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1. Log On 
 

Type in the following URL in your web browser 

http://insight.lbccd.lbcc.cc.ca.us/ 

 

Type in your Network User ID and Password  
(This is the same user name and password that you use to log in to your email) 

http://insight.lbccd.lbcc.cc.ca.us/
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2. Welcome Screen 
 
Click on My Home 
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 Path to Deans Dash Board – 

 

 Public Folder>Academic Services>Dashboards>Deans New Dash Board>Academic Services - Deans Dashboard 

  

  

 Path to Department Head Dash Board – 

 

 Public Folder>Academic Services>Dashboards> Department Head Dashboard > Academic Services – Department Head Dashboard 

 

  



      
 

5 
 

 

 

 Add Dashboard to your menu tab -  

 You can add the Deans Dashboard or department head dashboard to your menu tab by clicking the green box under the ‘Action’. 

 (You only need to do this once. The dashboard will stay at your menu tab. 

 The Dashboard will be on your menu tab when you log next time. 
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3. Academic Services – Deans Dashboard 
 
You will see that your first tab is the Academic Services – Deans Dashboard 
  

On the left hand side of the Dashboard, you will see some reports that have been created by the Business Analysts. (for example Est 
Expenses, Waitlist Reports etc) (The type of reports and number of reports can be modified at any time by your Business Analyst) 
 

On the upper right hand side you have a few hyperlinks that take you directly to your most frequently visited websites under the 
heading Bookmarks Viewers 
 

On the lower right hand side, under the heading IBM Cognos Viewer, you have a report that has been placed directly on to your 
dashboard. (The type of report and data can be changed based on your needs and requirements) 

            

4. Navigating in My Home Page 
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The icon with the Home picture is your home button. If at any point you are lost while navigating through 
reports, you can always click on this icon to come back to your home page which as of now has been set to the 
Academic Services – Deans Dashboard 
 

 

 

 

The icon with the little Person picture is your Personal button. You can set your preferences by navigating in this 
icon. (For now, your preferences have been preset so you really would not need to use this icon) 
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5. How to run a Report from the Dashboard 
Click on the Waitlist Report called ‘Class Waitlist_Spring 2014 with Course Key prompt’ as shown below 

 

 You will see a menu popup where you can Select a Course key or Multiple Course Keys (use Shift key for multiple courses) 
or if you know the Course Key Name, click in the blank area on the top and type it in and it will find it for you 
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You will see the following output of the report 

 

 

You can download the report into an Excel Spreadsheet as shown below 

Click on the downward arrow besides the HTML icon 
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You will see an option to ‘View in Excel Option’  
Click on that and you will see the option to  
View in Excel 2007 Data 
Or 
View in Excel 2007 Format 

 

 
Click on View in Excel 2007 Data (You will see a window popup with an Open button. Click on that and  
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With the View in Excel 2007 Data, you will only see the Summary data 
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With the View in Excel 2007 Format, the entire Report is copied into Excel 
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