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2. Introduction

This movie will demonstrate logging in to the Reporting System from both the my.CU portal and from the CU Business Applications page.
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3. Navigating to Portal

Navigate to the my.CU portal log-in page at https://my.cu.edu. Select the "My Campus" dropdown box and choose your campus.

Text Captions: https://my.cu.edu.
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Slide 5

Enter your campus computer username - for UCD, this will be your STARGATE or CUDENVER user name.
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	7.1. Entering Password
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8. Logging In to Portal

Click the Login button
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9. Logging In to Portal (Cont.)
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10. Waiting

You may see a loading screen asking you to please wait.
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	11. Selecting My.Reports Tab

Once in the portal, select the the my.Reports tab.
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12. Selecting Public Folders Link

If you don't have any fiscal roles on University speedtypes, your "channels will be empty. To enter the reporting system, click the "Public folders" link at the bottom left of the page. Remember - when users are granted Finance System access, they automatically get access to the Reporting System.
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13. Accepting Security Warnings

You may get some security warnings about connecting...just click "Yes".
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14. The Reporting System Opens

The Reporting System opens in a new window. You need not log in again. You can maximize the page by clicking the maximize button.
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	15. Selecting Finance Link

To get to the reports, select the Finance link.
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16. Viewing Report Listing

The report listing appears.
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17. Viewing Burst Reports in Portal Channels

If you do have a fiscal role or roles on university speedtypes, upon clicking the my.Reports tab in the portal, you'll most likely see a single .pdf report. The content of the report relates to your highest level fiscal role, and whether or not there is data available:

If you have an ORG-level fiscal role, you will see a Financial Summary Report (FSR).

If this is not the case, then you'll see a random Revenue and Expense Summary.

If there is no Revenue and Expense Statement Summary for your responsibility area, then you'll see a Balance Sheet Summary.

If there is no Balance Sheet Summary, you will see a message stating “No report is Available".
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18. Scrolling Through Channels

If you use the scrollbars to move down the page, you'll see that you also have report links in your second channel.
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	19. Viewing Second Channel Reports

The channel may appear empty, but it's not. First, select the fiscal year and accounting period you'd like to view. The most current year and accounting period will be at the top of the list.
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20. Selecting Month-End Date
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21. Selecting Speedtype

Then, select the speedtype you'd like to view the report for.
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22. Selecting Speedtype (Cont.)
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	23. Selecting Report Name

Finally, select the report name. You can select multiple reports by holding down the control or shift button.
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24. View Reports

Click the "View Reports" button.
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25. Viewing PDF

A PDF report or reports will appear. You can zoom in by using the PDF zoom tool, or automatically fill the page with the report by clicking the appropriate "Page Display" icon.  If you have opened multiple reports, each of which opens in a new window, you can toggle through them by pressing the "Alt" and the "Tab" keys together on your keyboard.
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26. Maximizing PDF

Click the Close button. Since the report had opened in a new window, your portal is still open. 
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	27. Logging Out of the Portal

Always make sure you log out of the portal by using the "LOGOUT" button.
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28. Entering Cognos Directly

To log in directly to the Reporting System, assuming you have Finance System access, navigate to the CU Business Applications page, aka the "Planets" page, at: https://saturn.cusys.edu/, and select the Reporting System link.

Text Captions: https://saturn.cusys.edu.
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29. Entering User ID

The Reporting System log in page appears. Enter your campus computer user name.
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30. Entering User ID (Cont.)
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	31. Entering Password

Enter your campus computer password. 
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32. Choosing UCHSC LDAP

Select your campus directory. For UCD, select the UCHSC LDAP item from the directory dropdown box.
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33. Selecting OK to Log In

Select the OK button.
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34. The Reporting System Appears

The Reporting System main page appears.




	[image: image33.png]





	35. Exit

Text Captions: Thank you for viewing this presentation. Please select one of the buttons below to proceed.
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