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Goals for
Technical Staff

1. Expand on Technical knowledge

2. Demonstrate How to Navigate in Cognos (Reports)

3. Increase Customer Service competencies by expanding on how 
you support the Mission of other Departments/Divisions
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Open  
Cognos –
FIS Reports

Open Cognos dashboard

https://inside.sou.edu/

FIS Reports Menu

For Division/Dept Financial Reports

1. Go to Online Services in 
inside.sou.edu 

2. Click on: Cognos – FIS Reports
3. Sign-in: SOU User ID Log-in

4. View FIS Reports Menu
5. Click on:  “Department Reports”
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Transactions & 
Financial 
Reports

to Data 
Warehouse 

to Post

Data Posts  
overnight &  

Cognos 1 day-lag

Banner 
Transactions 

System

Cognos Report Tool

Banner FIS Reports 
Financial Report 

Creation
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Desired Outcome:

Transaction Entries 
Capture information using  

Consistent Coding =

Quality Financial 
Statements
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Division/
Department  
FIS Reports

Cognos Dashboard:
1) Parameter Set-up
2) Submit (Data Retrieval)

FIS Reports  (Cognos tabs): 
1) YTD Income Reports (5 tabs)

2) Fund Balance Report (1 tab)
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Qualitative  
FOAPAL 
Elements

Index Code = Ties all qualitative FOAPAL 
elements together (+Activity code) for accuracy

Note: Hierarchy Reports 
= Framework for each of the FOAPAL functions

\Box\Business Services Campus 
Information\FOAPAL Hierarchy Reports

Account Code is added by Tech 
Staff to capture transaction data for  
consistency on Financial Reports

Codes are =“language of accounting”

https://inside.sou.edu/bus-serv/sou-
fiscal-policy.html
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Transactions & 
FOAPAL 
Elements 

On Box drive:
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FIS Banner 
Cognos Report 
Practice

Accounting Technician Specialists…

Reports to Practice:

 Fund Balance Report YTD Change

 Summary & Drill downs

 Detail (Index)

 Non-Payroll Transactions

 Other Tab:  
Ex. Revenue & Expense by Activity Code

 Transaction Inquiry
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Parameter 
Selection

Who are you running report for ?
What is source of funds?

Budgeted Operations Or 
All Except Bud Ops

Fund Balance Report by ALL 
>toggle to Fund Type
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FUND 
BALANCE
Report
& YTD

Cognos Dashboard: 
>Parameter Set-up [Submit]
By Fund Type 

Financial Report Creation: 
>FIS Report Tabs (6) = YTD Change
>Fund Balance (for Fund Manager)

Revenue less 
Expense =
YTD Change
(Margin)

Cash $ = 
for Daily 
OperationsService 

Center 
Transactions
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SUMMARY
Report
& Drill down
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DETAIL Report
by Index(s)

Enter Parameters - Submit
Select Index (range)
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NON-PAYROLL 
TRANSACTION  
Report
& Account Code
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Other Tab 

Parameter Set up & Submit
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Example on next slide



Other Tab
Rev & Exp by 
Activity Code 
Report

& Toggle
& Drill Down
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SOU – All:  



Custom:
Transaction 
Inquiry Report

Search by Fiscal Year:  
Index; Org; Activity or Doc Code

Search by Fiscal Period: 
FUND; Account; Location; Vendor
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Why use 
Cognos 
Reports? 

Mission of Business Services

Service Center Payables/Receivables Technical Goals:

1. Provide customer driven services to students, campus departments, and the 
SOU community in support of all other departmental missions.

2. Insure the accuracy and integrity of financial and business policies, processes, 
records, transactions systems; and the reporting and/or publication of financial 
information.

3. Support university compliance with federal and state mandated programs, 
regulations, and policies.

4. Demonstrate leadership and advocacy of the university's needs through 
participation with SOU Finance and Administration leadership when evaluating 
SOU financial performance measures and other strategic initiatives being 
considered at the university or at the Higher Education Coordinating 
Commission (HECC).
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The End

Contacts:  Business Services

https://inside.sou.edu/bus-serv/staff.html

https://inside.sou.edu/sc/index.html
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