Cognos Fuel Billing Instructions

Access the Cognos reporting environment by going to https://analytics.utah.gov/ibmcognos/bi/?perspective=home
Please note Cognos is only compatible with Google Chrome and IE11.

Log on with your Utah ID.

Once you’re logged on click on Team Content on the left menu. Then click on Fleet Operations Reports.
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The two reports you want to pull are:

Non-State Fuel Bill —this is the consolidated billing

Non-State Fuel Detail — this is the detail for the consolidated billing. This is all of the transactions by Department/Card
To run a report click on the report name or click on the ellipsis and choose the file format to run.
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Enter the parameters for the report

Non-State Fuel Billing

Fiscal Year (Required) Fiscal Month (Required) July =1

*
Fiscal Year A Fiscal Month A

Department (Optional) Division (Optional) Invoice Number (Optional)

Department Name e Division Name v

The State’s fiscal year starts July 1. This bill is pulled by fiscal year and fiscal month.

July=1
August =2



September =3
October=4
November =5
December =6
January =7
February =8
March =9
April =10
May =11
June =12

You are able to pull each of your division bills separately if you want. Leave the department field blank and choose the
division name only.

Once you have finished choosing the parameters click finish at the bottom of the page.

The report will default to HTML. You can change the format to download by clicking on the down arrow next to the run
button, Only choose Run PDF or Run Excel data. Clicking on the run button also takes you back to the parameters page.
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Run PDF will pull the report to view in PDF. You will need to click on the PDF download button or print button on the
right side of the screen to export the report

Run Excel data downloads the report to your downloads folder in Excel format. Make sure you choose Excel Data not
Excel. Excel will pull the report into Microsoft Excel in the same format you see on the screen.



