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0 This training document will give you step-by-step
instructions to reports in Cognos.

1 We recommend only using IE Internet Explorer

0 Step 1: Go to: https:/ /financials.tulane.edu/
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0 Step 2: Enter your Tulane ID and Password and click Sign In

The Finance Reporting

Sign in with your Tulane 1D
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0 Step 3: Click on TAMS Monthly Statements folder

E;EI Finance PROD Cognos Analytics

0 Home

O, search Welcome to The Finance Reporting
" Get started by opening a dashboard, report or story!

My content
Team content

TAMS f'.ﬂ:_'mﬂll:,'

Statements

Your content will ap
FAdd some data or try our sam)




_ TECHNOLOGY SERVICES
} Tulane COGNOS

¥ University GL Budget Statement Report

0 Step 5: Click on GL folder

EIJ‘] Finance PROD Cognos Analytics

G
- 9;@01& 2:04 PM

My content - Grants

Q72018 512 PM
Team content - Portal Pages

F23/201510:42 AM
TAMS Monthly gg rimate Center
Statements 1114/720n4 3:07 PM

° Recent
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0 Step 6: Select the Report you would like to run. For this training document, we
will be using GL Budget Statement Report

[qr] Finance PROD Cognos Analytics

¢« B > GL oY N

GL Account State ... Report
6/28/2018 3:53 PM

B} My content GL Budget Statement Report ___
0r20/2 04 PM

[} Team content GL Transaction Report

0/13/2018 12:29 PM

TAMS Monthly
Statements 6/7/2018 2:36 PM

e Recent

Job Order Budget Statement

B =B B B

Spreadsheet Versions
12114/2016 3:37 PM
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0 Step 7: You must select a value for Period

6 = @ https://financials.tulane.edu/ibmcognos/cgi-bir © ~ @ C || @& GL Account Statement Rep... X

Please Select a Value for Period:
*[ocT-14
Please Select Organization Number:

Keywords:
Type one or more keywords separated by spaces.

Options ¥

Results:

Please Select Account Number:
Keywords:
Type one or more keywords separated by spaces.
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0 Step 8: Enter a value for Organization Number or Account Number and click
search.

6 il © https://financials tulane.edu/ibmcognos/cgi-bir © ~ @ @ || @ GL Account Statement Rep... % _—.‘

Please Select a Value for Period:

*[ocT-14
Please Select Organization Number:
Keywords:

Type one or more keywords separated by spaces.

Options ¥

Results:
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0 Step 9: Highlight the Account or Organization you would like to see and click
insert. Then click Finish.

Please Select a Value for Period:
*

CLOSE3-18
CLOSEZ2-18
JUN-18
MAY-18
APR-18

B QR OD=

Eelect all Deselect all

Exclude Accounts with Zero Balance: * (@) NO

(JVES

©

Keywords:
Type one or more keywords separated by spaces.

[ Search[g]

Choice:

Insert s

4 Remove

Select all Deselect all

Select ol Deselect all

Please Select Account Number:
Keywords:
mon ris separated by spaces.

Type one or 2(
[221202 Search[g]

Options

Choice:
Results:

|2212°2"3“NKING RELATED FEES
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0 Step 10: Your report will be displayed in HTML format.

GL Budget Statement R

DATE Sap 24, 2018

0 TIME 12:21:44

Ml A HIZATION 13122 ACCOUNTING OFFICE
ACCOUNT 221202 BANKING RELATED FEES
l RESPOMSIELE PERSON J WANDLING
J
DEPT USE NAT ACCT DESCRIPTION FY19 OPERATING BUDGET = PERIOD TO DATE YEAR TO DATE BUDGET AVAILABLE
0000 6413 BAMNK FEES — SERVICE AND PROCESSING 24,325.00 1,702.85 1,794.95 22,533.05
7851 MISCELLANEOUS OPERATING EXPENSES 260,000.00 0.00 0.00 260,000.00

S ) T T
B T S )
[0 sustorIveRREWDORFSETS o aw| | om|
o mmm  mws e  amens
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0 If you would like to view your report in a different format (Excel, PDF, etc.),
please follow these steps.

