Pulling Multiple Index Reports at the Same Time Using Multiple Indexes Reports in Cognos
If you are responsible for pulling multiple index reports each month, you can save time by utilizing the Multiple Indexes Monthly Transactions report located in Cognos.  Note that multiple reports are also available for budget summaries as well as multiple index fiscal-year-to-date transactions.  These reports are all pulled in a similar way.
In Flashline go to your Employee dashboard, scroll down to Reports (Cognos) and click on Finance Reports.  You will see a variety of finance reports that are available.  You can add any of these reports to the “My Dashboard” by typing Finance in Search Flashline located in the blue bar of the screen, hover over any of the reports that you may want to add to your dashboard then click on the pin to the right of the file.
For this example we are using the Multiple Indexes Monthly Transaction Report
Sign into IBM Cognos Analytics with your Flashline username and password
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This report is pulled using org codes then when reprompt selected will allow you to select indexes.
Click in the box to the left of each org you would like to pull (I 
Click on the yellow Reprompt.
Index options will include all indexes within the org code(s) you chose
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Select all indexes you wish to view.
Select fiscal year.
Select fiscal period.
Scroll down to bottom of page and click on Finish.
Once a report appears, go up to the “Run As”   [image: Logo

Description automatically generated]  icon and select PDF or Excel   
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Description automatically generated with medium confidence]The .pdf report will print all indexes in one file, but no more than one index will appear on a single page.
The excel file will print as one file with each index as a separate tab. The tab naming convention is the fund followed by org and prog. The individual index numbers appear on their respective reports.
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H This report option allows for multiple financial reports to be retrieved in one grouping for the indexes selected below.
(@For each index, an individual financial report will be generated, listing all reports in one output view and in index
sequential order. This output view can be extracted to a PDF file or Excel file. When extracted to an Excel file, each
Bl index report will be displayed on its own tab.

° Please fill in the selections below. Those marked with a red asterisk are required.

* After selecting Organization codes, click on 'Reprompt’ and that will populate the Corresponding account index
values for each Org selected

o

T 100001 - President’s Office <] Reprompt -

™ 100002 - Contingency

™ 100003 - May 4 Commemoration

I” 100004 - Searches

I™ 100005 - Strategic Planning & AQIP

Select the Org: | I 100006 - President Special Events

™ 100007 - Teaching Development

I™ 100008 - University Events and Protocol

™ 100009 - Governing Board

I 100010 - Executive Officer Searches -

Select all Deselect all

Select the Account Index: § e

Enter the Fiscal Year: | VALUE_DESCRIPTION v
Enter the Fiscal Period: | VALUE v
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ﬁ This report option allows for multiple financial reports to be retrieved in one grouping for the indexes selected below. 3

For each index, an individual financial report will be generated, listing all reports in one output view and in index

(Q, sequential order. This output view can be extracted to a PDF file or Excel file. When extracted to an Excel file, each
* index report will be displayed on its own tab.

u Please fill in the selections below. Those marked with a red asterisk are required.

@ After selecting Organization codes, click on 'Reprompt' and that will populate the Corresponding account index
m values for each Org selected

. oo reecrare-rogren
™ 100079 - Urban Design Center
° I 100080 - Dean Arts & Sciences
I 100081 - Chemistry-Physics Shop
I” 100082 - Physics Planetarium I
I™ 100083 - Psychological Clinic

I 100084 - Dean A&S Contingency
I™ 100086 - Anthropology 3
I™ 100087 - Instit for Bibliog & Editing ¢
I” 100088 - 5771227 OBR Technology Initiative

Select the Org:

Select all Deselect all !
T~ 220527 - Men's Basketball Fundraising
I 220528 - Baseball Fundraising
™ 220529 - Men's Golf Fundraising
Select the Account Index: | [~ 337002 - Men-Basketball
I” 337003 - Men-Baseball
I 337004 - Men-Golf

o

Select all Deselect all |
Enter the Fiscal Year: * [2023 v

Enter the Fiscal Period: *
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