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

 

 We recommend only using IE Internet Explorer 
 

 Step 1: Go to: https://financials.tulane.edu/ 
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 Step 2: Enter your Tulane ID and Password and click Sign In 
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 Step 3: Click on TAMS Monthly Statements folder 
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 Step 5: Click on GL folder 
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 Step 6: Select the Report you would like to run. For this training document, we 
will be using GL Budget Statement Report 
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 Step 7: You must select a value for Period 



TECHNOLOGY SERVICES 
COGNOS 

GL Budget Statement Report 

 Step 8: Enter a value for Organization Number or Account Number and click 
search. 
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 Step 9: Highlight the Account or Organization you would like to see and click 
insert. Then click Finish. 
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 Step 10: Your report will be displayed in HTML format. 
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 If you would like to view your report in a different format (Excel, PDF, etc.), 
please follow these steps. 
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 Format change Step 1: Click the circled triangle next to the disk icon on the top 
left-hand side of your report. 
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 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 
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 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. 
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 Format change Step 4: Depending on what version of IE you are running, you 
will receive a message stating the download is complete. Now you can select 
Open 
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 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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  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
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