1. Open up the link https://confluence.rowan.edu/display/IRT/Banner

2. Inthe Cognos section of the page, click on the Student Workers Report.
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Log in to Cognos

Cognos enables users without technical knowledge to extract
corporate data, analyze it and assemble reports.

« Cognos Test
« Metadata
« Request a new COGNOS report

Cognos Reports

Access to this report requires Cognos authentication. If you do not
have access to Cognos, please email cognos-
administrators@rowan.edu to request an account.
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This will redirect you to Cognos where you will be prompted to enter your network credentials. (Note: If you
don’t have a Cognos account, email cognos-administrators@rowan.edu and request one)
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3. You will then be prompted to select a Fiscal Year and Selection Methodology. The Selection Methodology is
what you want to filter on. The choices are: Timesheet Org, ID and Name. Once you have selected a Fiscal Year
and Selection Methodology, click on the Reprompt button.
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To continue, please click "Reprompt” after selecting the options above.
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4. After click the Reprompt button, you will then be asked to enter a Department, ID or Name, depending on which
selection Methodology you chose. Click Insert

5. Click Finish (at bottom left) and your report will be produced
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Reprompt

To cortinue, please click “Reprompt”™ affer seleching the options above

Cholces:
— Doe, lohn
Doe, Jane

Please enter the student's name (Last, First Middle):
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6. This is what the report should look like.
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7. To download the report, click on view icon down arrow and select Excel, PDF, HTML, or XML. For Excel, select
View in Excel Options, then View in what version of Excel you would like.
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8. If you want to run the report again with different parameters, then click the return arrow in the top right hand

corner,
b Web Processes: Student Workers

then select the Web Process: Student Workers report,

, to re-run the report.



