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Introduction

Purpose of the FDW:
• To provide timely COFRS financial data 

(including daily diagnostic reports).

• To provide users with custom reports and 
reports which can be converted to a 
spreadsheet for additional data 
manipulation.

The Financial Data Warehouse is an internet-based reporting tool which 
allows users to pull data on a daily basis.

It is updated with each nightly COFRS cycle.
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FDW Login Screen

After filling out an access form, you will be given a password. Sign in using 
your GGCC/Top Secret ID or the ID you were assigned.

If you are unsuccessful 3 times, your ID will be suspended.

If your ID is suspended or if you have any questions about the FDW, click 
on the cofrs.csg link to send an e-mail message.
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FDW Title Screen

The Data Warehouse has sections for Search screens, Other Reports, 
Resources, and Standardized Agency, Organization, and Department
reports.

This screen will show all link groups you currently have access to.  For 
example, if you do not have Statewide access, the Statewide link will not 
show up.
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Standardized Reports 
(Available on the right-hand side of the Front Page)

• Available for Agency, Organization, and 
Department.

• Most reports have drill-down 
capabilities to the transaction level.

Standardized reports are listed on the right-hand side of the front page.  
They are broken into three major groups—Agency, Organization or 
Department.  

You may pull either Daily reports (activity by day), Period/YTD reports 
(either year-to-date reports or by period) or Budget reports (comparing 
budget to actual expenditures or appropriations). Multiselect reports are 
also available, allowing you to pull more than one agency, organization, or 
other fields.  

Examples of these reports are on the following pages.
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FDW Title Screen – YTD Period 
End

YTD Period End (agency)
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YTD Period End

Agency YTD/Period End:

Most reports (other than Daily reports, Budget reports and Create A Report) can be run on a monthly, period-end 
date, year-to-date, or period-end/YTD across months.

The default report format is HTML, where you see the report in the internet browser.  The other available formats 
are EXCEL 2000, EXCEL, and PDF.   

A description of these report formats are as follows:

HTML - (report on the screen).  You may also click on the amounts (in blue) to drill down to the transaction level. 

EXCEL 2000 - this format allows you to bring up the report in Excel, with formatting for headers, subtotals, 
totals, etc.  Drill-down capability is available. 

EXCEL – This format allows you to pull up the data, and save it as an excel file for manipulating.  No drill-down 
capability, no headers, subtotals, totals.

PDF - Adobe Acrobat format.  Drill-down capability is available.  Can be pulled as Portrait, Landscape, or Legal 
sizes, depending on the size of your report.
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HTML

This is an example of an HTML report.  The data cannot be manipulated in this format.  

In these and all reports on the Financial Data Warehouse, you may click on the blue underlined (hyperlink) fields 
to see the transaction detail for the amounts (see next screen).

Benefits of HTML format:
1. The data is in a final report format.  It includes the header, with report name, and time periods 

of the report.  
2. This is the best format for viewing on the screen.
3.  The data cannot be manipulated in this format, which may be useful if needed (also could be a 

drawback of this report format, see below). 
4.  In most cases, the reports have drill-down capabilities to get to the detailed transactions.

Drawbacks of HTML format:
1. The data cannot be manipulated.  Therefore, any report you run will have all data included (it 

will pull every fund, for example, even if you only need to see fund 100).
2. If you try to print in this format, the pages do not fit on a standard 8 ½ x 11 page.
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HTML (CLICK ON DD)

This report shows the detail of one amount on the previous report.  

On drill-down reports, if you would like to use the data in Excel for 
manipulating or sorting the data, you may click on the blue underlined 
(hyperlink) EXCEL in the header of the report.  

The next screen will show the EXCEL format.



•10

EXCEL Data

In the EXCEL format, you may sort the data by any field you choose.  

To use EXCEL toolbars, click on View, Toolbars, and then Standard, Formatting, or other toolbars. 

When you are done manipulating the data, save the file by clicking on File, Save As, and naming your report.  Be 
sure to save in the most recent EXCEL version to maintain data integrity.

Benefits of using EXCEL format:
1.  You are able to easily manipulate data to get the information you need.  You may delete any lines 
that are not useful to you, and you can add subtotals, shading, etc. to your report.  You may also 
create pivot tables and graphs using this format.    

