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How to Access Cognos Analytics V11

To obtain access, submit a Cognos Data Access Request for Finance information with Information Technology: https://it.cofc.edu/bi/Requests.php
If off-campus, end-user must be using VPN to access Cognos.

Log into MyPortal
Locate and click on the “Cognos ODS Refresh Status” tile. Note: Tile may be in a different location on “your” MyPortal.
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5. A box will pop up and click “Log in to Cognos.”

& Cognos ODS Refresh Status x

Cognos ODS (Operational Data
Store) Load Status

Updated

V)

Log in to Cognos

Cognos Information

You must have a license to access the reports in Cognos. If

o you click the link, log in with your Cougars account and see
the message that “Access is denied”, you do not have a
license

Cognos Access Request Form

Cognos Access Request Form: Please go to the My Forms
tab in MyCharleston and select the appropriate data area

0 under the Business Intelligence heading. Your request will be
routed to the appropriate data owner for approval. Once
approved, you will be invited to attend Cognos training when
your access will be granted

6. Enter user credentials and click “sign in.”

Sign in with your AD ID

User ID

. sessssssens

Sign in




7. Once logged in, follow the outlined “breadcrumb” to access any financial report

:_-:'. IBM Cognos Analytics Welcome v

O Home | BB Teamcontent > Finance > EndUser Reporting > Institutional, Auxiliary, and Agency Reports | oY n
O Search - Budget and Transaction Reports (Current Fiscal Year)

- 10/14/2020 12:05 PM
H e - Budget and Transaction Reports (Prior Fiscal Year Prompt)

1171472019 1:44 AM
® Multi-Year Analysis R
lti-Year Analysis Reports
i tent )y

B Team conte M ero010 1034 AM

8. The following reports contain the most common, important information, in the Budget and Transaction Reports (Current Fiscal year) folder.
a. YTD Budget and Activity Statement — Institutional Org Roll-Up — Current Fiscal year
b. List of All Budget Entries — Current Fiscal Year
c. List of Operating Expenses — Current Fiscal Year
d. YTD Budget and Activity Statement — Current Fiscal Year (Index Prompt)
9. How to export a report
a. Click the hyperlink to run the report in the default setting OR
b. Click the ellipses to export into a different format through “Run As”
i. Choose the required format



. Click “Run”

IBM Cognos Analytics

0 Home ¢ Bm > End..ortir > Institutio... Repo > Budgetand Transaction R... (Gurrent Fiscal Yearl @ Y Ty
Agency Fund Balances by School - Current Fiscal Year =
o‘ Szl E 9/23/2020 10:03 AM

Agency Funds Detail - Current Fiscal Year

M nient
[2] Mtye=iz 2 7712020955 A1
Agency Funds Summary - Current Fiscal Year
m Team content E 10/1/2018 3:29 PM
Encumbrance Activity - Current Fiscal Year
Recent
° FE 3/31/202010:23 AM
ll—. GSA Year to Date Budget and Activity Statement - Current Fiscal Year With 75013
B 1/30/2019 8:37 AM
R List of All Budget Entries - Current Fiscal Year
©  11/20/2019 B:53 AM
@ List of All Transactions (Excluding Fringe Benefits) - Current Fiscal Year Click the three
& 4/27/2020 3:12 PM elipses to exportto a
different format
B List of Encumbrance Activity - Current Fiscal Year through "Run As"
S 10/9/2019 1:08 PM
R List of Encumbrances - Current Fiscal Year
©  11/21/2019 9:32 AM
ll—. List of Expenses - Current Fiscal Year
B 5/29/2020 4:05 PM
R List of Operating Budget Entries - Current Fiscal Year e
2 10/9/2019 111 PM \
h e
¢ BE > End..orti > Institutio... Repo > Budget and Transaction R ... (Gurrent Fiscal Year) @ Y Ty Run as
Agency Fund Balances by School - Gurrent Fiscal Year = .
BB 5202000 10:03 A Run in background ()
[ Agency Funds Detai - Gurient Fiscal Year _
o 7/7/2020 9:55 AM ® Excel T )
[ /oenoy Funds Summary - Current Fiscal Year ) Excel Data
D 40/1/2018 3:20 PM
O PDF
B Encurmbrance Activity - Current Fiscal Year ~ Choose the
=
3/31/202010:23 AM O HTML required format
B GSA Year to Date Budget and Activity Statement - Current Fiscal Year With 75013
2 1/30/2019 8:37 AM Ocsv
[B Listof Al Budget Entries - Current Fiscal Year ) xML
=

