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Action	 Cognos	10	(old	way) Cognos	11	(new	way) 
Accessing 
Cognos.  
 

  
  
 

Access through WebRaider Portal, F&A Work 
Tools Tab, Finance portlet, and click Finance 

Reporting (Cognos) 
Access through WebRaider Portal, Cognos Tab 

Differences 
in User 
Interface 
screens 
after login.  

  
 Cognos 10 Public Folders Cognos 11 Welcome screen 

 
 
 
 
 

Click Finance 
Reporting (Cognos) 

Use  
Cognos Tab  
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Action	 Cognos	10	(old	way) Cognos	11	(new	way) 
Content 
folders.  
 

  
  
 Cognos 10 Public Folders. Cognos 11 Team Content. 

Running 
a Report.  

  
 Click the report name to run the report. Click the report name to run the report or a folder to 

see the content within a folder. 
 
 
 
 
 
 
 

Public Folders in Cognos 
10 are called Team 

Content in Cognos 11 

Click this icon for 
Team Content.  

The Content Window 
will slide out.  

Click to  
run the report 

Click to  
run the report 
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Action	 Cognos	10	(old	way) Cognos	11	(new	way) 
Prompt 
Pages.  
 

  
  
 Choose the prompt values. Choose the prompt values. 

Report 
output 
displays.  
 

  
 Report output for Cognos 10. Select the drop-down 

arrow for report output options. 
Report output for Cognos 11. Click the Run button for 

report output options. 

 
 
 
 
 
 
 

Select prompt 
selections 

Click next or finish 
to proceed 

In Cognos 11, the 
report prompt page 

layout is the same as 
Cognos 10. Select 

prompt values.   

Click next or 
finish to proceed.  

In Cognos 10, select 
report output version 

html, pdf or excel 

Select the report output 
version by clicking  

the Run button  
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Cognos 11 Enhanced Functionality 
 
Cognos 11 allows you to have multiple reports open at once. Open reports are accessible within the drop-down menu. 
You can click on an open report to switch to that report or close a report by clicking the X symbol beside the report 
name. Click the Welcome button to return to the Welcome screen or Home screen.  
 

 
 
 
 
 
 
 
 
 
 
 

Click the report name 
to move to another 

open report 

Click the X symbol to 
close open reports 

Click the home button 
to return to the 

Welcome screen or 
Home screen 

Cognos 11 gives you 
the ability to switch 

between open reports. 
Click the drop-down to 
select an open report 
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Buttons 
 

 Welcome screen or Home screen – Click this button to return to the Welcome or Home screen 
 

 Search  
 

 
 

 My Content – Your individual folders  
 

 Team Content – Shared folders among TTUHSC departments  
 
 
 

Enter Search Criteria 
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 Recent  
 

 
 

 Personal Preferences  
 

 
 

Click Recent to view Recently 
Reviewed Reports 

Click My Preferences then 
select Report Format and all 
reports rendered in that format  
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 Folder – contains data and reports 
 

 Report – contains information regarding specific system requests  
 
If you have additional questions or issues with Cognos 11, please refer to the Web Content Display portlet under the 
Cognos tab in the WebRaider Portal.  
 
 
 


