ Event Studio -

| qﬂ Adminiskration | -

Eﬁ Data Manager -
Wakch Rules =

R Drill Through Assistant -
53 scheduling -

Detailed Errars =

My Specification Execution

Last refresh time: August 1, 2008 12:31:04 AM
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5. You will see a list of Administrative items. Click the Down Arrow menu next to

Administration Tasks. Select Set Properties.

Skaktus Security | Confiquration
B Users, Groups, and Roles Capahility > Administration

ﬁ Capabilities

ser Inkerface Praofiles

Mame &

ﬁ Run activities and schedules -

ﬁ Configure and manage the system -

ﬁ IJsers, Groups, and Raoles

ﬁ Set capabilities and manage UI profiles
ﬁ [Daka Source Conneckions «

ﬁ Administration kasks -

ﬁ Distribution Lisks and Set properties
ﬁ Printers -

ﬁ Skyles and portlets

ﬁ Planning Adminiskration

ﬁ Contraoller Administration

ﬁ Metric Studio Adminiskration -
Last refresh tirne: August 1, 2008 12:36:39 AM
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6. Click the Permissions tab.
Set properties - Administration tasks

General I Petmissions

apecify the properties For this entry,

Type: Secured feature

Owner: MNome

[~ Disable this enkry

The name, screen bip and description are shown For the selected language.

Language:
IEr‘lgliSh j Remove values For this language

Mame:
|ﬂ«dmir‘|ish’atiun tasks

Screen tip:

Ok Cancel
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7. Click the Add... button.

Set properties - Administration tasks

General Permissions
Specify access permmissions For this entry, By default, an entry acguires its access permissions from a parent, You can override those perr

The execute permissions control access ko the Functionality associated with this entry,

v ©werride the access permissions acquired From the parent entry

[ B I A
SEEES

M| |..>Name | Type
e = Server Administrators Ruole
= Report Administrators Role
- = Metrics Administrators Rale

- = Controller &dministrators  Role

w2 Directory Administrators  Role

| Permissions

[
[
[
[

[

+
gt

| o4 || Zancel

8. Select the Cognos namespace.

Available entries
Directory

I show users in the list

Entries: |1 - |1 (3]

I4][44][pp|[M

| |Name
— ﬂ Cogros

| Grant | Deny

Read [ r r
Wik [ ] r

SetPolicy [871 T

r
4= Apply Execute [02] [T r
r

Traverse [] [ r

Selected entries

Entries: - [+] M«

7| |z Name

Mo entries,

9. Select the check box next to the Authors role and click the green arrow to move
the Authors role to the selected entries.

Available entries
Direckary = Cognos

I~ Show users in the list

Entries: |1 - |15 (+]

4744 M

| Mame
Adrissions
Al Authenticated Users
Analysis Users
Authors
Consumers
Contraller Administrators
Controller Users

Data Manager Authars

aooaaEnoanan
FTEEFEESEEER

Directory Adrministrators

Selected entries

Entries: - (4] H

M| |z Name

Mo entries.
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10. Click OKk.

Available entries Selected entries
Prrectory > Cognas Eritries: Il— - ll— (3] [ 44][pr|[p]
[~ show users in the list
III | |.>Name
Eritries: Il— - llS— (+] [y r m > Adthors
r ‘ ‘Name Remave
r ﬁ Adrissions
r m Al Autherticated Users
r m Anakysis Users
r m Authors
r m Consumers
r m Controller Administrators
r m Controller Users
r M Data Manager Authors
r m Directary Administrators
r h Eweryone
r m Express Authors
r m Metrics Adrinistratars
r m Metrics Authors
— -

11. You'll notice that the new assigned role does not have any permissions icons
next to it. Check the box next the Authors role on the left.
Set properties - Administration tasks

General Permissions
Specify access permissions For this entry, By default, an enkry acquires ks access permissions from a parent, Yoo can override those

The execute permissions conkrol access ko the Functionality associated with this entry,

