
Current Year Budget Balance Available Training Guide 

Cognos Link: https://reporting.lafayette.edu/bi/?perspective=home 

Cognos File Path:  

Cognos Criteria: 

1. Select Fiscal Year – can only select one at a time

2. Select Period (14 – captures all data year-to-date)

3. Select Division

4. Select which categories of data to be reviewed (Revenue, Expenses, Compensation)

5. Indicate Summarization Level:

a. Hide Accounts View – shows detail at org level only

b. Show Accounts View – show detail at org level AND by account

6. Click NEXT

7. The following screen explains that due to the size of the report, there may be a few minutes of

waiting time and how to expedite this process. Click FINISH.



Cognos Reporting View: 

 

When using the report within Cognos, there is the ability to toggle between “Hide Accounts” and “Show 

Accounts”. 

Accounts Hidden: 

 

 

Accounts Shown: 

 

 

 

 

 

 



Explanation of Report Columns: 

1. Category: Revenue (if applicable)/Expenses/Compensation can be broken down by Org- 

Description or Org-Description and Account-Description 

2. Adjusted Budget: Original budget in addition to any adjustments or transfers YTD 

3. Actuals: Expenses that have been incurred 

4. Encumbrances: Outstanding commitments or contracts for services that have not yet occurred 

or equipment that has been ordered but not yet received 

5. Total: Actuals + Encumbrances 

6. Amount left to Spend: Adjusted Budget – Total Expenses (Actuals + Encumbrances) 

7. % Spent: Percentage of budget spent  

 

Export Report to Excel: Select PLAY button -> Run Excel -> Pop Up box generates for excel download 

 

 

Important information: 

1. This report only reflects Operating budget and actuals; restricted funds are not included. 

2. Compensation includes salary and fringe for all employee types, inclusive of part time, student, 

etc. 

 


