How to Export a Cognos Report to Excel

OPTION 1 - If you have already run the report

Select the HTML button at the top of the report and then select “Excel”
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Once the report is done running, you will either get a pop-up at the bottom of the page where you will
select “Open” or you will need to check your download folder to get the document.



OPTION 2 — Running the report straight to Excel
Navigate to the report from the folder view.

Before selecting the report, go to the right of the report title, select the action menu “...” and then “Run
asl'
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The below screen will pop-up. Make sure “Prompt me” is turned on and “Excel” radio button is selected.

Then hit “Run”.
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Once you select “Run”, you will be brought to the prompt page where you can make your selections and

then select “Execute Report” at the bottom of the page.