¥ Override the access permissions acquired From the parent entry

| |.>~Name |Type | Permissions |Grant | Deny
- m w2 Server Administrators Role noookx Read [€] H -
Wirite [ ] r r
r m - % Report Administrators Role noox 4= Apply Exerute [2] [ r
- m w2 Metrics Administrators Role L SetPalicy [8]1 T r
- m « = Controller Administrators  Role noookx Traverse [+] [~ r
- m w7 Direckory Administrators  Role g+
m - = Authors Role
Add... Remove
QK Cancel
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12. In the permissions box on the right, select execute and traverse under the
Grant column. Then click the Apply button in the middle to apply the

permissions to the role.
Set properties - Administration tasks

General Permissions

Specify access permissions For this enkry, By default, an entry acquires its access permissions From a parent, Yoo can override those

The execute permissions control access to the Functionality associabed with this entey,

[¥ Crwerride the access permissions acquired From the parent entry

M| |.>Name |Type  |Permissions |Grant | Deny
r m w = Server Adrniniskrators Role [ Read [<] r .

write [#] r
7 8% - > Report Administratars Role nook Gmipply | [Becute[t] © r
r m w2 Metrics Administrators Role nook et Policy (81 r
I~ 8% > Controller Administratars  Role noox Traverse [£] I r
r m « = Directary Administrators  Role g+
¥ m o = Authors Raole

Add... Remove
Gk Cancel
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13. Click OKk.

Set properties - Administration tasks
General Permissions

Specify access permissions For this entry, By default, an entry acquires its access permissions from a parent, You can override those permi

The execute permissions control access bo the Functionality associaked with this entry,

[# Crverride the access permissions acquired From the parent entry

| |..>Name |Type | Permissions |Grant | Deny
r m - = Seryver Administrators Role nook Read [<] = r
write [#] T r
I~ B8 - report Administrators Role nook Gmipply | [Exscute[t] O r
- m - = Metrics Administrators Role nook Set Policy [8] T -
I~ 8% - controler Administratars  Role nook Traverse [+] [~ r
r m - = Direckary Administrakors  Role g
I~ 88 - authors Role [
add... Remove
| QK | | Cancel

The Authors role now has the capability to define exports, imports, index
updates, consistency checks and report updates.
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Create Data Source Connections
[ ]

Introduction

A data source connection is required for each data base you intend to report from. These
connections are also used for establishing connections in Framework Manager.

Steps

Follow these steps to create a Data Source Connection.

1. From Cognos Connection click Launch. Select Cognos Administration.
B~ l"l + @ v Launch *

[! Metric Studio J

%, Query Studio Moo
[}
@ Analysis Studio

ﬁ Report Studio LLalLd!
@ Event Studio
Crrill-through Definikions

=] e |

oﬂ Cognos Adminiskr ation

2. Click the Configuration tab at the top.

Status Security | Configuration |

& Current Activities Current Activities - Background activities
BL past Activities Total {0}
) Upcoming Adkivities Pending | 0 : : ;
| 1 1
[P svstem Executing |0 .
| 1 1
Ed schedules waiting | 0 i i i
Suspended | 0 | ! !
0 5 10 15

{* Background activities

™ Interactive activities | e

Mo entries.
Run by:

Any user
Seleck 5 user. ..

Last refrash tinne: August 1, 2008 2:14:40 Al

Status:
I A - I
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3. With Data Source Connections selected on the left menu, click the New Data
Source icon.

‘B fi~ " 8 v Llaunch -

Entrigs: |1 - IE °
| Modified & | Actions
April 23, 2003 7:01:21 PM Mare. ..

March 15, 2005 12:56:50 &M Mare, ..
March 15, 2005 12:49:058 &M Mare, ..
March 15, 2005 12:49:058 &M Mare, ..
March 15, 2005 12:49:058 &M Mare, ..
March 15, 2005 12:49:058 &M Mare, ..
March 15, 2005 12:49:058 &M Mare, ..
March 15, 2005 12:49:058 &M Mare, ..

4. Enter a name for the Data Source Connection. Click Next.
Specify a name and description - Mew Data Source wizard

Specify a name and location For this entry, You can also specify a descripkion and screen tip.

