
 
Financial Edge (FE) Instructions 

Welcome to the CU Foundation’s accounting system!  Please report any issues or make suggestions to:  
accounting@cufund.org 
 
You will need to FIRST log in to the following site to change your password: 

https://cufund-pwhelp.concoursehost.com/showLogin.cc 

SEE SEPARATE INSTRUCTIONS FOR PASSWORDS. 
 
Once your password has been updated, THEN you can login to the following website for the reports: 

https://cufund-rpt.concoursehost.com/MainReport 

Note: Internet Explorer is the best browser for FE reporting. 

In the first box, enter “cufund\” before your user name. 

In the second box, enter your updated password. 
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Initial landing page for reports: 

 
 
 
Basic navigation tips: 
Note:  Items in blue text with underline are links to other reports and can provide additional 
information. 
 
To print:  Export as PDF.  The printer icon will work, but may not be formatted correctly.  You can also 
export reports in other formats as shown here: 

 

To go back:  Use the standard back arrow  on your web browser or click on the appropriate link 
within a report.  If you get to this page by mistake, just click on “CUF Front Page” to return to the 
Reports Main Page. 
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Use the built in links to return to prior reports or the Reports Main Page: 
 
“Reports Main Page” is usually at the top left of reports. 
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To hide parameters (view more of a report on your screen):  Use the small arrow button at the bottom 
of the parameters: 

 
 
Preferred Funds: 
 
From the “Reports Main Page”, Choose “Manage your preferred funds”. 

 
 
 
You can choose and change which gift funds you would like to see on certain summary reports.  Simply 
search for the fund number you would like to add: 

 
Then add to your list or remove as appropriate. 
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You will be able to use this list on other reports by just clicking a box for the “Display preferred funds 
only?” parameter. 

 
 
Navigation Tip: 
Click in the blue space after each parameter selection. This will also limit the selections 
available in the next parameter. 
 
Historical data is only currently available for FY13.  Contact CU Foundation Accounting at 
accounting@cufund.org  if you need additional help with history. 
 
There is not a “logout” button or procedure.  When you close your browser (completely - not just a tab), 
you will be logged out.  
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Reports: 

Custom Compilation:  Allows you run a list of funds with key data regardless of the fund type.  This 
report is designed to mainly be exported to Excel.   This report may be using your preferred funds.  
Information for endowed funds is presented on a single line in the report.  This allows for all selected 
funds to be included in a single report. 

 

 
 
Navigation Tips: 
You must choose whether to include the funds that have an end date.  If a fund has been closed 
in the current fiscal year, there could be data in the activity columns on this report. 
 
Note that the parameters work left to right.  So click on your campus first, then click away on the blue 
space.  The list of schools will be narrowed down to only those schools that relate to your campus.  Then 
repeat this for department or divisions.  To only run the report on Preferred Funds, just click True.   
 
This report may be run from your preferred list of funds. 
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Endowment Summary:  Summarizes key endowment balances. 

 
 
 
 
Navigation Tips: 
Use the +/- to roll detail up or down. 
 
Endowments may be identified by either the principal or distribution fund number. Ex. 0150001 or 
0130001 both identify the same endowment.   
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Fund Lookup:  Allows you to search for funds by various parameters including the fund title and 
speedtype. The report provides basis information about funds, and you can also drill down to the gift 
fund statement directly from the results. 
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Fund Number Summary:  Use parameters to narrow down your list to a specific campus, school, 
department, etc.   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Multiple 
Pages 
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Excel export: 

 
 

 
Navigation tips: 
Fund number summaries will break by type of fund: Current, Distribution, and Principal.  Use the page 
arrows to navigate to other pages. 
When exporting to Excel, the 3 fund types will be on separate worksheets.  Sheets 1, 3 and 5 contain the 
reports while Sheets 2, 4, and 6 have the report parameters. 
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Gift Fund Statement:  Just type in the date and fund number to get a summarized report of your fund.  
You can drill down on individual accounts to get fiscal year activity. 

Since the transaction reports behind each account code include the entire fiscal year, prior year activity 
is available by changing the date parameter on the report to the end of a prior fiscal year. 
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Transaction Detail:  Allows you to search for detail transactions based on a variety of parameters.  It is 
similar to the drill down report based on the account code on the Gift Fund Statement.  However, this 
report can provide data across multiple fiscal years. 

 

 
 
Navigation Tips: 
You must enter either an account code (found on the Gift Fund Statement) or choose “Yes” in 
the “Include all account codes?” box. 
 
You must also enter a value for “Detail Type”.  The report will return either detailed 
transactions or a summary of the data by fund. 
 
 
 
Please contact accounting@cufund.org if you have any questions. 
 


