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Topics:

= Setting up a RUN control
= Pl Report

= Commitment Control KK
= Award Profile Page

= Project Page

= Project team link

= Setting up a Favorite



Setting up a Run Control

= Select the Add a New Value

= -|n the box labeled Run Control ID, create a name for your run
controel. Use the first initial of your first and last name and then a
name that will help you to remember the report. Use the
underscore to separate you initials and the report name.
Example: cn_ndu_pi_report

= —Click the Add! button

= -Set up a control for each report only ONCE. The next time you
want to run the report select the Search button under the Find an
EXxisting Value tab.




Running a Pl Report

= There are several different fields and boxes that can be selected or completed to gather
different data. A description of each box Is listed below.

= Business Unit: Number assigned to institution
= (Required for all Pl reports.)
=  Award: Main award number

= Project: Used torun a Pl Report for a project under the main award. The award and project
boxes need to be completed.

= Department: Number assigned to department Can be use to run all reports for a department
by only completing the business unit and department fields.

= PI: Principle Investigator. Can be used to run reports for one Pl by only completing the Pl and
Business Unit fields

= Checkboxes
=  Sponsor Funding Report- Required for all'Pl reports.

= Cost Share Report- Runs an additional report that shows the cost share Budget and
expenditures.

=  Third Party Report- Runs an additional report that shows the Third Party Cost Share Budget
and expenditures

= As of Date- Date through which financial data will be displayed.




Pl Report



Running the Pl Report

" Navigation: Grants — Interactive Reports — HE Pl Report
" If this your first time running a Pl Report, please go to Setting Up a Run Control.
= Click Search

J Select Run Control ID

" Enter the Business Unit

= Enter a. Award ID

= b. Project ID

- c. Department

= d. Pl

= Check a. Sponsor Funding Report

= b. Cost Share Report

= c. Third Party Report

= Enter the As of Date
= Click Save

= Click the Run button located in the upper right hand corner

= -User will goite a screen with) Process Scheduler Request

= Click the OK button

= -User will return te PI'Report Run screen,

= Click the process monitor hyperlink located to the left of the run button.

= -User willlgo to screen with/ Process list.

= Click the Refreshbutton until the Run status and! Distribution status to change to Success and Posted.

= Click Details hyperlink
= Click Message Log
= Click PDF. File hyperlink



Information on the Pl Report

Upper left hand corner...

Award: PeopleSoft number assigned to a
sponsored program — main or contract number
Award Name: Name of the project

Award Dept: Department ofi Pl

Agency: Awarding agency

Award Pl (Principal Investigator): Name of the
Individual who Is conducting| the research

Award Start Date; State date of award
Award End Date: End date of award



Information on the Pl Report

= Upper right hand corner...

= Project: PeopleSoft number assigned to a project
= under an award.

= Project Dept: Department of Pl

= F&A Rate: The percentage of F&A that Is being
= collected by the institution.

= Project Pl: Principall Investigator

= Project Start Date. Start date of project

= Project End Date: End date of Project

= Fund Code: Fund assigned to Award or Project
= py Grant Officer.



Information on the Pl Report

= There are seven columns on the Pl Report, each gives
different infermation about the project.

= Budget: Amount awarded.

= Current Mo. Expenses: Current month’s expenditures
from the 1st to the As of Date entered.

= Cumulative Expense: Cumulative Expenses through
the As ofi Date entered.

= Qutstanding Encumbrances: Amounts of
encumbrances not expended.

= Available Budget: Remaining amount available from
the budget amount.

= Percent available: Available budget as a percentage.



Budget Overview

Navigation: Commitment Control-Review Budget Activities-
Budget Overview

If this Is your first time running Budget Overview, please go
to Setting Up a Run Control.

Click Search

Select Run Control ID

Enter Business Unit: Example UNDO1

Enter or Select LLedger Group/Set: Ledger Group
Enter or Select Ledger Group: GNITDTL

Enter Project under Chartiield Project under columns ChartField
From Value, and ChartField To

Select Save
Select Search



Budget Overview



Budget Overview

= Overview Page- an up to date overview
of the project in regards to the budget
that Is set up, cumulative expenses
Incurred, outstanding encumbrances, and
Available Budget.



Award Profile

Navigation: Grants — Awards — Award Profile
Enter Business Unit

Enter Award ID

Select Search

Award Profile page lists the Project Number,
Agency Award number, Title ofi project, Award
Pl, Spensor, Start Date and End Date.



Award Profile Page



By selecting the Funding tab located on upper
portion of the screen, you can see the full
amount awarded under a project number with

the start and end dates.



Project Page

Navigation: Grants — Awards — Project
Enter Business Unit

Enter Project

Select Search

Project page lists the Project, Description, type of
fiunding, Start and End Dates, and a descriptions of
what Is or Is not allowable.

The Grant Officer ofi a project can be found by
selecting the Project team hyperlink located at the
bottem of the screen. The Grant Officer has the
project Role of GCA.



Project Page



The Grant Officer of a project can be found by selecting the
Project team hyperlink located at the bottom of the screen. The
Grant Officer has the project Role of GCA



Adding a Favorite

By adding a favorite a user can create a shortcut that allows them
to go directly to the desired screen versus though the complete
navigation.

Once on a screen you would like to make a faverite such as the Pl
Report

Select the following navigation: My faverites - Add to faverites

The Add to Favorites Page will appear. Inithe description box
enter a name of the screen that Is easily identifiable to you.
Example: HE Pl Report.

Select OK

Verify the favorite was created by selecting My Favorites from the
Menu.



Add a Favorite
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