MName:
[EDw_test
Description:
=]
=
Screen bip:
Location:

Directory > Cognos

Cancel || < Back || Mext = || Finish
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5. Select the data base type as Oracle. Click Next.
Specify the connection - New Data Source wizard
apecify the parameters For the conneckion of this new data source, The ne

Type:
| Oracle j

Isolation level:

% Use the default object gateway
= Specify a value:

|Cur5|:|r stability j

Cancel = Back Mext = Finish
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6. Provide the connection string, typically the database name that’s also entered
in your local tnsnames.ora file in your Oracle installation path. In addition check
the boxes for the User ID and Password fields. Enter the schema owner
and password. Then click the Test the Connection... button.

Specify the Oracle connection string - New Data Source wizard

Edit the parameters ko build an Oracle conneckion string,

SQL*Met connect string:
[EDiwy

Collation sequence:

Signon

Select whether a user ID and password is required in the conneckion string and, iF so, whethe

[+ User ID

[+ Password

[# Create asignon that the Everyone group can use:
User ID:

[EDwmGR

Password:

Confirm password:

Teskting

Test the conneckion, .

Cancel = Back Mext = Finish
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7. Click the Test button.

Test the connection - Mew Data Source wizard

Test the parameters thak make up the database connection,

Connection string:
~ser IDy~tPassward: jLOCALOR; ORACLE@%hs@EDY [ %hs@_OLSEQ=

Test

Dispatcher:
htkp: ffrdks 2300/ p2pd (Configuration)

Test the connection using:
User ID:

[EDwIGR.

Password:

Close

8. After connection test successful, click Close.
¥iew the results - Test the connection

| .= Mame | Status | p

88 > hitpy/rdkio300/pzpd  Succeeded

Close
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9. Click Close again.
Test the connection - Mew Data Source wizard

Test the parameters that make up the database connection,

Connection string:
~ser IDn~tPassword: LOCAL OR ORACLE@ % s@R D) 4 hs@COLSEQ=

Test

Dispatcher:
hitkpsffrdks 2300 p2pd (Configuration)

Test the connection using:
User ID:

[EDwMGR

Password:

Close
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10. Click Finish.

Specify the Oracle connection string - New Data Source wizard

Edit the parameters ko build an Oracle conneckion string,

SQL*Met connect string:
[RoK

Collation sequence:

Signon

Select whether a user ID and password is required in the conneckion string and, iF 5o, w

[+ User ID
[+ Password

[# Create asignon that the Everyone group can use:
User ID:

[EDMimGR

Password:

Confirm password:

Testing

Test the conneckion, .

Cancel = Back Mext = Finish

11. Click OK.

Finish - Mew Data Source wizard

R
1
k-gr) The Mew Daka Source wizard successFully created a daka source and a first connection in the Cognos & server,

[T Create a Metric Package

8]4
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Export and Import Data
B :

Introduction

Exporting and Importing data allows you to move objects from one environment to another.
Exporting environment data can serve as a backup procedure, in addition to server and
database backups. Specific parts of the content store can be exported, or the entire content
store can be exported.

Steps - Export Data

Follow these steps to create an export.

1. From Coi;nos Connection click Launch. Select Cognos Administration.

[! Metric Studio J

%, Query Studio h oSy
@ fnalysis Studio :
., Report Studia »
@ Event Studio

Drill-through Ceefinitions

7] e

oﬂ Cognos Adminiskr ation

2. Click the Configuration tab at the top.

Status Security | Configuration |

& current Activities Current Activities - Background activities
BL past Activities Total {0}
i) Upcoming Activities Fending | 0
I I I
Swstem Executing [0 |
I I I
Schedules Waiting | 0 | i |
Suspended [0 !
0 5 10 15

{* Background activities

" Interactive activities [ ‘Name
Mo entries.
Run by:
Arty user Last refrech time: August 1, 2008 2:14:40 Ab
Seleck 5 user. ..

