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Introduction 

 

 

 Welcome to the Introduction Training for the Cognos Budget Reports.  This 

manual is a tool to help you better understand and navigate through the Cognos Budget 

Reports.  The Cognos Budget Reports offer you the ability to review and reconcile your 

Dept ID/Project ID by providing you multiple levels of detail data.  The data that is in the 

reports is compiled from transactions that have been processed by numerous areas within 

the University.  The reports pull Accounting, Purchasing, Payroll and Budget Data into 

one location for you to review.  By doing this it enables all areas of the University to 

better manage their Departments and troubleshoot any issues by contacting the 

appropriate area for help. 

 

 In order to access the Cognos Budget reports you will need to request security 

access from the Financial Systems Department.  The Financial Systems Department has 

created a form for you to fill out requesting the access.  The form can be found on their 

webpage located at the link below; 

 

http://www.hsc.unt.edu/departments/FinancialSystems/index.htm 

 

Once you have navigated to their webpage you will need to click on the forms tab and 

then select the Cognos Report Security Form.  After you have completed the necessary 

information on the form you will then need to send it to the EIS Helpdesk mailbox at 

EIS_Helpdesk@hsc.unt.edu.  You will also need to copy your manager or Department 

Head on this e-mail so that the request will be processed. 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.hsc.unt.edu/departments/FinancialSystems/index.htm
http://www.hsc.unt.edu/departments/FinancialSystems/Documents/Cognos_Report_Security.xls
mailto:EIS_Helpdesk@hsc.unt.edu


Navigation to the Cognos Budget Reports: 

 

To navigate to the Cognos Budget Reports you will need to log into the HSC Portal.  This 

link is located on the HSC Intranet. 

 

Once you have logged into the Portal you will see your homepage that will be similar to 

the one shown below.   

 

 
 

On this page you will be able to select the type of report you are wanting to review. 

 

Reports available are: 

 

Departmental Budget Summary – Use to monitor all State and Local Dept ID’s 

Project/Grant Budget Summary – Use to monitor all Grant ID’s 

Departmental Management Report – Shows data in a Monthly format for all State and 

           Local Dept ID’s 

Project Grant Management Report - Shows data in a Monthly format for all Grant ID’s 

 

 

 

 

 

 

 

 



Entering Report Criteria: 

 

Once you have selected the type of report you are wanting to review you will need to 

enter report criteria to run. 

 

 
 

Criteria needed: 

 

Business Unit – This will always default in as HS763 – UNT Health  

  Science Center. ***DO NOT CHANGE THIS*** 

 

Dept ID – You have two ways of selecting a Dept ID.  You can type a Dept ID into the 

      blank field or you can select the Dept ID from the list provided. 

 

Budget Year – This will always default to the current Budget Year.  If you are wanting to 

review the previous Budget year you can select this option in the year  

  selection box provided.  If you are wanting to select a year that is not the  

  current year or the previous year you will need to click on deselect under 

the Budget Year box and then type in the year you are wanting to review 

into the blank field provided.    

 

 

 

 

 

 



Budget Summary Page: 

 

After submitting the criteria your report will run and open to a page similar to the one 

below. 

 

This is the main summary page for your Dept ID or Project/Grant ID. 

 

 
 

On this page you will be able to do the following: 

 

 Quickly identify your remaining balance (Net Available) 

 

 Review and reconcile each account within your Dept ID (ex. B01900 Regular 

Salaries) 

 

 Drill down on each Blue Hyperlink to find detail for each account in the Dept ID 

 

 Drill down into a Detail Transaction Report for all transactional detail relating to 

the Dept ID 

 

 Drill down to an Encumbrance report to see outstanding PO’s and Vouchers 

 

 

 

 

 



Reviewing Salaries: 

 

To review Salaries you will need to click on the Blue Hyperlink for the salaries that you a 

wanting to review. 

 

 
 

Salary Accounts you might see on your report: 

 

B00900 – Faculty Salaries 

B01900 – Regular Staff Salaries (Non-Classified and Classified) 

B01910 – Hourly/Task Wages 

 

You will be able to drill down on any of these Accounts that show on your report. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Reviewing Salaries (cont.) 

 

Once you have clicked on the Salaries that you are wanting to review you will be directed 

to a page similar to the one below. 

 

 
 

On this page you will see 3 different types of Journal Entries that will contain Salary 

data. 

Types of Journals: 

 HE – Encumbrance journals, these will show the encumbering and  

   disencumbering of filled positions. 

 HP – Pre-Encumbrance journals, these will show the encumbering and  

   disencumbering of vacant positions. 

 HR – Payroll Expense journals, these journals show what has been expensed  

   out per month. 

 

You will be able to drill down on each journal to review the detail for that time period.  

Every month there will be an HE journal and an HR journal.  If you have Vacant 

Positions you will also have an HP journal. 

 

At the bottom the page you will be able to page down to see more data lines. Depending 

on the Salary Account that you are looking at you will need to drill down to see all data 

related to the Dept ID. 

 

Once you have found the journal that you are wanting to review you can drill down on 

the Document Details hyperlink. 

 



Reviewing Salaries (cont.) 

 

After drilling down on the Document Details hyperlink you will be forwarded to a page 

similar to the one below. 

 

 

 
 

This page will give you details relating to the transaction.  In the case above we selected 

the HR journal for July.  This page provides you with the ability to monitor and reconcile 

Salaries for the Dept ID. 

 

From this page you can also drill down into an individual’s record to show paycheck 

detail.  Once you have selected an Employee ID you will be directed to a page that will 

look similar to the one shown below. 

