
COGNOS Training- How to schedule a reservation 

 

The following are courses offered January, 2011 in the Yellow Lab in Baltimore Hall. 

 

 
 

To reserve a seat click on the URL below and follow the screenshot instructions attached. 

http://www.supersaas.com/schedule/SMCM_Training/COGNOS_Training 

1.  
 

2. Sign in by creating a new account.  Only those having a College email may sign up. 

 

3. Creating  a new user account   

 

 
Enter your email address, full name, and phone number then select Create.   

 
An email confirmation will be sent to your address and you will need to click on the link in the email to confirm 

the activation and login. 

 



 

4. After you login and to reserve a class seat, go to the calendar and select the day and course (highlighted in blue).  

5. Click on New Reservation. 

 
 

Select the Create Reservation button. 

 
 The reservation is recorded and displays your seat and others taking the course. 

A confirmation will be sent to your email address. 

 
You can add the course to your personal outlook calendar by selecting  

the ICAL  icon  and select the Save File button and click OK.  (FireFox) 

    FireFox will display the following.   Internet Explorer will go directly to your outlook calendar. 

  

 
 

 

 



The downloads screen will appear.  Click on the highlighted file. 

 

Your outlook calendar will appear with the course scheduled to your personal calendar. To add it, press 

Save & Close.   

 

 
 

Canceling a reservation for a class. 

 

To cancel a course for which you have reserved, go to the Cognos Training calendar (not Outlook calendar) and 

click on the day the class is offered.  Click on the edit icon and click on the Delete Reservation button.  You will 

be removed from the class. You will receive an email confirmation, however this will not remove you from your 

personal outlook calendar and you will have to remove it manually. 

 

 

 



Wait Listing classes 

You may sign up for classes that are full, however you will be placed on a waitlist. If a participant drops from a 

class, you will be automatically registered for that class.  You will receive an email confirmation that you have 

been added to the class.  You may check on availability at any time by signing in and selecting the day on the 

calendar. 

 

 

 

 

 

 


