USER GUIDE New Financial Roport in Cognos

To navigate to your specific report (always start at the highest level of reporting, in
this case the Department Budget Summary) you would do the following:

Department Budget Summary - with D Level

Please Select Parameters Below:

UNT Healin Solence Cenber (HETE3)
Universiy of North Texas (NTT52)
LRy of Mot Tex 35 Sy stem (SY 769)

STEP 1: Select your business unit by

. Univ. of North Tex 25 at Dallas (DL773)
g clicking on the appropriate radio button.

Business Unit

Budget Year |17

K yw ords:

i K s bed b
AyP=InBepatiment Codesonkianag SR ame o e e | STEP 2: Choose Budget Year.

STEP 3: Enter in a last name of the
account holder, department name, or

department code you want to see data. STEP 4: Click the “Search” button

and then select your appropriate
Department.

Select appropriate Department

To optionally filter Chartfields, click the "Filter" button
then choose selection(s)

STEP 5: Optionally click filter and then
filter on other chartfields related to
your Department.

Fund Category: | v

Fund: | [

Program:

Pumpose:

Site:

Click here for FoaPs Account Crosswalk Look Up  Click here for My FoaP's Department Crossaalk Look Up
These reports are for Internal Reporting only, if you have questionsregarding data, please contact your respective campus Budget Office.
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STEP 6: Click on the “Submit” button

UNTISYSTEM @ UNT DALLAS THEALIH ¢
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USER GUIDE New Fnancial Reports in Cognos

Once your report is delivered, your screen will change and you will see the Department Budget
Summary Report.

UNDERSTANDING THE REPORT: BUDGET DEPARTMENT SUMMARY OVERVIEW — SAMPLE DATA

University of North Texas
Department Budget Summary - with D Level

Fiscal Year-toDate
Department: 121800 Budget Year 20107
Nata:

Department Desoription: History - Feb 14, 2017
Organizational Department Manager:
Degaiment Tenssction Summary Account Holder Name ' w Header includes key information.

Budget Actual PreEncumbrance Enc

Clicking here jumps the user to the
04060 - Stosenl-ncfggotona| Fes o BT o Department Transaction Report
that shows every transaction

D47 10 - Addiona] AppropriEtons 0.00 $23,506.85 0.00
C4m0- Additional Appropriations o S23,506.88 o across all of the Chart String.
Rewenue Total 0.00 523,534.25 0.00
Expense .
[ ——— P P— o, =2 If you click on a budget account (e.g.
00000 - ACCT TREE ROOT NODE $902,862.50 57,057.60 0.00 a0 D5031 _wages) you would
05010 - S3eries-Facully /Academtc 241579078 $1297 31563 $45.255 40 $1,096 20620 . . .
05012 - S3BrEs-Fanuly Acad-PartTme 50265 54555720 SS5ATE 5327 508 24 automatlcally drill dlrectly to the

ey S Al - s Department Transaction Detail
05016 - SaEres-Shudent So——
Ds0at - Wages H mRaLa sEaas v =2z Report. Of special note, we designed
5010 - Faculty Salaries. $3,086,324.78 §1,748,047.53 §52, 270,12 $1,489,535.55 . .
the drill down process to open in a
new Tab in your browser at the

If you scroll down further you will see de-aggregated sections of Fund Category and Fund.

Note that these amounts roll up to the amounts indicated in the primary summary table. This

section functions in the same manner as the Department Budget Summary above (Note: this is

SAMPLE data).

T Summary | D-Account by Fund ﬁ Clicking the “D-Account by Fund” tab
allows you to view the report pivoted

as show below.

D5331 - Communication & Fund Category: 105 - Educational & General, Fund: $0.00 S000 S0.00 $0.00 $0.0C
Utilties 805036 - State Approp-HEF, Program: , Purpose: ,

Ste:
D5331 - Communication & Fund Category: 200 - Designated Operating $10,3680.00 $4,84043 $0.00 $0.00 §5,539.57
Utites Managed, Fund: 830001 - Desgnated Tutwon,

Program: | Purposa. | Sita
D5331 - Communication & Fund Category: 200 - Designated Operating $3IT0.69 $8532 $0.00 $0.00 28537
Utiities. Managed, Fund: 880001 - Instructional FFF, Frogram:

. Purpose:, Site:

D533 - Total $10,750.69 $4,925.75 $0.00 $0.00 $5,824.94
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