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COGNOS MONTHLY SUMMARY REPORT INSTRUCTIONS: 
After each month-end you will receive an email containing the phrase “Monthly Summary Reports” and the current month-end in the subject 
line.  For example: “January Monthly Summary Reports”.  The individual links contain the group/account names. 
Double click on the url link in the email.   

 

 

  

Double click on the link 
to open your report 
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A dialog box will ask you to choose an application to open the report – CHOOSE FIREFOX. 
 

 

You will then be asked to login with your CIT (Windows) user name and password.  If you have problems logging in, please contact the RAL SNAT 
helpdesk at helpdesk@rap.ucar.edu. 
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This is similar to the roll-up report you receive each month. 

 

UNDERSTANDING THE REPORTS: 
The following pages explain each of these three sections:  Outlook Summary, Chart, and Account Summary 

 

Click here to advance/go 
back a page 
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OUTLOOK SUMMARY: 
The outlook summary is a roll-up of all financial information for your account key groups 
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OUTLOOK SUMMARY COLUMNS: 

IFAS Budget = Budget in UCAR Accounting System for FY14 (Uncommitted + Committed Carryover + New Funds + Transfers; this is similar to 
what we have called Working Budget) 

EXPECTED FUNDS = Funds expected, but not yet received in FY14 (NEW) 

TOTAL EXPECTED FUNDS = IFAS Budget column plus Expected Funds column (NEW) 

IR (Interim Rate*) Incurred Actual EOM (End of Month) YTD (Year-to-Date) = Year-to-Date actual expenses as of the current month-end using the 
current NCAR IR  

IR Working Plan Remaining = salary matrix and non-salary planned costs for the balance of the fiscal year (salary costs are taken from our salary 
matrix, and non-salary planned costs are taken from project budgets) 

IR Forecast = total of IR Incurred Actual EOM YTD column plus IR Working Plan Remaining column 

IFAS Budget vs IR Forecast = Total Expected Funds column minus IR Forecast column (similar to Available Funds in IFAS) 

 

*The Interim Rate is the NCAR benefits/overhead rates which may change during the Fiscal Year 
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CHART:   
The chart is similar to the chart that appears on the monthly summary reports which you currently receive. 
It shows Outlook Summary information spread across a fiscal year. 
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Numerical information for the data points can be viewed by hovering your cursor over the data points; a pop-up box will appear. 
 

 

 

 

YTDDataSet=JUL YTD 
IR-Working Plan = IR-Working Plan 
Amount = $578,930 
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ACCOUNT SUMMARY: 
The account summary lists general information about each individual account key within the group: the IFAS Budget, Expected Funds, Total 
Expected Funds, IR Incurred Actual EOM YTD, IR Working Plan Remaining, IR Forecast, and IFAS Budget vs IR Forecast. 

In order to view specific information about each account key, choose your account key and click on it. 

 

IMPORTANT NOTE:  To return to the Account Summary page, DO NOT USE THE BACK ARROW – it will not work.  Simply click on the tab you wish 
to return to. 
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INDIVIDUAL ACCOUNT KEY REPORT (page 1): 
The following pages explain each of the six sections of the report:  Current Account Info, FY Account Forecast Summary, FY Forecast Trend Chart, 
YTD Forecast, Monthly Actuals, Employee Plan to Actual Summary. 
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INDIVIDUAL ACCOUNT KEY REPORT (page 2): 
 

 

 

Employees 1 
through 13 
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CURRENT ACCOUNT INFO: 
The Current Account Info section lists general information about the account, including program title, funding source, contract number, etc. 
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FY ACCOUNT FORECAST SUMMARY: 
The FY Account Forecast Summary section lists the same information as the Outlook Summary, but by individual account.   

 

NOTE:  Non-salary encumbrances are NOT included in the FY Account Forecast Summary section – they are included in the YTD Forecast section 
(p. 14) and should be subtracted from the IFAS Budget vs IR Forecast column bottom line.  This will result in a true funds available amount (this 
will become more clear when you open an actual report). 
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The FY Forecast Trend chart shows the Outlook Summary information spread across a fiscal year for this individual account.  As with the roll-up 
chart, you can hover the cursor over a data point and a pop-up box will appear. 

 

YTDDateSet = Jul YTD 
IR Forecast = IR Forecast 
Amount = $397,625 
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YTD FORECAST: 
YTD Forecast provides monthly information about non-salary encumbrances, expenses charged to date, and forecast information for the 
remaining months.  This includes information from the salary matrix and other other non-salary information.  You can click on non-salary 
encumbrances and past year-to-date actual data for additional detailed information.   
 

 

Click on any blue underlined amount, and it will give you year-to-date information on the expenses charged. 

 

Click for Purchased Service 
information 
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MONTHLY ACTUALS: 
Monthly Actuals  - lists actual expenses for the month.  Click on the blue underlined amount to see hours and salary expenses. 
 

 

 

 

 

 

Click for October hours & 
salary information 
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October Monthly Hours and Salary Information (page 1) 

 

XXX 

XXX 

XXX 

XXX 

XXX 

XXX 

XXX 

XXX 

Employee 1 
 

Employee 1 

Employee 2 

 

Employee 2 

Employee 3 

Employee 4 

Employee 5 

 

Employee 6 

Employee 7 

Employee 3 

Employee 4 

Employee 5 

Employee 6 

Employee 7 

Employee 8 
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October Monthly Hours and Salary Information (page 2) 
 

 

 

 

 

XXX 

XXX 

Employee 8 
 

 
Employee 8 

Employee 9 

 

Employee 9 
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EMPLOYEE PLAN TO ACTUAL SUMMARY:   
This shows information about hours and salary charged, hours and salary planned, and hours and salary remaining for all employees who have 
charged or been allocated to this account. 
  

 
 

Click on individual 
employee for detailed 
information 

 

 

Employees 1 

through 13 
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PLAN TO ACTUAL SALARY EXPENSE AND HOURS BY EMPLOYEE: 
Working Plan Remaining/Pct on Key Current Pay Period = the percent on the key planned for the current pay period.  We hope to have this 
shown in an hourly value in the future 

Incurred Actual EOM YTD = actual hours and salary expense year-to-date 

IR Forecast = hours and salary remaining to be spent for remaining months in the current fiscal year 

Working Plan = shows original hours and salary dollars for the fiscal year (from our matrix) 

Working Plan vs IR Forecast = shows a variance between Working Plan and the IR Forecast hours and salary  

Clicking on any employee underlined in blue will supply the same information for all accounts that individual has charged or is allocated to. 

 

Employee Name 
and PEID 
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PRINTING THE REPORTS: 
To print detailed reports, from the Tool Bar, choose the box containing the small blue circle to expand the selection. 

 

 

For example, click View in Excel Options 

 

Expand Dialog Box 
for Selections 

XXX Employee Name 

Employee Name 
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Click on View in Excel 2007 Format 

XXXX Employee Name 

Employee Name 
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Employee Name 

Employee Name 

Employee Name 

Employee Name 

Employee Name 

Employee Name 

Employee Name 

Employee Name 