Status:

fim -
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3. Click on the Content Administration link.
Cognos Administration

Skatus Security | Configuration |
a Data Source Connections Direckary = Cognos

EE} Conkent Administrakion

Distribukion Lisks and Conkack

g |Name &
I;J::ﬁfl Prinkers I | i |
- a CMM_Sungard
E]l Shyles
- [ eow
E Portlets
. I~ [ Eow_test
A Dispatchers and Services
- a go_mekrics
- a great_oukdoors_sales

4. Click the New Export button.
CfE S s mEXEQ

Entries: |1 - |6 n

| Modified 2 | Actions

March 18, 2008 12:49:03 AM b E3 Mare. ..

March 16, 2005 6:25:43 PM

March 4, 2005 4:24:55 PM

February 12, 2003 1:53:53 PM

b
b
January 16, 2005 3:12:16 PM b EE Mare. .
b
b £ Mare...

February 11, 2003 1:31:45 PM
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5. Specify an export Name and Location to save the file. Click Next.

Specify a name and description - Mew Export wizard

Specify a name and location for the deployment specification. Yoo can also specify a description and screen kip,

Mame:
|Teat Export
Description:
=
B
Screen bip:
Location:

Bdrniniskratian
Select anather lacation, ..

Cancel = Back Mewt = Firish

6. Leave the default “Select public folders and directory content” selected. Click
Next.

Choose a deployment method - Mew Export wizard

hoose ko deploy public Folders and direckory content or ko deploy the entire Content Skore.

Deployment method:
{% Select public Folders and directory content

{~ Select the entire Content Store

™ Include user account information

Cancel = Back Mext = Firish

© SunGard 2008 Cognos Administrator
Page 45



Click the Add... button to specify which objects you want to add to your export.
Select the packages or folders and select the options to include in the export,
Public folders content

Change the target name of packages and Folders if wou do not wank to overwrits them in the target with packages and Folders from the deployment archive,
Disable the packages and folders if wou do not want users to access them in the target after the import,
| |.>Name

‘ > Target name

| [ bisable after import

Mo entries.

Options

Remove

[ Inchuds report output versions
Conflict resolution:

" Keep existing entries

& Replace existing entries
[ Include run histary
Conflict resolution:
7 Kesp existing entries

& Replace existing entries

[ Include schedules

Cancel || < Back H Mext > || Finish

On the left, navigate to the folder you want to add by clicking on the folder links.
Check the box next to the item. Click the green arrow to add the ent

Select entries (Mavigate) - Mew Export wizard

Mavigate the Folders or search to find the entries ko include in your achive, Seleck the entries you want and click the arrow button to update the Selected entries list,
Available entries

Public Folders = Performance Management > Performance Management Reports Entries: I_ _ l_ ) Tl
Entries: |1 - (&] 14|44 [ ]
— =1 [FT
M| |Name
1 Analyze Enrolment Funnel

[V CJ Manage Applicants

Search
Selected entries

Mo entries.

Remove
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Notice that the entries have been added to the right side. Click OK.
Select entries {Navigate) - New Export wizard

Mavigate the folders or search to find the entries to include in your achive, Select the entries you want and click the arrow butkon to update the Selected entries list,
Available entries

Public Folders = Petformance Management = Performance Management Reports

Search
Selected entries
Entries: [t - O | [H][«]wm
Entries: Il - |2 o o |4 (][ M
M| |.>Name
| |Name
T 1 - analyze Enrollment Funnel
T 3 analyze Enrollment Funnel
T 3 > Manage applicarts
[T 3 Manage Applicants
Remowve

10. You can edit the target name of the objects and disable the objects after import
if you choose. In addition under Options, you can decide to include report output
versions, run history, and associated schedules. Click Next.

Select the public folders content - New Export wizard

Select the packages or Folders and select the options to include in the export.
Public folders content

“hange the target name of packages and Folders if you do nat wank to overwrite thern in the target with packages and folders from the deplovment archive,
Digable the packages and Folders if ywou do not wank users to access them in the karget after the import.