11/20/2019 8:53 AM

B List of All Transactions (Excluding Fringe Benefits) - Current Fiscal Year
& 4/27/2020 342 PM

Prempt me

[ Litof Encumbrance Activity - Gurrent Fiscal Year
2 10/9/2019 1:09 PM

[B Listof Encumbrances - Current Fiscal Year I
B 11/21/2019 9:32 AM

B List of Expenses - Current Fiscal Year
= 6/29/2020 4:05 PM

[@ Litof Operaiing Budget Entries - Gurrent Fiscal Year 1
& 10/9/2019 1:11 PM

[ Listof Operating Encumbrances - Gusrent Fiscal Year »  © Runas
& 5/28/2019 8:14 AM
[ View versions
[@ Listof Operating Expenses - Current Fiscal Year
& 6/2/2020 10:55 AM = p .
25 Properties 3
B List of Revenue - Current Fiscal Year
& 5/19/2020 11:35 AM [F] Copy or move

List of Salary Expenses - Current Fiscal Year
B 512010 10:0 vt [ Create shortcut
Non-Sufficient Funds Checker <> Embed

=} 10/27/2020 12:28 PM

I B Open Purchase Orders o2 Share
2 11/16/2020 10:51 AM
 Delste
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10. If you have already run the report in the default HTML, you can click the “DVD” button to export to the required format

{ B RunHTML gar to Date Budget and Activity Statement
'E b 0 41527 PM
& wn
— Account Ry Budget MNon-Recurring Budget Total Budget Year-to-Date Activity Encumbrances Available Balance
Departme Fun Organization Program

I & RunExceldata

310111 - Unclassified Positions 200 009 000 .00 000 0.00
{ B Runcsv 310114 - Dual Employment-Cancurrent o0 Z33300 133300 §860.70 BEG.6T -0:37
31021 - Ciassified Pool 200 200 oeg nog 200 .00

B Run XML 310210 - Classified Postions S77.743.00 52,076 00 B57.00 213,390 57 31251872 24229
51030 - Student Employment 1801000 200 1601000 000 080 18,010.00

@ Reset prompts and run 310320 - Non Work-Study 200 Lo0 000 000 200 o00
595,753.00 474300 55101000 220057.21 31318539 17,767.34

62 - Fringe and Health Benefts  £2000 - Fringe and Heath Benefils 0.00 9171865 8171865 0.00 000 9,71865

620110 - State Health Benefit 0.00 000 000 26.321.587 000 -26,321.87

620111 - State Dental Plan Beneft .00 200 0.00 0.00 518.88

20116 - Unemployment insurance Baneft 0.00 D00 0.00 0.00 -44.40

£20210 - SCRS Retirement Banafits 0.00 000 0.00 000 -46,609.17

820211 - PORS Retirement 2.00 000 0.00 0.00 0.00 0.00

820212 - SCRS Death Benefit 0 L] Q 23008 000 -330.08

620214 - TIAA OFP Retrement Beneft 0.00 200 080 3330 000 -333:30

820215 - Hartford ORP Retirement Benefit 2.00 009 0.00 72189 0.00 T21.89

520310 - Workers Compensation 2.00 200 000 55495 2090 95495

820410 - FICA Employer Match £.00 200 [N] 1588401 00 -15,884.01

Total 62 - Fringe and Health Benefits 0.00 HMTIBES 91718865 91,718.65 0400 0.00

Total 80 - Salary and Wage Expenses 595,753.01 46,975.65 642,728.65 313,185.39

70 - Expenditures

71 - Contractual Services T1010 - Contractual Services: 597800 2.00 597800 0.00 200 5,978.00
710410 - Tetephone-Land Lines. 200 oo ong Llpaseg Lgg -1.085.48
710412 - Celular and Paging Services 000 200 000 85 080 -855.32

Total 71 - Contractual Services. 5,978.00 000 5,978.00 1,860.80 0.00 4,027.20

Questions: Budget@cofc.edu
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