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Introduction to Insight 

1. Log in to Ursa at http://ursa.unco.edu using your University of Northern Colorado Personal Digital 
Identity (PDID) information (network user name and password) and click on the Faculty, Employee or 
Student Employee Tab.  

2. In the Insight Reporting Portal, log in to Insight by re-entering your PDID information and click on 
Submit.  (Fig. 1) 
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3. The Default View in Insightôs opening screen is University . Depending on your role and data security 
authorizations with the university, you may have one or more additional views, such as Academic, which  
faculty and instructional staff will use. You can click on Views  in the top row of buttons to see and select 
your additional Views in Insight. (Fig. 2) 
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4. Click on the appropriate Category Tab for the report category you want to view/create. (Fig. 2)   
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For assistance logging on to or using Ursa or Insight, contact  
the Technical Support Center at 970 -351-4357  

Hours of Operation:  
7 a.m.- midnight, Monday -Friday; 10 a.m. -7 p.m., Saturday and Sunday.  
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6. Select the appropriate Parameters  for your report,  click on the Run in a new window box, then click 
on Run . (Fig. 4) 
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Insight FYI  
 

The default view for some of the report 
category tabs provides a chart or 

graph related to one of the reports 
available in that tab.  

5. Click on the name of the report you want to view/create. (Fig. 3) 

Insight Tip  
 

Click here to log 
out of Insight.  

   Insight Tip  
 

Click here to close this screen 
and return to the list of reports. 

(Fig. 3)  

Your Name  

7. Your report will be created in a new window for you to view or print. You may save your report if you have 
encryption enabled on your computer. When youôve finished with your Insight session, be sure to log out 
of Insight and Ursa to protect the confidential, private and sensitive information that you have accessed.  


