Requesting Access to Cognos
Financial End User Reports

Who Can Request Access

Any employee with current financial reporting responsibilities can request
access to the financial end user reports.

How to Request Access

Access is requested through the Information

W

TOOLBOX @

Cognos

Systems ResolvelT portal. A link to ResolvelT can

be found in the Toolbox on the Financial Services

website.

After clicking the ResolvelT link, use the
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ResolvelT \
Works

following steps to request access to the Financial

End User Reports in Cognos:

Log in to ResolvelT using
your network user name and
password.

On the ResolvelT main
screen, use the double
chevron to scroll down until
you see the Reporting
Category. Click the word
‘Reporting’ to open additional
options at the bottom of the
screen.

BMC Service Request Management

Under ‘Available Requests’,
select ‘Cognos License or
Access Requests’ on the left
side of the screen.

All Other Requests .
Cognos License or Access Requests |
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What is it?

Cognos is the
University’s application
for obtaining reports on
the data stored in
Banner, the WFU
system of record.

Why it is Necessary
Having access to
download and review
financial end user
reports provides those
with financial reporting
responsibilities the
ability to review activity
on their Funds and Orgs
to keep their budgets on
track and make changes
as necessary.



Cognos License or Access Requests

The request screen will
display with information you
will need to complete to
request your access. Be sure
to complete all required
fields, which are indicated
with a red *. Note that making
a selection in some fields will
trigger additional fields to
display. One is the Finance —
Campus End User option.
When selected, you will be
prompted to indicate the funds
and/or organization codes for
which you need reporting
access. You will need to scroll
down to view and complete
all fields. When your
information is complete, click
‘Submit’.

Cognos License or Access Requests X

RequestodBy [JemniforHRogers _Eat |

Roquesid For

Atachmens: @ O ©

Preferred method of contact * g =

Access requested for:* Sennifer Horn Rogers ]
Full Name required.

Network Username:* [massh ]
Ex.: collingo

Department: * [Finance Systems |+

New or transfer license:* © New ) Transfer
) No License Needed

Type of license: * () Receive a report. 1@ Run a report.
() Create a report

Information data access needed:* ( Admissions ) Advancement

[SLS—
) Finandial Aid ) Human Resources
() Information Systems ) Judicial
) Registrar ) Residence Life and Housing
() Student Services
Please enter the funds and/or 112303
organization codes to which they

need security:*

Please note - additional time may be needed to obtain appropriate approvals.

BMC Remedy User - Note

i Your request REQ000000204317 has been
submitted. (ARNOTE 150370)




