Adding Email Addresses to Distribute Cognos Reports


To add recipients, click Select the recipients or type the email addresses separated by semi-colons.
Example of entered email addresses:
[image: ]
Or you can add recipients using the steps below:
1) Select the recipients… [image: ]
2) Select ‘WSU_LDAP’ link [image: ]
3) Select the ‘Search’ link in the far upper right hand corner [image: ]
4) Type in the accessid to be added (lowercase) and select Search 
[image: ]
5) When the accessid is found, check the box next to the id and select the yellow arrow to add to entries and then hit ok.
[image: ]
6) [bookmark: _GoBack]Select ok and the user will added to the distribution list. 
image2.png
- ]
Select the recpients... Show Bec




image3.png
O] [ Name

0 @ cognos
O @ wsu_Lbap




image4.png
b

Type Search




image5.png
7805 search Q





image6.png
Available entries
Directory > WSU_LDAP
Find text in: Name field v

i7805 ———
Entries: O] | [*ImIDI
| | w>Name

& - ai7805 (a7805)

Toc.
e

Becc)

No entries.





image1.png
To:

[catwhitaker@wayne.edu; ai7805@wayne.edu; dvod14@w|

Ccr