Entries; 1-2
| |.>Name | .. Target name | I pisable after import
T 3 > Analyze Enraliment Funnel - > Analyze Enrollment Funnel E
T 3 > Manage Applicants - Manage Applicants & r
Add..
Options
I~ Inchide repart output versions
Conflict resolution:

. Remove
7 Keep existing entries

% Replace existing entries
I Inchude run history
Conflict resolution:
" Keep existing entries
% Replace existing entries
™ Inchide schedules

Conflict resolution:

" Keep existing entries

Cancel || < Back || Mext = || Finish
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11. Specify if you want to include any of the associated objects of the objects you
are exporting.

Select the directory content - Mew Export wizard

Select the direckory content and options toinclude in the export,
Directory content
[T Include Cognos groups and roles

Conflict resolution:

{" Keep existing entries

% Replace existing entries

[T Include distribution lists and contacts
Conflict resolution:

i Keep existing entries

{% Replace existing entries

[™ Include data sources and connections
™ tnclude signans

Conflict resolution:

{" Keep existing entries

% Replace existing entries

Cancel <= Back Mewxt = Firish
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12. Specify the general options of the export.

Specify the general options - New Export wizard

Specify the options applicable to all the entries in the export, You can also select the options applicable to the deployvment recard,

AcCCcess permissions

[T Include access permissions

= Apply to new entries only

% Apply ko new and existing entries

External namespaces

{ Include references ko external namespaces

{¥ Do not include references ko external namespaces

Entry ownership

Set the owner to:

% The owner from the source

" The user performing the impork
Apply to:

" Mew entries anly

¥ Mew and existing entries

Deployment record

Recording level:
Select the level of detail ko save in the deplovment record,

IE-aSic vI

Cancel = Back Mewt = Finish
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13. Leave the default selected to create a new Archive. Click Next.

Specify a deployment archive - New Export wizard

Select From the existing deployment archives or kype a new deplovment archive name, Select whether to encrvpt the conkent of the archive,
Deployment archive

The location of the deployment archive is set using the deployment Files location in Cognos Configur ation,

Entries: |1 - |1 ) | (][] ][

| | MName &

0 BS full_backop

{* New archive:

|Test Export

Encryption

‘fou can encrypk the content of the archive by setting a password, This password is required to decrypk the archive during import,
[~ Encrypt the content of the archive

Set the encryption passward. ..

Cancel || < Back H Mext = H Firish

14. Review the summary of the export. Click Next.

Review the summary - New Export wizard

The Export wizard is ready to export ta the deplovrient archive,

If ywou wank to change any settings, click Back,

If wou are satisfied with the setkings and want to select whether o run, schedule, or save only, click Mext,

Deployment specification

Mame: Description:
Test Export

Deployment archive

Mame: Encryption:
Test Export Da nok encrypk the content of the archive

Public folders content

| e Mame Target name
1 = analyze Enrolment Funnel w7 fAinalyze Enrollment Funnel
1w Manage applicants - ¥ Manage Applicants
Options:

Do not include report output versions
Do ot include run hiskary
Do not include schedules

Directory content

Do not include Cognos groups and roles
Do not include diskribution lisks and contacts
Dn nnt inchide data soorees and ronnerctinns

< Back ‘ Mext = || Firish |

| Cancel
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15. Click Save and Run Once. Click Finish.

Select an action - New Export wizard

Select whether wou want to run, schedule, or save only, when the wizard closes,
Action:
{% Save and run once
i Save and schedule

{ Save only

Cancel = Back Mewt = Firish
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16. Click Run.

Run with options - Test Export

Select when you want bo run this expark,

Time:
% Mo
{ Later:
| Aug 5, 2008 B~
| 157 am 2
Content:
Mane

¥ Caontent store
v Public Folders

¥ . Analvze Enrollment Funnel

¥ . * Manage Applicants

FL.un Cancel

17. Click OK.
i You selected to run Test Export’ as Follows:
k\) Time: now

[T Wiew the details of this export after clasing this dialog

Click. OF ko run the export or click Cancel ko return bo vour selection,

ik Cancel
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18. Notice that a Zip file was created in your Cognos_installation_path/deployment
path.
Eile Edit View Terminal Tabs Help
[root@RDKE deployment]# pwd
Jull/cognos/c8/deployment
[root@RDK deployment]# 1s
full backup.zip Sungard University Sungard University_2 Test Export.zip
[root@RDK deployment]# I

Steps - Import Data

Follow these steps to import data.

