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Saving Reports in the Instructional Data Warehouse (IDW) 

An Old Cognos Functionality Returns 
by Fred Cohen  

Nassau BOCES Consultant 
 

One of the helpful features of our old Cognos software was the ability to 

save and organize reports.  That feature has now been brought to Cognos 

10 enabling all districts to create multiple folders where reports can be 

both saved and categorized.  For those IDW users who remember this 

functionality from our old IDW, the procedure is essentially the same.  

Here is how to proceed. 
 

Saving Reports without Creating Separate Folders 

The space reserved for saving reports can be found from the opening 

“Welcome—Launch Page” by clicking on the “My Folders” tab circled 

below. 

If no reports have been saved yet, that space will be empty.  To save a re-

port in “My Folders,” the user needs to follow a few simple steps. First,  

click on the words “Keep This Version” on the top right of any report, and 

then click on “Save as Report View….”  As an illustration, create a new 

report and notice the drop down menu as shown below. 

Click on “Save as Report View,” and a new screen will appear (see be-

low) listing a temporary name for the report.  You should now rename the 

report with a more definitive name allowing you to find the report later.  

Then click on “Select My Fold-

ers” and “OK” to save the report.  

It may take a moment or two to 

process your request, but when 

you next click on the “My Fold-

ers” tab, you will find the report 

labeled with the name you chose.  

One final click will open the 

saved report. 
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Saving Reports by creating Separate Folders 

Likely, however, more than one person will be creating and then saving reports.  It is 

therefore desirable to have separate folders for each user.  To save reports in separate 

folders, proceed as follows.  First, of course, each user has to create an identified folder. 

 

To create a separate folder in the “My 

Folders” tab, begin at the  

“Welcome—Launch Page”  and click 

on the “Report List” icon at the center 

of the page.  At the top right of the  

list of reports is a folder icon like the 

one circled to the right. 

 

When you hover over the icon, 

the words “New Folder” appear.  

Click on the icon and a new 

screen, like the one to the right, 

appears asking the user to name 

the folder.  For this demonstra-

tion I named the folder “Fred 

Cohen” as circled above right.  

Then click on “Select My Fold-

ers” and “Finish.” 
 

When you then go to the “My Folders” tab, you will see the new “Fred Cohen” folder just 

created.  If you click on that folder, you will see that it is empty because you have not yet 

saved anything to that folder.  Now that we have reserved a named space to save reports, 

let’s outline the procedure to place reports in that folder.   
 

Now create a new report in the manner outlined on page one using the “Keep This Ver-

sion” drop-down menu. Then follow the same procedure to finish saving the report using 

the “Select My Folders” command and then clicking “OK.”   
  
But this time, when we go back to the “My Folders” tab, we will see two item listed—the 

“Fred Cohen” folder we created earlier and the new report we just saved.  See below. 

 

 

 

Our final task will be 

to insert the saved re-

port into the folder 

using the cut and paste 

procedure shown on 

the next page. 

 

 

 

Then click 

on “Select 

My Folders” 

and 

“Finish.” 
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Click on the box next to the report you want to place in your folder  (see below), and then click 

on the scissors or “cut” icon. 

Then click on the name of the destination folder (Fred Cohen).  The folder initially appears to 

be  empty.  To place the cut report in the “Fred Cohen” folder, simply click on the “paste” icon 

below and the report will appear within your folder as shown below. 

 

As many folders as you like may be saved in the “My Folders” tab, allowing each administrator 

to save a personalized list of reports. In addition, if desired, folders can be saved within folders 

allowing a different set of reports for each school year. 
 

 

 

 

As always, IDW personnel are available to provide telephone assistance and in-district training 

for any district seeking to learn more about this newsletter or about other best practices for the 

IDW.  Call Fred Cohen at 608-6640, Meador Pratt at 608-6612, or Richard Nathan at 832-

2729 to schedule a training session or to discuss any Instructional Data Warehouse issue. 

 

 

 

 

 

 

 

 

 

 

 

 

 


