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Navigate to the report page. Note the new tab “Run Selected Grants”.  Leave the check box next to the department blank 
and select the next tab. (checking the box next to the department name will print all grants for that department). 
 

 
 

Select the grants you want to print and  then  
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If you do not click on  before  you will see this error message: 
 

 
 

In the next screen select which reports you want to run (you can select more than one). And click  

 
 
 
Then click on the link to  
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After the report runs successfully and Distribution Status is ‘Posted’ click on the ‘Details’ link 

 
And then  
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Select the report you want to see.  The link ending with .PDF will open the report is Adobe Acrobat Reader.  The link 
ending with .csv will open the report in Excel.  This is useful for the transaction report (BRTRANSC). 

 
 
 
 
 


