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Verify Cognos Access

Here are step-by-step instructions with examples on how to verify your access.

1. Open the Outlook desktop client.

2. Click on the Address Book icon (highlighted below) or use the keyboard combination

Ctrl+Shift+B.
L/ Inbox - Microsoft Outiook ==,
i 3dNew - i 3 X | S Reply (fiReplyto All (3 Forward = Send/Receive - [ | [[@] Search address books - | @ B

3. Type in your last name in the search box:

Ll - —— — IEI B
[l Address Bock: Global .ﬂlddress List — . [ g
File Edit Tools

Search: @ Mameonly () More columns  Address Book

|westerme1_fer| | Go Global Address List - Advanced Find

| Mame Title Business Phaone Locatiol

3 Westermeyer, Lawrence w Director Institutional Research (314) 516-4010

E‘,., Westermier, Andrew W, (S&T-5t... Graduate-Master's (660) 826-0212

E‘,., Westermier, Cameron V. (S&T-5t... Freshman (560) 826-1374

& Western History Assodation

& ‘Western Journal of Mursing Rese, ..

E‘,., Western Missouri Medical Center

E‘,., Westervelt, Brianna E. (MU-5tud... Sophomore (81a) 468-5242

E‘ﬂ, Westervelt, Dylan T, (UMKC-5tu... Freshman (81a) 4a68-5242

E‘,i Westerwald, Greta L. (MU-5tudent) Graduate (573) 819-0403

E‘,i, Westfall, alan R, (UMSL-5tudent)  Senior (638) 227-0648

E‘,., Westfall, Charlens 5. (UMKC-5tu... Senior (913) 339-8100

E‘,., Westfall, John (UMSL-Student) Graduate {918) 609-5178

E‘,., Westfall, Laura M. (UMKC-Student) Freshman {417) 334-7610

£ Westfall, Michael C. (MU-Student) Junior (315) 279-2875 [
&, Westfal, Stephen C. (MU-Student) Nja (536) 928-5135

E‘¢|WEstl'aII, Tavylor M. (MU-Student) Freshmar|1 (630) 257-7052 i
4 1 3

Institutional Research Last Updated April 6, 2021



“ M SL University of Missouri - St. Louis

4. Right click on your name and choose Properties.

5. Then click on the Member Of tab.

'_—'
E=] Westermeyer, Lawrence W. m - —— =

General |Drganization | Phone/Motes I Member Ofl E-mail Addressesl

Mame

First: Initials: W Last: Westermeyer

Display: Westermeyer, Lawrence W,  Alias: westermeyerl
|
| Address: 324 Woods Hall a Tite: Director Institutional Researd |
I = Company: University of Missouri
!
| City: St. Louis Department: Institutional Research
| State: MO Office:
| |
| Zip code: 63121 Assistant:
N Country/Region: United States Phane: (314) 516-4010

[ Addtocentacts |[ ) Actions

|
l [ ox || cancel || ool

6. Scroll down the list to look for either “UMSL, Cognos SR or "UMSL, Cognos SR
(FERPA)”. If you see one of these entries, you have access.

E=] Westermeyer, Lawrence W. m ——— Y

| General | Organization | Phone,ﬂ\lotes| Member Of |E—rnai| Addresses|

Group membership:

&, UMSL, Cognos SR ~
&, UMSL, Cognos SR-Accounting

&, UMSL, Cognos SR-Credit Hour

& UMSL, Cognos SR-Honors |
5 UMSL, Cognos SR-InfoSys
& UMSL, Cognos SR-Qutreach

&, UMSL, Cognos_Developers
&, UMSL, FIN Officers

&, UMSL, IR Data Access

€5 UMSL, ITS Billing

€8 UMSL, ITS CI0 DL

& UMSL, TTSNotify -

. [ 1 3

m

= o e w w ————

[ Addtocontacts || ) Actions

: ’ Ok ] ’ Cancel Apply
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7. If you do NOT see one of these, you need to complete the required FERPA training by
signing in to myHR (https://myhr.umsystem.edu) and clicking on the NavBar icon in the
top left corner of the landing page:

8. Click on Navigator from the NavBar selection pane:
NavBar ﬂ
Ayl

:©

Recent Places

)

My Favorites

Havigator

9. Select Self Service from the Navigator dropdown:

NavBar: Navigator :
1] UM Custom Processes 5
O

Recent Places Self Service 5
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10. Select Training:

NavBar: Navigator ﬂ
- - 4= | Self Service 3
u
:©
Recent Places Time Reporting >
Personal Information 5
My Edvanilas Payroll and Compensation >
E Benefits >
Navigator
Performance Management >
Recruiting >
Training >

11. In the Training dropdown, click on myLearn:

NavBar: Navigator ﬁ
e 4= Training *
%)

myLearn

Recent Places

s MUHC Education & Development

12. The skillsoft login window will open:

University of Missouri System
COLUMBIA | KANSAS CITY | ROLLA | ST.LOUIS

Username
‘ ‘ You are currently logging into:

Skillsoft Corporation
Password

T n
skillsoft

Help  Using a shared computer?

B uxc S&  umsL
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13. Sign in with your SSO ID and password.
14. If you see the FERPA tile shown below, click on it.

FERPA

For Higher Education

15. Otherwise enter ferpa into the search box and click the magnifying glass.

16. Click on

FERPA for Higher Education

Course: 30 Minutes

17. Once you have passed the training, you will be added to the proper security group within
24 hours.
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