Cognos License Request Form
The University of Oklahoma

What is Cognos?

Cognos is a web-accessed business intelligence tool (used to transform per-student
Banner data into meaningful and useful information). This tool allows users to analyze
large amounts of information in a variety of ways in order to identify opportunities and
address challenges.

Why would | need Cognos access?
If you need information beyond the “single-student” view, Cognos allows you to gain
access to aggregate data — whether that is lists or summary tables.

What skills are required to use Cognos?

It depends on how you want to use it. Different Cognos licenses require varying levels
of technical and data ability. The most basic license allows the user to run already
developed reports. These reports are often parameter driven, allowing you to select
specific types of information (like a college and academic term) to obtain information
specific to your area [Consumer]. The advanced license allows you to create your own
complex reports to get at very specific information [Author]. So, depending on your
license, needed skills may range from a basic knowledge of Excel to more technical
skills like creating joins, building complex filters and writing SQL.

What capabilities would | have with each license type?
Capabilities Consumer Author
Interactively run exisiting reports X
View scheduled reports X
Create ad hoc basic reports (drag and drop)

Create charts

Basic formatting and calculations

Create filters and sort data

Create complex reports

Enhanced formatting and advanced calculations

Write SQL and build detailed filters

Create complex joins

XX X X X X X X X X

What costs to the University are associated with each license type?

The University has purchased an enterprise license, so while there is a yearly
maintenance cost for the product as a whole, it is not based on the number of individual
users.

To see training opportunities available for each license type, join the Cognos user group
and find documentation, please visit https://sooners.sharepoint.com/sites/cognos/.

Licenses will be reviewed to determine usage and can be revoked and reassigned
at any time.
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Cognos License Request Form
The University of Oklahoma

Requestor Information

Name (Last, First, Middle Initial) Date

Email Phone OU NetID (4+4)
Title Full Department Name

Requesting same level of access as previous employee? Yes |:| No I:l

If Yes, previous employee name: Previous employee NetID (4+4):
Requesting same level of access as existing employee? Yes I:l No I:l
If Yes, existing employee name: Existing employee NetID (4+4):

After reading the preceding page, the type of license | believe | would require is:

Consumer Author

Data Access Needed

What information do you need and how will you use it? Be specific as possible. Please feel free to
attach additional page(s):

Departmental Authorizations and Acceptance of Responsibility

| agree that | will use the information obtained from Cognos for authorized purposes required by my position and that | am
responsible for any actions taken through the use of my account. | understand any unauthorized use will result in loss of my
account. | also understand that licenses will be reviewed to determine usage and can be revoked at any time.

| have read and understand the attached information and will seek training as necessary to use this tool.

| have read the attached FERPA information, and | understand that my access to and use of student data created, obtained, and/or maintained
by the University is limited to the types and uses indicated in the University FERPA policy. | understand that if | use or disclose FERPA protected
information in violation the University’s FERPA Policy, or federal privacy laws, | will be subject to sanctions, which may include, but are not
limited to, termination.

Requestor Signature: Date:

I verify that the applicant for whom | am responsible is a University of Oklahoma faculty/staff employee and has a legitimate academic need to
access the information available through oZone/Cognos.

Department Chair or Director Approval: (Printed Name)

Signature: Date:

Submit to Chris Kennedy, Division of Enroliment Management, Buchanan Hall Room 333
FAX 405-325-7047, or by email (signed and scanned) to chriskennedy@ou.edu



mailto:chriskennedy@ou.edu

Access to Student Records and Release of Student Information

Information about students and former students gathered by the University of Oklahoma is of two types: directory and confidential.
Any office gathering such information and/or having custody of it shall release it only in accordance with the Family Educational rights and
Privacy Act (FERPA). FERPA is the federal law that governs the rights of students and university responsibility with respect to student records.

