
 

Tip sheet for Creating a Goals Report by class from Cognos 

Favorites 

Login to Cognos using your Program’s ID (only 1 per agency) and password: 

  

When you reach this page click the Favorites Tab at the top of the page. 

 

 

 

 



 

Click on the Green arrow after Workshops: 

 

And on the Goals Folder that opens after that: (Since there is no green arrow, clicking on the 

word Goals is fine) 

 

Click on the Fiscal Year Folder that you are interested in finding the Goals per Class for: 

 



 

The Report is called, “FY10 Goals Set/Met Details w suppression on rows … 

 

Now we need to make the report look the way we need it to look.  

 

First, select your Program from the Class drop down list: 

 

 



 

 

 

Then, Hide the Insertable Objects panel and resize the columns (just like any other table) 

  

 

 



 

You may notice that classes appear for all years.  To get just FY10 classes, you’ll need to filter 

or suppress the zeros 

 

Choose the filter [funnel] from the tool bar menu at the top.  

. 

You now need to choose what to filter.  

 

 

Click on, Add a filter line  

 

 



 

 

Accept the default [active goals classes] and put a 0 into the Value Column. Click OK 

 

You will now get only the classes that are active for FY10, with the goals for those classes  

  



 

At this point, you can save the report you created to your“My Folders”.  Saving the report 

now lets you rerun the report again quickly without doing all the steps above. Choose the 

Save As Icon from the top menu; make sure you click on the My Folders icon that will appear 

in the resulting new window; pick a folder or create a new one to put the report in; choose a 

meaningul name for the report; and then Click Save.   

 

You can now choose a particular class by clicking on it, to bring up the list of student in the 

class with the goals they’ve set and met.   



 

You can also adjust columns to view or run the report as a PDF file, which automatically 

adjusts it to fit to a page.  

 

  

This is the resulting report 

 


