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Process FMS Reports in Cognos 

Last Updated:  12/2024 

This QRG provides the steps to process FMS reports in Cognos. These reports can include all buildings, floors, and room 
data for West Lafayette and all regional campuses.  

Jump Links: https://one.purdue.edu/task/all/cognos 

Access Cog nos  

• Access Cognos at 
https://one.purdue.edu/
task/all/cognos 
 

 

 

 

 

• Click Start 
  

 
 
 
 

• Log in with Career 
Account 
 

 

 

 

 

 

• Click on  icon in 
upper left-hand corner 

 

 

 

 

 

 

 

• Click on Content > 
Team Content > 
Departmental Content 
> PWL > President > 
Administrative 
Operations > Auxiliary 
Services > FMS 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://one.purdue.edu/task/all/cognos
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• FMS reports will be 
displayed 

 

 

 

 

 

 

 

• Select report you wish 
to run 

 

 

 

 

 

 

Select Filter ing Opt ions  

• Select filtering options: 
 

• Campus: Select a 
specific campus or 
multiple campuses 
 
 

• Building: Enter 
keyword or bldg 
abbreviation and click 
Search; Select building 
and click on Insert to 
move result over to 
Choice 

 

• Floor: Select a specific 
floor or multiple floors 

 
 
 
 

• Space Use Code: 
Select a specific space 
use code or multiple 
codes 

 

 

 

 

 

 

 

 

Submit  R eport  
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• Click on Submit in top 
middle of the page to 
process 

 
  

Export  t he R ep ort  

 

• Click on HTML to 
select desired format  

 

 

 

 

• Select format 
 

 

 

 

• Click on spreadsheet in 
upper right hand to 
view results 

 

 

 




