
Accessing Your Classlist & Student Information Online Using Cognos Reporting 
Our Cognos system is aging and must be kept behind the BCIT firewall to maintain the security of our data. This means that 
for most part-time instructors, Cognos is only available to them while logged in on-campus. Instructors can view their 
student list via their myCourses tab or in Faculty Self-services on myBCIT. We apologize for the inconvenience and can assure 
you that we are working to identify ways that will simplify the printing of classlists for our part-time faculty.
Using your internet browser, go to the following url: http://reports.bcit.ca 
Please note that Cognos seems to work best with Internet Explorer - browsers such as Firefox, Chrome, etc. may 
also work. If you are experiencing problems using your usual browser software, please try using a different one.

This will bring you to the login screen 

Your user ID is your BCIT ID   A********   

Your Cognos password begins with lower case a then your birthdate in the following format: yy/mm/dd
e.g. a541201   (December 1, 1954)

When you access your reports if you should see the word Personalize in the top right hand corner next to Home and 
before Logoff 

Do not go any further with these directions log off and contact either Shari_Monsma@bcit.ca or 
Stacy_Robertson@bcit.ca so that we can reconfigure your reporting tool.    

To locate reports which will be useful to you, click on News Index then click on Reports by roles: 
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Under the Faculty option you will see all of the reports you have access to for your specific course(s): 

If you see the reports in this view without details, go to View and click on the inverted triangle and choose Show Details 

You should then see all the details regarding the reports: 



You will then need to subscribe to the report(s) that you are planning on using.  Click on the subscribe link for the 
Email, Phone for Students (Registrants) regs002b and you will see the following: 

Click OK and your new report will be copied to your newsbox 

Click on the run report link and you will see the 
prompts for the report. The regs002b report 
asks for a Term Code and CRN. Once entered 
click on the Finish button at bottom of page: 

You will see the following confirmation prompt, click Save. 

Once you click OK, you will be taken back to 
your Newsbox. You will notice there is a small, 
animated clock icon next to the report you 
have requested. This is not a timer, and will not 
go away once your report is ready.

Please wait a few seconds, and then click on 
view results.



Choose the preferred format you want your report produced in (either PDF or Excel): 

Choosing the PDF link will show you the following with information on all of your students: 

When in the PDF link if you hover your mouse on the individual icons it will list their functionality. 

The bottom left hand side to allow viewing the report in Excel or PDF and the button on the right is to return to source. 

Repeat this process to add all relevant reports to your newsbox, the next report that you should add to is regs001b 
which is the Attendance Register for your course.   

It is important to note that you will only have access to classlists for CRNs that you are attached to as an 
instructor. Should you try to access a CRN that you are not attached to as an instructor your report will not return 
any data. 