GL Budget Statement Re

DATE Sep 24, 2018

0 TIME 1221:44
MG AN ZATICN 13122 ACCOUNTING OFFICE
ACCOUNT 221202 BAMKING RELATED FEES
l RESPOMSIBELE PERSON JWANDLING
D
DEPT USE NAT ACCT DESCRIPTION FY19 OPERATING BUDGET PERIOD TO DATE  YEARTO DATE = BUDGET AVAILABLE
oooo 5413 BAMK FEES — SERVICE AND PROCESSING 24 328.00 1,702.85 1,794.95 22,533.05
0000 Ta51 MISCELLANEOQUS OPERATIMNG EXPEMSES 260, 000.00 0.00 0.00 260 000,00

5500 SUBTOTAL SUPPLIES AND EXPENSES s iwes ommans
O Fsoisumrornt ramwsrews o oeprecuion ) | I )

5500 SUBTOTAL YEAR END OFFSETS e e omam)
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0 Format change Step 1: Click the circled triangle next to the disk icon on the top
left-hand side of your report.

GL Budget Statement Rej

DATE Sep 24, 2018
0 TIME 123256 Tl
Rl R ANIZATION 13122 ACCOUNTING OFFICE
ACCOUNT 221202 BAMKING RELATED FEES
l RESPOMNSIELE PERSON J WANDLING
P
DEPT USE NAT ACCT DESCRIPTION FY19 OPERATING BUDGET @ PERIOD TO DATE YEAR TO DATE BUDGET AVAILABLE
0000 6413 BANK FEES - SERVICE AND PROCESSING 2432500 1,702.85% 1,794.95 22533.05
Fa¥a¥a¥al L T=E ] BN ) AR IC MDA TIELE™ WO RIC OO FadaWa¥aFalalsl FiWaTal nnn JadaWafal sl alsl
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0 Format change Step 2: Select the format to view. For this report, we will select
PDF
NOTE: Most Cognos reports are formatted to open in PDF;
Spreadsheet Versions should always be open in Excel data
format

GL Budget Statement Ref

TL

B RunHTML
Run BDF
3 ACCOUNTING OFFICE
2 BAMKING RELATED FEES
ANDLING
z§ Run Excel
. =§ Run Excel data
NAT ACCT DESCRIPTION FY19 OPERATING BUDGET PERIOD TO DATE YEARTO DATE BUDGET AVAILABLE
6413 BANK FEES — SERVICE AND PROCESSING 24,325.00 1,702.85 1,794.95 22,533.05

B RunCsV
TRC4 RIZCFEL T AMEN IS NDEFDATIAT FYDFRMCFED RN NN DR LAy nonn RN MW NN
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0 Format change Step 3: If your security settings have been set up correctly, you
will have a second window open asking if you would like to Open, Save, Save
as. We recommend choosing Save As and saving it to a preferred folder.

Save

Save as

Do you want to open or save GL Budget Statement Report.pdf from financials.tulane.edu? Open Save and open
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0 Format change Step 4: Depending on what version of |E you are running, you

will receive a message stating the download is complete. Now you can select

Open

IBM Cognos Viewer — Ee—

L\!,) Your report is ready and wil dovinload to your Web browser in a few moments.

The GL+Budget+ StatementsReport.xlsx download has completed. $Dpen ||| Openfolder | View downloads |
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0 Format change Step 5: Your report should now open in the format you
selected. If you have problems with this process, please contact Yamuna at

988-7994.
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0 To clear your report and return to the dashboard, click on the report
name in the green bar at the top of the screen, then click the 'X' next to

the report name in the dropdown box

GL Budget Statement Report v

DATE Sep 28, 2044

0 TIME 11:21:44 Welcome o ENT
O‘ GL Budget Statement Report
DRGANIZATICN 13122 ACCOUNTING OFFICE
AGCOUNT 221202 BAMKING RELATED FEES
RESFONSIBLE PERSCN J WANDLING
P
DEPT USE MNAT ACCT DESCRIPTION FY19 OPERATING BUDGET PERIOD TO DATE YEAR TO DATE | BUDGET AVAILABLE
0000 6413 BANK FEES — SERVICE AND PROCESSING 24 323.00 1,702.85 1,794.95 22 533.05
a1 MISCELLANEQUS OPERATING EXPENSES 260,000.00 0.00 0.00 260,000.00

5507 SUBTOTAL TRANSFERS WD EPRECIATION S S )

5500 SUBTOTALYEAR NDOFFSETS T wom| om
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