How to Run a Cognos Restraint/Seclusion Summary Report

1. Click on “Cognos Reporting” on the left hand side. If this is not an option, contact your district/charter ISO to have these rights added.
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How to Run a Cognos Restraint/Seclusion Summary Report

2. Click on “Standard DOE Public Folders Shortcut.”
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3. Click on “Standard DOE Public Reports.”
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4. Click on “Discipline Reports.”
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5. Click on “Restraint Seclusion Report by School (prompted).”
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6. Select appropriate prompts. You can select to have a detailed report or summary report by school or student. If you want all students included in the
report, do not search and select a student name. Be sure to select the appropriate date range.
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7. The sample below is a summary report, by school, with a date range of July 1, 2014 — February 10, 2015. Once you select the appropriate prompts, click
on “Finish” to run the report.
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8. Below is what the completed report looks like in HTML format. Click on the “page down” link to see other pages of the report. Click on the “bottom”
link to go to the end of the report to see a district total. You may have to scroll down to view these links.
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9. You can click on this icon to save as an excel spreadsheet. Then select “View in Excel Options” and then “View in Excel 2007 Format.” Open the file in

the next window. NOTE: The s ry report will include all data elements when downloaded to Excel.
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