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Objective

Learn how to use 
Cognos reports



The Basics



Chartstring

Who’s buying it?

• Chemistry
(121200-105-800001-100)

• Retail Dining Services
(163710-120-810030-700)

Account

What are you buying?

(Object of Expense)

• Salaries

• M&O

• Travel



Chart String



Demo



Getting Started

• Log into my.unt.edu

• Select the “Reports” tab

• Reports are located in the “Financial Reporting” section



Reporting 

Tips



Revenue 
Balance

Formula: Actuals less Budget

Positive revenues increase 
your balance

Negative revenues reduce 
your balance

Expense 
Balance

Formula: Budget less Actuals 
less Encumbrances less 

PreEncumbrances

Positive expenses reduce 
your balance

Negative expenses increase 
your balance

Revenue and Expense Balances



Actuals

Vouchers 
(invoices)

Paid salaries

PreEncumbrances

Requisitions

Vacant 
position 
salaries

Encumbrances

Purchase 
orders

Filled 
position 
salaries

Columns on the Department Budget Summary Report



Budgeting for revenues occurs 
at the 5-digit account level. 

Budgeting for Expenses occurs 
at the D-Level.  (This applies to 
budgetary chartstrings only. i.e. 

Fund Cats 105, 120, & 200).

Hyperlinks are reflected in blue font. Click on the “Total” 
line to view all transactions that make up the total 

balance. Or, click on the individual account line to review 
all transactions that make up the account balance



Accounts with different 
functions are repeated 

by function.

Chartstrings that differ only in regards to the function will be 
summarized in a single budget summary. The balances by function will 
be detailed within that budget summary.



• Accounting period is based on the fiscal year. Accounting period 1 is
September (not January).

• The Transaction Detail Report automatically sorts by “Date.” The sort option
can be changed.

• On the Transaction Detail Report, the “Date” column reflects the date the
transaction was entered. The “Accounting Period” reflects the month to which
the transaction posted.



The Blue triangle         returns users to the prompt page of the report being 
viewed. The information the user entered (search parameters) will be retained.



• For those reports with a Function filter option, using the function filter is not
recommended. Using it will limit the number of transactions that are pulled.

• 00000 Account Tree Root Node – Reflects the rollforward balance on non-
budgetary department chartstrings (chartstrings with a Fund Cat of 202 or
greater).

• On the Budget Summary Report, you should not use the top summary to view
your available balance unless you run the report on a specific Org Dept and
Fund.



Resources



Budget Website

o Whom to Contact
o Support > Contact Information
o List of departmental contacts by issue (IDTs, ABAs, ePros, ePars, etc.)

o Announcements
o Find out any new information you should be aware of that could affect 

your budget
o Training Materials

o Training > Training Materials
o List of all training documents

o Documents
o Resources > Documents
o List of Budget Management Help Documents

https://budget.unt.edu/
https://budget.unt.edu/whom-contact
https://budget.unt.edu/announcements
https://budget.unt.edu/training-materials
https://budget.unt.edu/documents


FIT Website

• Chartfield Values
o COA > Scroll to “Where Can I see the new FoaPs trees” section.
o Lists all existing values for each chartfield.
o Lists contain all the roll-up levels for each chartfield value.

http://fit.untsystem.edu/coa


Questions?



Appendix



Report Options - Departmental



Report Options - Projects



Report Options - Other



Report Options - Other



For Help With Contact

IDTs • Financial Reporting  - x5500  - FRO_Cash&CampusAcctg@untsystem.edu

Account Questions • Financial Reporting  - UNT FINREP

ePROs • Procurement - x5500  - bsc@untsystem.edu
* The budget office can only assist with error messages that appear next to the
budget check line. All other errors must be handled by Purchasing.

ePARs • Payroll - x5500  - bsc@untsystem.edu

ePAR Hourly Worker Requests • Career Center  - x2105

ABAs • Budget Office  - x3231

Budget Errors • Budget Office - EMAIL  Budget.Office@unt.edu

Chart String – General Questions • Budget Office  - x3231

Chart String – Request a New Chart String • Budget Office - Complete a Chartfield Setup/Change Form

Chart of Account Resources • fit.untsystem.edu, Look here for function definitions.

Resources

mailto:untfinrep@ad.unt.edu
mailto:bsc@untsystem.edu
mailto:bsc@untsystem.edu
mailto:Budget.Office@unt.edu
http://fit.untsystem.edu/coa
https://fit.untsystem.edu/sites/default/files/coa_quick_reference_guide_function.pdf


Thank 

You.




