
Cognos Training             

Administrative Reports – Finance reports and Labor reports 

 

Access Cognos Reports through MyNMU – select the icon for Cognos Reports 

Or use the slide bar and scroll to the Cognos Reports words 

 

 

 

 

 

 

 

 

 

 

 

 

 



Sign into Cognos with User ID and Password   (the original password is received in an email from Kelly 

Larmour, Business Intelligence).  You will create a new password when you sign in the first time.  (This 

may be different from your MyNMU password.)  If you need a new password contact Kelly again. 

 

 

 

 

 

 

 

 

 

 

 



Welcome screen when logged in.    

The Menu is available in the top green line 3 dashes next to the NMU Cognos Reporting

 

 

 

 

Select the Content icon 

 

 

 

 

 

 

 



The List of Folders you have available to you. 

Each user has a Security clearance and may have access to different folders. 

 

 

 

 

Select Administrative Reports 

This will bring up the Finance Reports  and Labor Reporting folders  

 



 

Select the Finance Reports folder to bring up a list of available reports. 

 

 

 

 

 

Here are several reports that are helpful: 

Current Balance reports – provides a snapshot of the org number on that date 

Month End Reports – provides a snapshot as of the end of a month period 

Transaction Reports – provides details of key word descriptions of account code transactions in the org 

Listing of My Organization Numbers– provides a listing of the org numbers you have available to look at 

 

If authorized, you may also have access to other reports such as the: 

Foundation Finance- provides similar information as the NMU reports.  Requires NMU Foundation 

access approval.  Contact Erin Sikkema, Manager, Accounting Services, NMU Foundation at 

esikkema@nmu.edu, 906-227-2680 

 

mailto:esikkema@nmu.edu


The Listing of My Organization Numbers will provide you with a list of the org numbers you are 

authorized to access. 

If you need access to other org numbers contact the Controller Office. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Common Reports to Run: 

Current Balance Reports – Financial Statement 

 

 

  

 

 



 

Enter the Fiscal Year ( this is the two-digit code for the year ending date ) In this case 24 

 The NMU fiscal year is July through June. Example July 1 2023 through June 30, 2024 

 

Enter the 6-digit organization code – no dashes  

Insert and Run Report at the bottom of the page 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Provides a financial summary report as of the date run. 

 

The bottom line Balance Available is the current balance in the org number. It is the Budget less Year to 

Date Activity Less Open Commitments. 



In the top of the report on the far right – you may select the icon to  Print or Downloaded  

 

 

 

In the top of the report on the far left – you may select to run the report in another mode or run a new 

report. 

 

The Report may also be Run in another mode – PDF, Excel, etc. -select Excel– from the dropdown menu 

 

 

 

 

 

 



Or you may want to Run a new report with a different org number.  

Select the triangle (Run) and it will bring back the prompt screen.   

Click on the org number and Remove.  Then enter the new 6-digit org number and Insert and Run 

Report.  

 

 
 
If you are running a Grant org number report (the org number starts with a 5)  
 

Use the reports that state for Grants & Projects.  Because the Grant & Project dates usually cross over 

fiscal year dates these reports provide the information for the grant start date to the current date.

 



To run additional reports  - you may either select the Finance Reports from the Breadcrumbs line  

 

 

 

 

or 

Use the 3 dashes in the green line next and go back into Content 

 

 

 

 

 

 

 

 

 

 



 

Transaction Reports – this provides a detailed listing of individual transactions for an Acct Code 

 

 



 

Budget Transactions for the Year 

These are only in the General Fund – orgs that start with a 2 

 

 



 

 

 

Rule Code BD01 is an Original Budget entry on July 1 – start of the new fiscal year 

Rule Code BD04 is a Temporary Budget Revision effective changes during that fiscal year only 

 

 

 

 

 

 

 

 

 

 



Revenue and Expense Transactions 

Provide a listing of the transactions for the period. Example, Month, Year 

 

Revenue and Expense Transactions for the Year 

 

 

 

 

 

 

 

 

 

 

 

 



The report will run in Account Code order.  Scroll down through the report to review the results. 

In this example – the transaction details for payroll code 6480 are listed first and scrolling down you find 

the transaction detail for code 7122. 

 

 



 

 

Some helpful Document Codes:  these are related to the type of transaction. 

 

If the Document Code starts with: 

F - Payroll 

EX – Concur Expense 

IV – Concur Invoice 

TM- Trades and Materials 

MJ or J – Journal Entry 

PT – Printing Services 



Transaction details for a Grant – use the Revenue & Expense Transactions for Projects & Grants 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Labor Reporting 

 

 

 

Several Labor related reports are available: 

 



This Labor Report – Detail will provide a listing in acct code order of all individuals charged to your org 

number for the fiscal year.  Note the Fiscal Year code in this report is requiring all 4 digits – as an 

example 2024.  This report takes a while to run. 

 

 

 



Labor Report – Detail for Acct Code 

This report provides a detail transaction of the individuals paid in an Acct Code  

 

 



 

 

 

 

 

Use the Grants and Projects Payroll Expense for the details of payroll transactions charged to a Grant.  

 

 
 
 
 
 
 
 
 
 
 
 
 
   
      

 


