
eSchool/Cognos 
eSchool has a few eccentricities that need to be considered before starting the process. 

1. You MUST run COGNOS through Internet Explorer. Chrome does not work. 
Edge is currently untested. While you will be able to login to COGNOS as normal 
in other browsers, you will not be able to launch the Query studio unless it is in 
IE. 

2. This integration could take a while. While adding fields, the system must 
refresh when a new field is added. Since there potentially could be quite a few 
fields depending on the fields used at the organization, this could cause the 
loading time to grow as more fields are added. 

3. Ensure that the user is logged in at the District-level section of COGNOS. 
Logging in to a “sub-org” could potentially limit which students are queried. 

 

Process 
I. Creating the folder location 

A. Click on the “Public Folders” tab  
1. You must create the folder in the “Public Folders” tab to prevent the 

loss of access to the export in case of a change of tech director. 
B. Navigate “Public Folders>Student Management System>District 

Shared>[SCHOOL NAME]” and create a folder entitled “Apptegy” 
C. Enter the Apptegy folder you just created 

II. Creating the Query 
A. IN INTERNET EXPLORER: While in the Apptegy folder, click on the 

“Launch” drop down menu in the top and select “Query Studio” 
B. On the next page select which package of data you will be using 

1. Click on the “Packages” folder 
2. Where the specific package is located may vary, but, for most 

Arkansas schools, it should be at “Packages>Student 
Management System Packages>eSchoolPlus Admin - 
Arkansas”  

C. On the next screen, you will begin building your query.  Click on the + sign 
next to “Student Center” 

1. You may want to click/drag to widen the list of all of the fields as 
your fields could be under multiple subfolders 

2. For all filters and fields, you may double click the filter/field you 
want to add or single click on the filter/field and click “Insert” 



D. Before adding fields, First add the “Active Students” filter. Then, Add all 
fields needed to the query. 

E. Once all fields have been added to the query, click the “Floppy Disk” 
icon to save the query.  

1. Give it a title, and a description. 
2. Confirm (under location) it is being saved to the Apptegy folder you 

previously created 
3. Click “Save” 

III. Sending the Export 
A. Have the user click the “Home” icon at the top of the screen to exit the 

Query studio and navigate through the public folders to the “Apptegy” 
folder. 

B. Once navigated to the folder, click the schedule button next to the 
newly-created query. 

1.  
C. Under “Frequency”  click the “By Day” tab. And ensure it is set to “Every 

1 Day” 

1.  
D. Under “Start Date” set it to the current date and a time about 5-10 minutes 

in the future 
1. Set it to a time that will give you time to complete the process and 

let the recurring export fire. 
E. Under “Options” check the check box next to “Override Existing 

Options”  
1. For format check “Delimited Text (.csv)” 



a)  
2. For deliver check “Save the Report” AND “Send a link tothe 

report via email” 

a)  
3. Click “Edit the email options” 

a) Copy/Paste the SIS email in the “to” field 
(1) This is the ONLY email that can be in the “to” field 

b) Add any emails that want an emailed report of the export in 
the “CC” field 

c) Check the “Attach the report” checkbox and uncheck 
“Include a link to the report” box if checked. 

d) Click “OK” 



e)  
F. Click “OK” on the Schedule page 
G. Once you confirm the export is firing, edit the schedule to the time of day 

they want the export to regularly fire. 