Drawbacks of using EXCEL format:
1.  The data is not in a report format.  There are no subtotals or totals, the report name is not 
showing on EXCEL reports, and the time frame of the report is also not included on the EXCEL report.  
You can manually add this information if needed. 
2.  When pulling data from the main screen in EXCEL format, hyperlinks are not available to get to 
the detailed transactions.

To exit this screen, click on the Back button on the browser toolbar.  If you are not able to leave the spreadsheet 
(when you are using EXCEL, EXCEL2000 and PDF formats), click on the arrow NEXT TO the Back button and click 
on the report page (such as, Daily Agency Reports).  Click on the screen listing prior to the top report to get to the 
previous screen. 
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YTD Period End

Same report, using EXCEL 2000. 
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EXCEL 2000

This report is in Excel 2000 format, with headers, report name, 
subtotals, and totals.  You are able to delete any lines that are 
not applicable to your needs.   If you make any changes to 
EXCEL 2000 reports, you will need to change any subtotals or 
totals (add formulas).

When exiting this screen, you will need to click on the black 
arrow next to the BACK key (see Screen 10 for instructions).

Benefits of EXCEL 2000 format:  
1.  The reports are in Excel format, with headers, report name, 
subtotals and totals in the report.  
2.  You are able to click on a blue hyperlink to drill down to the 
transaction level.
3.  You are able to delete any lines that are not applicable to your 
needs.  (See Drawback #1)

Drawbacks of EXCEL 2000 format:
1.  If you make changes to any lines, you will need to add formulas 
to the subtotal and total lines.  
Currently, the subtotals and totals are numbers, not formulas and 
do not change when lines are changed.
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YTD Period End

Same report, in PDF formats (portrait, landscape, legal).
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PDF

This is a report in PDF format.

To exit this screen, you will need to click on the black arrow next to the 
BACK key.

Benefits of PDF format:
1.  The PDF format is the best format for printing.   It puts header 

and footer information on each page of the report.  
2. Data cannot be modified (also a drawback).
3. Drill-downs to detailed transactions are available.
4. Able to pull the reports in Portrait, Landscape or Legal size for 

printing.
5. You can save a copy of this report for future reference.

Drawbacks of PDF format:
1.  Data cannot be modified. 
2. If you save this report and e-mail it to an individual, please be aware that 

that person will be able to click on the hyperlinks to see detailed 
transactions.   You may print the PDF report and scan it if you want to preserve the 
security of the details.
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Multiselect

If you have access to multiple agencies, you may select more than one.  The Agency 
field (highlighted in red) allows you to use the CNTL or SHIFT keys to select more 
than one.

The default is listing the report in agency order, but you can click on the MERGE 
AGENCIES to see the summarized data for all selected agencies. 
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Report Dates 

You can pull the reports for either one month, as of period, or year-to-date.  

If you choose One Month reports, you need to specify the accounting period you wish to see.

If you choose As of Period or As of Period by Month reports, you need to specify the ending accounting period.  
The report will pull data from the beginning of the fiscal year chosen, through the accounting period you select. 

If you choose Year-to-Date or Year-to-Date by Month reports, it will pull all activity through the previous night’s
activity.
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As of Period by Month

Pulling a report Across Month allows you to see each accounting period as a 
separate column.
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IT Report

If you are trying to record an IT, you can take a look at the IT Intergovernmental 
Transactions report on the Agency page.  This report provides a list of IT 
transactions.  You can click on the transaction to identify the other agency involved.
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FDW Title Screen – Balance and 
Operating

Balance and Operating search screen.
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Search Screens:  Balance and 
Operating

Allows you to pull the entire transaction (balance and operating side).
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FDW Title Screen -Table 
Listings

Under other reports, click on TABLE LISTINGS
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Table Listings – Report Listing

This screen allows you to pull data from many tables in COFRS.  For example, 
you can pull an agency listing by agency code, or the APP2 (Appropriation Codes).  
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Table Listings – Agency Report

Gives you all of the agency codes and names for the state agencies.  Useful for 
identifying IT’s, also for Intra/Interfund Rec Pay confirmations.
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Diagnostic Report – Main Screen
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Diagnostic Report – Report 
Listing
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FDW Title Screen (SCO 
Website, COFRS 
Documentation)

Resources:

Links to the SCO website, also links to COFRS Documentation and the Document 
Direct Manual
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COFRS Documentation

Same as the COFRS binders.  Updated periodically.
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Questions?

• For security/access problems or other 
FDW questions please e-mail 
cofrs.csg@state.co.us.

(No additional notes on this page.)


