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How to Create an Attendance Report from the 
Attendance Cube  
 

Objective: Create a report using the Attendance Cube in Cognos. A simple 
table showing attendance for a single agency by month is created. 
 

Concepts Covered: 
 Control Key 
 Options for Inserting Objects 
 Expand 
 Click, drag, drop 
 Row and Column drop down menus 
 Keep 
 Exclude 
 Hide 
 Adjusting width of columns 
 Undo Key 
 Selecting Columns 
 Shift and Control Keys for simultaneously selecting multiple objects 
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1. Click on Attendance in the Data Analysis Section while holding the 
Control Key down. This brings up a new window with the cube view. The 
Control Key helps by-pass pop-up blockers that may be running in the 
background. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Hold the Control Key 
down until the new 
window completely 

loads. 

Tip: the Undo button 
– if at any time you get 

somewhere you don’t want to 
be you can always undo your 

last action. 

You can also ‘undo’ by 
selecting undo from the Edit 

Menu. Notice the 
complimentary ‘redo’ as well, 
for the indecisive among us. 
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2. Choose the Agency of Your Choice  (or Skinning Catfish). As with most 
areas of Cognos and other computer applications, ‘there are many ways to skin a 
catfish.’  For example, here are four options for completing this action: 
 

Option 1 : Use the scroll bar on the right side of the window to scroll 
down and find your agency. Click the agency from the list. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Option 2: Similarly, you 
could scroll down to 
your agency of choice 
and Right Click it, then 
select ‘Keep’. 

 
 
 
 
 

Left click on this, for example. 

Use this 
scroll bar.

Right clicking on an agency gives you this 
menu. Select ‘Keep’ to choose the agency. 
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Option 3: Expand the 
choices under 
Agencies in the 
Insertable Objects 
pane on the left 
by clicking the 
plus sign. 
 
 

 
Scroll 
down the 
list until 
you find it. 
 
 
 
 
 
 
 

 
 
Select, Drag and 
Drop the Agency on 
to the “All 
Agencies” box in 
the top blue 
rectangle under 
‘Rows:’ 

 
 
 
 

 
 
Option 4: Click on the drop down 
arrow to the immediate right of 
the “All Agencies” box in the top 
blue rectangle under ‘Rows:’ 
(see white block arrow to left), 
scroll and click the agency you 
want. 
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drag 

Whatever option you choose, you should arrive here: 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
3. Make More Room (optional): At any point in this process you can 
manipulate the size of columns and panes in this active window.  Try dragging 
the Insertable Objects border to the left for example. Left click on the border and 
drag left.  
 

 
 
Similarly, you can narrow or widen the individual columns on the right by clicking 
and dragging.  For example, you can narrow or widen the individual Fiscal Year 
columns. 
 

Notice that all of the 
other agencies have 
dropped out of the 
working area on the 
right side of the window.  
Also notice that the 
chosen agency is now 
in the box under ‘Rows:’ 
at the top. 
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4. Select an appropriate span of time.  You could choose a single fiscal 
year and get monthly views for that year.  Or, you could choose multiple 
years and be able to compare them. For this example choose 2008.  Again, 
skinning catfish. You can isolate 2008 as the object for the table column in 
multiple ways: 
 

Option 1: (Left-) Click on 2008 

Option 2: Right-click on 2008 and select ‘Keep’ 

Option 3: drag 2008 from the Fiscal Year section under the Insertable 
Object list.  You must first ‘expand’ fiscal years by clicking on 
the plus sign. 

Option 4: click on the drop down arrow next to Fiscal Year under 
‘columns’, click on 2008. 

 
 
 
Whichever option you choose, this is what you should end up with: 
 
 

 
 
Notice, selecting one year ‘drills down’ to a monthly view for that year.   
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Tip: 
selecting columns – To 
select a column click in the upper 

right corner of each column 
header. (If you click on the heading 

itself, you are ‘selecting’ it and it 
will isolate that column or ‘exclude’ 

all others). 

Tip: 
selecting multiple 

columns. While selecting a 
column by clicking, hold the Shift 

or Control key down.  

Hold the Shift key 
down to select a 
‘block’ of items.   

Hold the Control Key 
down when the items 

are not adjacent. 

5. Exclude extraneous columns. Again, multiple options: 
 
 
 
Option 1: Think positively, select the columns you want.  Tip -- To select a 
column click in the upper right corner of each column header. If you click on the 
heading itself, you are ‘selecting’ it and it will isolate that column (‘exclude’ all 
others). When all wanted columns are selected/highlighted, right click and 
choose ‘Keep’.   
 

 
 

 
 

 
 
 
 
 
 
 
 
 

 
 

 
 

 
 

 
 

The Shift and Control keys may be used for selecting multiple 
insertable objects and rows as well.    
 
 

 
 
Right click on one of the upper right corners of a selected column and choose 
‘Keep’ 
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Option 2: Think negatively, exclude the columns you don’t want. Hold the 
control key down while clicking the columns to be excluded,  

 
 
 
right-click and select exclude. 

 
 
Notice in the Right-Click Context Menu, ‘Hide’ could have been chosen as well.  
‘Hide’ just physically does not show the columns, whereas ‘Exclude’ hides and 
takes away the data values as well. 
 
 
Other Options:   
 

3.You could also expand Fiscal Year 2008 from the Insertable Objects 
list on the left, use the Control or Shift keys to select multiple months, and 
then drag and drop them into Columns box.   
4. Alternatively, you could select the drop-down menu next to 2008 in the 
Columns box and select multiple months from the list.   
**Neither of these options shows you the data that you’re excluding, an 
advantage with the first two options. 

 
 
 
 
 

  

Held down
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In the end you should have a table that looks like this: 
 

 
 
For further practice in Cognos,  look up the following How To documents: 
 
How To Save As  
 
How To Change  Property Setting 
 
How To Print as PDF 
 
How To Create a Chart 
 
 
 
 
 
 
 
 
 
 
 
 
 


