How to Run Cognos Substantiated Bullying Incident Report

1. Click on “Cognos Reporting” to the left.
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How to Run Cognos Substantiated Bullying Incident 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 “Substantiated Bullying Incident Report.” NOTE: You may also run the report beneath it which gives you data on the number of
student offenses rather than incidents. Remember, an incident of bullying may have several offenders.
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6. Enter the current school year (i.e. 2013-14 school year would be 2014)

7. Click on “OK” at the bottom left of the screen to run the report.
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8. This is what the final report will look like. NOTE: Depending on the size of your district and how many alleged reports have been recorded,
you may need to scroll down the page and click on “page down” to see additional school totals. In addition, the red, yellow and orange
columns are quick reference points to see if the mandatory parental notification and reason requirements have been recorded.
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Procedures for printing the report:
1. Go to the “view in” drop down at top right.
2. Select “view in excel options” and then select the appropriate format (usually the most recent).
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3. Open (or save then open) the file in excel and print.
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