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NCAS DSS Quick Start Guide   

This Quick Start Guide is intended to give NCAS DSS users a brief overview of how to login and access reports.  If you 

have any questions, please consult the FAQ at https://www.ncosc.gov/state-agency-resources/ncas-decision-support-

system or contact OSC Support Services at (919) 707-0795 or ncfs@ncosc.gov. 

 

Accessing NCAS DSS reports: 

There are two types of reports in NCAS DSS: 

1. Reports that use Multi-Dimensional Cubes (MDC) as a data source, which can be filtered to fit your data needs, 

are viewed with IBM Cognos PowerPlay client.  Examples are CAFR reports (except CAFR 11a), BD701 reports, 

and EAGLE reports.  (Custom MDC reports saved on your local or network drives have a .ppx extension.) 

2. Static reports that can’t be filtered are viewed with either Adobe Reader or Excel.  Examples are Trial Balance 

reports, BD725 reports, Master Table Definitions reports, and CAFR 11a reports.  These reports are accessed via 

the DSS web site and hosted on the GDAC portal. 

 

Report Type 1:  Multi-Dimensional Cube (MDC) Reports 

• To access MDC Reports, you must have IBM Cognos PowerPlay version 11 installed on your PC.  (To check 

to see if it is installed on your PC, go to your Start button and look for a folder called “IBM Cognos 11.”  If 

the folder is present, it is installed on your PC.  If it is not present, speak to your PC administrator about 

installation since administrator access is required.  Installation files and instructions for PowerPlay 11 can be 

downloaded at https://www.ncosc.gov/state-agency-resources/ncas-decision-support-system ) 
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• To open an MDC report, you must open PowerPlay first.  Go to Start, IBM Cognos 11, IBM Cognos 

PowerPlay. 

 

 

 

 

 

 

 

• From the Welcome screen, click on the button next to “Open an existing report.” 

 

• From the “Select a Report” window, click on the button next to “Remote.” 
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• You will be prompted to sign in.  Use your current NCID and password. 

 

• Click on one of the following folder names: EAGLE, Financial Analysis, or Management Analysis. 
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• Select the radio button next to the report you want to open, then click OK (you may have to scroll down). 

 

• Depending on the report and your user permissions, either the report will open or you will be prompted to 

“Select a DataSource Connection.”  If you are prompted, select an agency from the drop down box, click OK 

and your report will open. 

• The MDC name and its last update date/time are displayed in the header. 
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• To open another report, select File… Open in Cognos PowerPlay.  Continue with the instructions above, 

starting with the “Remote” button, but you will not be prompted to log in a second time. 

 

• To close the report without saving it, click on the “X” in the upper right corner of the report and select NO 

when asked to save report.  DO NOT click on the red “X” in the upper right corner of the screen as this will 

close the IBM Powerplay client and you will have to log in again to open another report.   
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Report Type 2:  Static Reports 

• To access Static Reports, go to the DSS web site first. 

• Open a web browser, such as Edge or Chrome 

• Enter address https://www.ncosc.gov/state-agency-resources/ncas-decision-support-system  (you can 

bookmark this page for future access) 

• Click on the link Login DSS Static Reports (hosted by GDAC).   

 

• Log in with the email associated with your NCID   

• This is the GDAC Portal home page.  Click the NCAS DSS tab to continue.   

 

 

• After the home screen, you will be placed in the Reports (WebDAV location) area.  Based on your role, you 

will see folders that are applicable to you.  (If you do not see folders, logout then login again.) 

• From the Reports area, access your agency’s static reports by clicking on the Agencies folder: 

 

https://www.ncosc.gov/state-agency-resources/ncas-decision-support-system
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• From the Agencies page, choose your agency: 

o  

o Note:  You will be able to view all agency reports except for General Assembly.   

 

• Once you choose your agency, you will see a list of report folders (example of 08x_DPI): 

 

o Note: Some folders will not be visible if your agency does not receive that type of report. 
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CAFR 11a: 

• Click on the CAFR 11A folder.  

• CAFR 11a Reports have been run in Adobe and can be opened by clicking on the report title. 

• Depending on your computer settings, the report will either open in the current web browser window or it 

will open in a separate Adobe window. 

• The date and time the report was generated is displayed in the report footer. 

• To return to the folder where the report is located, click on “Portal Page” located in the upper left corner of 

your screen.   

 

 

• If Adobe opened in its own window, you will need to close the window separately, then click “Portal Page” 

in the upper left corner of the SAS Portal page. 

This is a CAFR 11A report in a separate Adobe window. 
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• To return to the agency folder, you can click on the “Up one level” icon.   

 

o Note:  You may also click on the drop down box and click on a particular level you would like to go 

back to.  

 

 

 

 



10 

BD 725 and Trial Balance Reports: 

• Click on the BD 725 folder.  All applicable reports will be shown. 

 

• BD 725 Reports and Trial Balance Reports have been run in both Adobe and Excel formats.  Click on the title 

of the report you wish to view.   

•  If you click on the PDF version of a report, depending on your computer settings, the report will either open 

in the current web browser window or it will open in a separate Adobe window. 

This is a BD-725 opened in the current web browser window. 
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• The date and time the report was generated is displayed in the report footer. 

• To return to the folder where the report is located, click on “Portal Page” located in the upper left corner of 

your screen.   

• If Adobe opened in its own window, you will need to close the window separately, then click “Portal Page” 

in the upper left corner of the SAS Portal page. 

• If you select Excel format, you may be prompted with a window to Open or Save the file.  If you open the 

file, Excel will open in a separate window which will need to be closed separately, then click “Portal Page” in 

the upper left corner of the SAS Portal page. 

• To return to the agency folder, you can click on the “Up one level” icon or click the drop down box to 

choose the level you want to return to. 

 

Master Table Definitions: 

• To open a Master Table Definitions report, click on the Master_Table folder from the Reports (WebDAV 

location) area.  When you click on the desired Master Table report, it will open in Excel and you may be 

prompted with a window to Open or Save the file.  If you open the file, Excel will open in a separate window 

which will need to be closed separately, then click “Portal Page” in the upper left corner of the SAS Portal 

page. 
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• Log off the NCAS DSS static report portal by clicking on the Log Off link in the top right corner of your screen. 

o If you are in a report that is in a separate window, you will have to close the report and then click on 

“Portal Page” in the upper left corner in order to see the Log Off link.   

o If you are in a report within the current web browser window, click on “Portal Page” in the upper 

left corner to get back to the screen with the Log Off link.       

 

 

If you have any questions, please consult the FAQ at https://www.ncosc.gov/state-agency-resources/ncas-decision-

support-system or contact OSC Support Services at (919) 707-0795 or ncfs@ncosc.gov. 
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The following charts break down the available reports and how they are accessed through NCAS DSS.  
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• NCAS History:  follows the same premise as above, depending on the type of history report you want to 

view, static or mdc.  

 


