




Budgeting Tips



What we will cover…

Navigating through the new Cognos Report

• Salaries

• Wages

• Payroll Costs

• Maintenance and Operations



Tracking and reconciling expenses

Forecasting expenses

Work Orders, PCard Transactions, 
IDT's, Travel Vouchers, Miscellaneous 
charges (i.e. printing services, 
telecomm charges)



Entering into Cognos



Salaries, Wages and Payroll Related Costs



Payroll Reconciliation



Salaries



Payroll Query

• A Payroll query can be run in the Financial EIS system.  This 

report will give you Salaries, Wages and Payroll costs under each 

EmplID.



To Run Payroll Query:

1)  Enter HR# in Journal ID section

2)  Enter Organization Department #

3)  Enter Fund Category

4)  Enter Fund 

5)  Press View Results



Payroll Reconciliation

Once Payroll report has run pull to Excel 
spreadsheet

At this point, you can data sort the 
spreadsheet by Line Description 
(EmplID)—This report contains, Salary, 
Longevity, Payroll Costs and Wages

Caution: You will need to make sure 
you are looking at the Cognos report and 
understanding the categories of  expenses





Salaries, Wages and Payroll Costs 

Reconciliation



Maintenance and Operations, M&O

Maintenance and Operations are 

those expenses utilized to keep 

your unit running.  These charges 

include PO's, PCard transactions, 

Work Orders, and IDT's. 



M&O Reconciliation

• Purpose of  M&O Reconciliation 

1) making sure that all the charges that are suppose to hit your 

budget do hit the budget and in the correct Chart of  Accounts, and 

2) that you know your balances even with those charges that have 

not hit your budget (i.e. work orders, pcards, IDT, etc. ).

• By keeping your budget up to date, you should be able to forecast out 

your expenses.



Maintenance and Operations



M&O can be pulled a couple different ways.  Can pull line by line in 

Cognos or Fund Category/Fund Total and use data filters. 



Fund Category/Fund 

Total Button

Balance Budget through Fund Category/Fund Total

Once you click the hyperlink,  you can pull the 

information to spreadsheet form

Data Sort for the actual category you are wanting to 

balance/reconcile

Pull up reconciling document and reconcile the account



Pull transaction detail into spreadsheet (CSV 

format works well)



Once in spreadsheet form, you can click on the Data tap

Then you are able to add a Filter, which gives you the drop 

downs for each column



Forecasting Budget

Forecasting expenses usually happens 

around March/April.  

Forecasting is utilized to make sure that by 

the end of  the fiscal year you are on point 

with your budget.

By balancing you accounts monthly this 

task should be a less cumbersome process.



Work Orders, PCard Transactions, IDT's, 

Travel Vouchers, Miscellaneous Charges

Examples of  charges that are processed outside of  

Cognos and hit the budget at a later date.

These charges are important to keep track of  to have an 

accurate current budget amount.



Questions and Answers



Contact Information

Carrie Stoeckert

940-565-4576

Carrie.Stoeckert@unt.edu

Sage Hall, Room 338J
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