1. With the exported Zip file located in your Cognos_installation_path/deployment
path, from Cognos Connection click Launch. Select Cognos Administration.
Bi~ ff~ a~ Launch~

Metric Studio J

Query Studio Moo
Analysis Studio
Report Studio Ldlld
Event Studio

Crrill-thtough Definikions

]
PR
e
IS
®
it

Cognos Adminiskr ation
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2. Click the Configuration tab at the top.

Status Security | Configuration |

& current Activities Current Activities - Background activities

B past Activities Total (D)

) Upcoming Activities Fending | 0

Systemn Executing [0 : : :

Schedules Waiting | 0 i i i
o .

Suspended | ! !

{* Background activities

" Interactive activities [ ‘Name
Mo entries.
Run by:
Arty user Last refrech time: August 1, 2008 2:14:40 Ab
Seleck 5 user. ..

Status:

fim -

3. Click on the Content Administration link.
Cognos Administration

Skakus Security | Configuration |
a Data Source Connections Directory > Cognos

EE} Conkent Adrinistrakion

Distribukion Lisks and Caonkack

Iﬂ::afl Printers r | = |Namen
EE Styles I B MM _Sungard
B portlets ~ [ eow
I B EDW_kest
'!?.5 Dispatchers and Services - B 1ot
-

B great_outdoors_sales
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4. Click the New Import button.
CEEEHS s mRXEQ

Entries: |1 -7 O] | [14][ed][m][m

| Modified £ | Actions

March 18, 2008 12:49:03 AM

August 5, 2002 2:00:39 AM

Match 16, 2008 6:25:43 PM

VBB
o
z
a1}

5. Select the export folder you just created. Click Next.

Select a deployment archive - New Import wizard

Select the deplovment archive From which ko gek the entries to import, IF the archive is encrypled, wou will be

Deployment archive

The location of the deployvment archive is set using the deployment files location in Cogrios Configuration,

| |Mame &

B ful_backup
* | B Test Export

Cancel = Back Mewt = Firish
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6. Enter a name for your import in the Name field.

Specify a name and description - New Import wizard

Specify a name and location for the deployment specification. Yoo can also specify a description and screen tip,

MName:

|Test Import

Description:

Screen kip:

Location:
Adrniniskration
Select another location, ..

Cancel = Back Mext = Firish

7. Click Next.
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8. Edit the target name of the objects by clicking on the Edit (pencil) icon next to
the object Target Name.

Set properties - Test Impork
General Import Permissions

Specify the deployment archive options, select the packages, folders and directory content ko import, and specify the options

Deployment archive:

Test Expart  Chanage the deployment archive. ..

Public folders content

Change the target name of packages and Folders if wou do nok want to ovenwrite them in the target with packages and Folders
Disable the packages and Falders iF wau dao not wank users ko access them in the target after the impaort,

| |.=Name | ... Target name

r tl - ,ﬁ,nah.'ze Enroliment Funnel - .':'|I'|E||‘:.I'ZE Enrollment Funnel

r tl - = Manage Applicants = = Manage Applicants
Options

[T Include report output versions
Conflict resolution:

i Keep existing entries

{%¥ Replace existing entries

[T Include run histary
Conflict resolution:

{" Keep existing entries

% Replace existing entries

84 Cancel
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9. Add 7estto the end of each object name. Click OK.

Specify the target location and the multilingual target name - Test Import

Specify a name for each language to use in the target environment,

Location:
Public Folders = Performance Management = Performance Management Reports
Select another location...

Language:
English (United States)

Source nane:
Manage Applicants

Targelt name:

Manage Applicants Test

()4 Cancel
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10. Select the objects you want to import. Specify if you want to include report
output versions, or run history. Click OK.

