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Use this task to search for Cognos Reports.  

Navigation: Quicklinks > Cognos Reports 

 

1. You can find reports in Cognos by searching with keywords or by browsing the folders. Let's begin with the keyword 
search.  

2. Click the Search button. 

 

3. If you previously saved searches, they appear in the Search area. In this example, no saved searches appear.  
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4. Click in the Search field.  

5. Enter the desired information into the Search field. For this example, enter leave. 

 

6. As you type Cognos displays objects that have the keyword in the title. You can pick an object from the list or press Enter 
to complete the search. For this example, press [Enter]. 

 

7. In this example 35 items match the keyword search. You can scroll through the list to find a report that meets your 
needs.  

8. Notice there are two different icons in the results list. The icon for the first item in the list indicates it is a report. Also 
notice that the path to the report appears below the report name.  

9. The icon for the sixth item in this list indicates it is a shortcut to a report. Shortcuts might be reports you run frequently 
and saved to your My content folder.  
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10. If the search returns a large list, you may want to filter the results. Click the Type button. 

 

11. In the filter area you can specify the type of objects to include in the search results. For this example, click the Reports 
option.  

12. Cognos automatically applies the filter option. Notice the results list now has 32 items instead of 35 items.  

13. You also can specify the date the object was last modified. For this example, click the Past Month option. 

 

14. The second filter returned no results. You can clear the filter options to return to the original search results. Click the 
Clear all link. 
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15. You can save search criteria for future use. Click the Save search button 

 

16. A confirmation message appears. This search appears in the Search area the next time you start a key word search. Click 
the Close button. 
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17. Now let's try browsing the folders to find a report. Click the Team content button. 

 

18. The Team content folder contains folders and reports available throughout UC. Remember that your Cognos security 
may not grant access to all reports. Your list may be different than the example shown here. For this example, click the 
UCPath Reporting link.  

19. Continue to drill down until you find the report you must run. For this example, click the Absence Management Reports 
link. 
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20. There are two report shortcuts in the Absence Management Reports folder. The default display sorts the results in 
alphabetical order. Click the Sort by button. 

 

21. Notice the default sort is by name in ascending order, so the shortcut for report R341 appears above R-372. You can 
change to descending order or sort by modified date instead. For this example, click the Name menu. 

 

22. The sort is now in descending order by name, so the R-372 report shortcut is at the top of the list.  

23. You can use the breadcrumbs to navigate up the folder hierarchy. Click the Previous button. 
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24. You have moved up one level to the UCPath Reporting folder. Notice the sort order has been retained; the results are in 
descending order by name.  

25. You also can click within the breadcrumbs to jump to a specific level or to the top folder. For this example, click the 
Folder button. 

 

26. Cognos displays the list of folders within the navigation path. In this example the only folder higher than UCPath 
Reporting folder is the Team content folder. Click the Team content option. 
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27. You are now at the top level folder. Click the Team content button to close the folder navigation pane.  

28. You have searched with key words and you have browsed the Team content folder. 

 

Available Reports For Department Users  
 

1. R-022 Leave Accrual and Balances Summary Report 

2. R-103 Jobs with Approaching End Dates 

3. R-108 Short Work Break Monitoring 

4. R-135 Career Staff Taken Off Probation 

5. R-144 Post Doc Concurrent Jobs Aggregate Compensation 

6. R-147 Recurring Additional Pay Report 

7. R-150 Benefits Eligibility 

8. R-177 Return from Leave 

9. R-182 Limited Employees Moved to Career Status 

10. R-302 Personnel Status Report 

11. R-310 Compensation Report 

12. R-362 Employee with Administrative Stipends 

13. R-366 Employee’s total hours (sick, vacation, hours worked) 

14. R-371 Managers and Supervisors  

15. R-376 Active Pay Status but no Paycheck Report 

16. R-382 Work Authorization Expiration Report for Non-Residents 

 

 