 

 
 

 

 

 

 



Returning to a pervious page: 

 

At the top of the report there will be an area with a row of icons, the third icon is a 

dropped down box used to move you backwards to previous pages.   

***DO NOT USE THE BACK BUTTON*** 

Using the Back button on your browser will return you to the original submit page where 

you will have to reenter your criteria to rerun the report. 

 

 
 

 

The drop down box will give you a number of different options depending on how many 

pages you have been to.  You are able to select any of the hyperlinks that are provided to 

you.   

 

Example: 

You are currently on the Employee Paycheck Detail and you want to go back to the main 

Summary page you will select the last hyperlink in the box in order to do this.   

 

This will keep you from having to retrace your steps through every page that you have 

been to. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Hourly/Task Wages Account Review: 

 

Another type of Salary information that you can review is the Hourly/Task Wages 

Account (hyperlink B01910 on the main Summary Page).  The hyperlink will take you to 

a page similar to the one below. 

 

 
 

This page will have drill down capability to review/reconcile all activity that has hit your 

wages account.   

 

On the example above you also see where the beginning budget and any Budget 

Transfers that have been made have happened. 

 

Beginning Budget journals will always have the Fiscal year that the journal is for and the 

Account in the name.   

 Example: FY08B01910 

Budget Transfers completed by the Budget Office will always start with BU. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Reviewing M&O: 

 

To review any information relating to M&O (Maintenance and Operation) you will need 

to select the B08100 – M&O Account on the main Summary Page. 

 
 

After selecting the Blue Hyperlink for M&O you will be directed to a page that will look 

similar to the page below. 

 

 



Reviewing M&O (cont.): 

 

On this page you will be able to review a number of different types of transaction that 

have hit your M&O. 

 

 
 

The Different types of Transaction that hit M&O and the areas responsible for the 

transaction are as follows: 

 

 PO – Purchase Orders (Purchasing) 

 REQ – Requisition (ePro – Purchasing) 

 VO – Voucher Payment (Accounts Payable) 

 JE – Journal Entry (Accounting and Budgets) 

 BU – Budget Transfer (Budget) 

 

Questions you have relating to any of these transactions would need to be directed to the 

area responsible for the transaction. 

 

Just like in the Salary screens you are able to drill down on all blue hyperlinks for more 

detail relating to the individual transaction. 

 

 

 

 

 

 

 



Reviewing M&O (cont.): 

 

Below are some examples of the drill down pages in M&O. 

 

PO drill down – You can also link to the associated Requisition and Voucher from this 

page if applicable. 

 
 

Requisition drill down - You can also link to the associated Purchase Order and Voucher 

from this page if applicable. 

 
 

Voucher drill down - You can also link to the associated Purchase Order and Requisition 

from this page if applicable. 

 
 

 

 

 

 



Other available reports: 

 

On the main Summary page you will see two blue hyperlinks towards the top of the page 

titled Detail Transaction List and Departmental Encumbrance Report.  These reports will 

provide you with alternative ways to review and reconcile the data for your Dept ID or 

Project ID.    

 

 
 

These reports will provide the following: 

 

Detail Transaction List – This report will pull all transactions that have hit your Dept ID 

into one report.  These transactions will include any Salaries, Wages, Fringe and M&O 

that have posted to your Dept ID. 

 

Departmental Encumbrance Report – This report will show you all encumbrance data that 

has occurred on your Dept ID.  This report will include all Salary encumbrance data as 

well as all Purchase Order Encumbrance data.  

 

 

 

 

 

 

 

 

 

 

 

 

 



Detail Transaction List Report: 

 

After selecting the Detail Transaction List report you will be directed to a page similar to 

the page below. 

 

 
 

Like the other drill down pages you will need to click the page down link at the bottom of 

the page to review all of the data provided.  Depending on how much activity is on the 

Dept ID this report can be very large.   

Tip:  All journals will appear first on the report followed by any Purchase Orders, 

Requisitions and Vouchers. 

 
 

 
 



Departmental Encumbrance Report: 

 

After selecting the Departmental Encumbrance Report you will be directed to a page that 

is similar to the one below. 

 

 
 

This report is very helpful for looking at outstanding Purchase Orders and reconciling 

payments made.  You will be able to see if a PO has been completed paid or how much is 

remaining.  Like the Detail Transaction report you will need to page down to review the 

PO and Voucher information. 

 

 



Appendix 

 

 

Below is a list of useful information relating to the Cognos Reports and everyday 

Budgeting. 

 

Account – Line Items within your Budget or GL accounts. 

  Example: B00900 – Faculty Salaries 

    B01900 – Regular Staff Salaries 

    B01910 – Hourly/Task Wages 

    B08100 – M&O 

 

Encumbrance – Purchase Orders and filled Positions cause Encumbrances. 

 

Pre-Encumbrance – Requisitions, Vacant Positions and Positions on Leave without pay 

           cause Pre-Encumbrances. 

 

Expenses – All payments made out of the Dept ID will show as an expense.  

         These include IDT’s from Service Departments, Voucher payments and  

         Salary Payments. 

 

PO – Purchase Order (processed by the Purchasing Office) 

 

RQ – Requisition (processed in ePro by the Department and sent to Purchasing) 

 

VO – Voucher (processed by Accounts Payable) 

 

BU –  Budget Transfer processed by the Budget Office moving money either from one   

Dept ID to another or moving money from one account to another. 

 

JE – Journal entry (processed by Accounting and Budget Office 

 

Dept ID – Department ID used for daily Expenses.  This includes all State and Local      

                  numbers. Example 10600 – Institutional Budget Office 

 

Project ID – Grant number used for expense processing.  Example G70000 

 

H Department – This is a Departments Base Department.  Example H10600 

 

 

 

 

 