Set properties - Test Impork
General | Impork Permissions

Specify the deplovment archive options, select the packages, folders and direckary conkent ta import, and specify the

Deployment archive:

Test Export  Change the deplovment archive. ..

Public folders content

Zhange the target name of packages and Folders if wou do nok want to overwrite them in the target with packages and
Disable the packages and Folders if wou do not wank users ko access them in the target after the import.

| |..>Name | ... Target name

W | O] = analvze Enrollment Funnel « = Analyze Enrollment Funnel Test &

W | O] > Manage Applicants - = Manage Applicants Test &
Options

[T Include report output versions
Conflict resolution:

{7 Keep existing entries

{¥ Replace existing entries

[T Include run hiskary
Conflict resolution:

{7 Keep existing entries

% Replace existing entries

14 Cancel
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11. Specify if you want to include any of the associated objects of the objects you
are importing.

Specify the general options - New Import wizard

Specify the options applicable ko all the entries in the import, You can also select th

AcCCcess permissions

[T Include access permissions

" Apply ko new entries anly

{% Apply to new and existing entries

External namespaces

" Include references to external namespaces

{% Do not include references to external namespaces

Entry ownership

Set the owner to:
{% The owner from the source

= The user performing the import
Apply to:
{7 Mew entries only

% Mew and existing entries

Deployment record

Recording level:
Select the level of dekail o save in the deplovment recard,

IE-asiu: 'I

Cancel < Back Mewt = Firish
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12. Review the summary page. Click Next.
Review the summary - New Import wizard
The Import wizard is ready to import inko the target environment,
IF wou want to change any settings, click Back.
IF wou are satisfied with the settings and want to select whether to run, schedule, or save only, click Mext,

Deployment specification

Mame: Description:
Tesk Impork

Deployment archive

Mame:
Tesk Export

Public folders content

| .. Name Target name | Disable after impork
[« = fnalyze Enroliment Funnel w2 Analyze Enroliment Funnel
3w = Manage applicants = = Manage Applicants
Options:

Do not include report output versions
Do not include run hiskory
Do nok include schedules

Directory content

Do not include Cognos groups and roles
D nok include distribution lisks and cankacks
Do nnt inclode daka soorces and conneckinns

< Back | Mext = H Firish

Cancel
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Cognos Administration - Avant Browser

13. Make sure Run and Save Once is selected. Click Finish.

File Edit View Tools Help — 51 X
<::I e = ® - @ = é w D = ('_i}http:fleZ.168‘42.12Sfcugnosﬁfcg\-binfcognos‘cgi?b_act\un:cugadrmn&bacHJRLz%ZFcugnosE°fo2fcgi-bmﬂfozfcugnos.cgi”fﬁfb_actmn”foadxts.run%zsm”lﬁdporta\%chc‘xl @Gu ok q
Cognos Admi

Status Security Configuration

B Daka Source Connections

Select an action - New Import wizard
[ .
i3 Content Administration | oot whsther you want ko run, schedule, or save only, when the wizard closes.
Distribution Lists snd Contact:

Action:
& printers  Save and run ance
Gl stvles € save and schedule
€ Save orly
H Portlets

83 Dispatchers and Services

Cancel || < Back H Mext =

‘ Finish

rv) Cognos Administration

Bl % Done

B 2 Lo . 0w | @ inemet
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14. Click Run.

Run with options - Test Import

Select when you want o run this impart,

Time:
% Mo
{ Later:
| Aug 5, 2008 B~
EREL 2
Content:
Mane

¥ Caontent store
v Public Folders

¥ . Analvze Enrollment Funnel

¥ . * Manage Applicants

Report specification upgrade
You may want ko keep existing report specification versions for compatibility with existing applications.

{~ Upgrade all report specifications to the latest version

{* Keep the existing report specification wersions

F.un Cancel

15. Click OK.

‘fou selected bo run 'Test Impart' as Follows;
Time: now
Report specification upgrade: Keep the existing report specification versions

=

[T Wiew the details of this import after closing this dialog

Click. Ok ko run the import or click Cancel to rekurn ko wour selection.

il Cancel
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16. Navigate to the imported directory.

