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March 2021 

 

 

 

Class Spotlight:  Introduction to Cognos 

 

This class introduces the user to Cognos system, providing information about how to use Cognos to access 

data and demonstration of the folder structure we use for housing reports in Cognos. You will learn about 

various types of parameters and how they are used. With hands-on instruction you learn  how to use the 

“My Folders” section of Cognos and have the opportunity to execute a report while learning some of the 

navigation features. The class does not provide instruction on specific reports or how to use the reports to 

make business decisions. This class is a pre-requisite to other Cognos Reporting classes, both Finance and  

Human Resources reporting classes.  This class is offered multiple times each month and registration is 

completed via Cornerstone. 

DMFR hosts a resource of videos to supplement the Introduction to Cognos class.  These are found on the 

DMFR Website within the “Resources” link.  The videos that are available for your use include: 

 Cognos Analytics –Introduction 

 Cognos Analytics –Overview 

 Cognos Analytics –Report Options 

 Cognos Analytics –Scheduling Reports 

 Cognos Analytics –User Settings 

 

The Cognos User Guide is found on the DMFR Training Website and is a great reference tool as you learn 

how to use the Cognos Reporting System. 

 

 

https://apps.dmfr.ttu.edu/enterRegistrationSystem/
https://www.depts.ttu.edu/dmfr/resources/video-resources/cognos/cognos11-overview.php
https://www.depts.ttu.edu/dmfr/resources/video-resources/cognos/cognos-analytics-overview-training.php
https://www.depts.ttu.edu/dmfr/resources/video-resources/cognos/cognos11-report-options.php
https://www.depts.ttu.edu/dmfr/resources/video-resources/cognos/cognos11-scheduling-reports.php
https://www.depts.ttu.edu/dmfr/resources/video-resources/cognos/cognos11-scheduling-user-settings.php
https://apps.dmfr.ttu.edu/training/wp-content/uploads/2016/05/afism-introduction-to-cognos.pdf
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DMFR February Class Schedule 

 

Class Date 

Financial Reporting - Budget Reports  
                                                    

3/1 , 3/15 

Financial Reporting - Transaction Reports 
                                                    

3/2 , 3/16 

TechBuy Shopper 
                                                  

3/2, 3/9 , 3/30 

EOPS: Employee One-time Payment System Overview 
                                                          

3/31 , 3/18 

Xtender - Scanning and Indexing 
                                                           

3/3 , 3/17 , 3/30 

Procurement Reporting in Cognos 
                                                          

3/4 , 3/18 

Introduction to Cognos 
                                                           

3/4 , 3/9 , 3/17, 3/22 , 3/30 

Financial Management 101: Introduction to FOAP Codes 
                                                             

3/5 , 3/18 
  

Travel Training for Travel Preparer 
                                                          

3/8 , 3/24 

Cognos Grant Reporting 
                                                          

3/8 , 3/23 
  

HR Reporting - Employee Appointment Reports 
                                                       

3/9 , 3/22 

Banner 9 Finance Navigation 
                                                  

3/10/ , 3/26 

Account Code Training for Expenditures 
                                                        

3/10 , 3/26  

HR Reporting - Payroll Reports 
                                                         

3/11 , 3/23 

Budget Management and Revision 3/12 , 3/24 

If you are interested in attending one of the above sessions, please log into Cornerstone to register.  

**Class dates and times are subject to change. 

DMFR 

 

https://apps.dmfr.ttu.edu/enterRegistrationSystem/
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DMFR 

 

Report of the Month 

FI070 – Blanket Order Summary 
 

This report provides details for activity that has occurred on a Blanket Purchase Order.  We are 

now into our 7thmonth of the Fiscal Year and it is a good idea to see the status of your Blanket 

Orders.  It is important to remember that these orders do no encumber funds.  

 

The only required parameter is Chart of Accounts.  It is best to enter a Fiscal Year, else all Fis-

cal Years will be provided. You will not find a Blanket Order active for a previous fiscal year, 

however, if you need to review a previous year Blanket Order, you may do that.  Utilize the 

FOAP parameters to view all Blanket Orders by Organization or by FOP .   

 

 

 

The report output is shown on the following page. 
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The report is divided into two Sections, providing the following information: 

 

The first section of the report provides data for the Original Blanket Order 

Vendor Name – The entity / person providing the product / service 

Order Date -  Date the Blanket Order  was created  

Termination Date – Date the Blanket Order is closed 

Original Blanket Amount – Amount order was created for 

Remaining Blanket Amount – Balance available on the Blanket Order 

 

The second section provides the payment activity against the Blanket Order 

Transaction Date – Date the payment was made 

Document code – Banner Invoice attached to transaction payment 

Vendor Name - The entity / person providing the product / service 

Fund, Organization and Account supporting the payment – Budget supporting payment 

Payments—Each payment that has been made is shown 

 

DMFR 

It is good to remember that a blanket order does not encumber funds and will expire automatically on 08/31 

of the fiscal year.  State Funds and Grant Funds are not allowed on blanket orders.   

For further information about Blanket Orders, review the Blanket Order Policy found on the Procurement 

Services Website within Training & Work Aids > Purchasing > TechBuy Training Guides & Aids > Blan-

ket Order Policy. 

https://www.depts.ttu.edu/procurement/resources/training-and-work-aids/documents/purchasing/procurement-techbuy-blanket-order-policy.pdf
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Need our Services? 

DMFR is here and eager to support the growing data and technology 

needs of the University. Our services include training, report writing, data 

delivery, data presentation, web development, and much more. Should 

you have any questions of how DMFR might assist your department, 

please do not hesitate to reach out.    

Contact Us 

dmfr.support@ttu.edu 

Visit us on the web: 

http://www.depts.ttu.edu/dmfr/ 

DMFR Training Website: 

https://apps.dmfr.ttu.edu/training/ 

DMFR Portal  

https://portal.dmfr.ttu.edu 

 

 

DMFR Mailboxes   

 

Should you need to contact us, our mailbox addresses are:  

dmfr.support@ttu.edu  

dmfr.applications@ttu.edu  

dmfr.reporting@ttu.edu  

dmfr.training@ttu.edu  
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