When a student enters a university and furnishes data required for academic and personal records, there is an implicit and justifiable assumption
of trust placed in the University as custodian of such information. This relationship continues with regard to any data subsequently generated
during the student's enrollment. A student’s education record includes any records maintained by the University that are directly related to that
student, including but not limited to, handwriting, print, computer media, video or audio tape, film, microfilm, and microfiche.

While the University fully acknowledges the student's rights of privacy concerning this information, it also recognizes that certain information is
part of the public record and may be released for legitimate purposes.

Directory Information
This is information, which routinely appears in student directories and alumni publications and may be freely released. The University of
Oklahoma has designated specific information as Directory Information:

e Name e current enrollment status

e local and permanent addresses e participation in recognized student activities & sports

e email address ¢ dates of attendance

e telephone number ¢ degrees and awards received and dates of receipt

e college ¢ posting of individual student’s grades and interim class

e major evaluations by code number which does not identify the student
e classification ¢ anticipated date of graduation based on completed hours.

The University of Oklahoma may disclose any of the above listed items, without the student’s prior written consent, unless the student elects
to withhold directory information by notifying the Office or Academic Records in writing.

Withholding Directory Information

A student may elect to withhold directory information by filling out the Directory Information Hold Form (PDF) and submitting it to the Office
of Academic Records, 1000 Asp Avenue, Buchanan Hall room 230. For students who withhold directory information, University
officials are prohibited from releasing any information without a written release from the student.

Confidential Information
Any information that is not included in the definition of the institution's directory information is confidential and may not be disclosed without
the student's signed and dated release, except as otherwise provided by law:

¢ school officials within the institution who have a legitimate o State and local officials or authorities to which such information is
educational interest - A school official is a person employed by the specifically required to be reported under the State statute and
University in an administrative, supervisory, academic or adopted prior to November 19, 1974;
research, or support staff position (including law enforcement e organizations or educational agencies conducting legitimate
personnel and health staff), a person serving on the Board of research, provided no personal identifiable information about the
Regents, a person or company under contract to the University to student is made public;
perform a service or function instead of using University e accrediting organizations;
employees or officials, a student serving on an official committee « parents of a dependent student upon proof of dependency
such as a disciplinary or grievance committee or who is assisting (exclusive of international students);
another school official in performing his/her tasks; « in connection with an emergency when such information is
o officials of schools to which the student seeks to transfer; necessary to protect the health or safety of the student or other
e the Comptroller General of the United States, the HEW Secretary, persons, and
the administrative head of an educational agency, or State o to comply with a judicial order or lawfully issued subpoena
educational authorities; provided that the educational institution makes a reasonable effort
e in connection with the student's application for, or receipt of, to notify the student of such prior to compliance, unless the
financial aid if the information is necessary to determine eligibility, existence or contents of the subpoena or order may not be
amount of or conditions for the aid or to enforce the terms and disclosed by law.

conditions of the aid;

Personal information shall only be transferred to a third party, however, on the condition that such party will not permit any other party to have
access to the information without the written consent of the student.

University employees may not disclose personally identifiable information to anyone other than the student about whom the
information pertains. Personally identifiable information is information that directly identifies a student or would make the student's identity
easily traceable, including but not limited to: the student’s name, the name of the student’s parent or other family members, the address of
the student or the student’s family, personal identifiers such as the student’s social security number or biometric record, other indirect
identifiers such as the student’s date of birth or mother’'s maiden name, or other information that, alone or in combination, is linked or
linkable to a specific student that would allow a reasonable person in the school community, who does not have personal knowledge of the
relevant circumstances, to identify the student with reasonable certainty, or information requested by a person who the educational agency
or institution reasonably believes knows the identity of the student to whom the education record relates.

You should always check and double check your recipient list before sending non-directory, student education information via email. You
must ensure that you are not disclosing non-directory, student education information to anyone other than the student about whom the
information pertains.

Remember, just because you have access to student data does not mean you have the authority to release the information without the
student’s consent.
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