Iﬁ | Public Folders | My Folders

Public Folders = Performance Management = Performance Management Reports

| |Namesg
[T [ fnalyze Envollment Funnel
[T [ Analyze Envoliment Funnel Test

[T [0 Manage &pplicants
[T [0 Manage &pplicants Test
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Create Distribution List and Contacts
[ ]

Introduction

Distribution List can be created to easily distribute notifications or report output via emails
to user groups. (Note: an SMTP mail server is required.)

Steps

Follow these steps to create a distribution list.

1. From Cognos Connection click Launch. Select Cognos Administration.
B~ l"l + @ v Launch *

Metric Studio J

Cuery Studio b Erg
Analysis Studio

Report Studio LLalLd!
Event Studio

Crrill-through Definikions

7] &
= HOV &/ m

Cognos Adminiskr ation
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2. Click the Configuration tab at the top.

Status Security | Configuration |

& current Activities Current Activities - Background activities

B past Activities Total (D)

) Upcoming Activities Fending | 0

Systemn Executing [0 : : :

Schedules Waiting | 0 i i i
0 :

Suspended | !

{* Background activities

" Interactive activities [ ‘Name
Mo entries.
Run by:
Arty user Last refrech time: August 1, 2008 2:14:40 Ab
Seleck 5 user. ..

Status:

fim -

3. Click Distribution List and Contacts.

Skakus Security |
a Data Source Connections Directory > Cognos

E{E} Conkent Adminiskrakion

Diskribukion Lisks and Conkack

I% Prinkters
EE Skyles
ﬁ Portlets

EDw_Eest
“:ES Dispatchers and Services

go_mekrics
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4. Click the Cognos Security Namespace.

Skatus Securiky | Configuration |

a Daka Source Connections Directory

E'{E} Conkent Administration

Distribution Lists and Con

2 |Name &
I% Prinkers I | i |
&8 Cognas
E]E Skvles
Last refresh tirme: August 5, 2008 3:09:30 AM
ﬁ Portlets

":ﬁ Dispatchers and Services

5. Click the New Distribution List button.
CtEAEl 6 R X B Q

Entries: | - | o

|Modified & | Actions
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6. Name the Distribution List. Click Next.

Specify a name and description - New Distribution List wizard

Specify a name and location For this entry, You can also specify a description and screen Lip.

Mame:
DL Test

Description:

Screen tip:

Location:
Directory = Cognos
Select anather lacation, ..

Cancel = Back Mext = Firish

7. Click the Add... button to specify users/groups to add to the list.

Select the members - New Distribution List wizard

Select the members of this entry,

Entries: - 14][44] o] [

| |..zName | Type

Mo entries.

Remove

| Cancel H < Back || Text = || Finish ‘
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8. Select the Cognos Security Namespace.

Available entries Selected entries

Directory Entrigs: - I °
[ shaw users in the list
— T T
Entries: |1 -1 ©
| [Hame

&8 [ Cognos Mo entries,

Remove

9. Select the check box next to the Admissions group. Click the green arrow to
move the selection over to the right. Click OK.

Available entries Selected entries

Directory > Cognos - I_ _ I— °
Entries;: |1
I~ Show users in the list
— T Tosvene
Entries: |1 s O b

- h w2 Admissions

| Name Remove

Admissions

All Authenticated Users
Analysis Users

Authors

Consumers

Controller Administrators
Controller Users

Drata Manager Authors
Direckory Administrakors
Everyone

Express Authors
Metrics Administrators

Metrics Authors

I e e e e e I O B e |
ggsgsgrgegesagegaEeses

Metrics Users
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10. Click Finish.

Select the members - New Distribution List wizard

Select the members of this entry,

| |..»Name
I~ 88 > admissions

Cancel < Back Mext = Finish

The Distribution List can now be used when a report is scheduled with a delivery
option to email.
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