Printing Individual Grants in a Department.

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).

Search:

®

= Brandeis Reports
= Brandeis Reports

|/ Run Selected Departments |_ Run Selected Grants ',

= Web Distribution
Reporting

[ PeopleTools

[* Tools - Hidden

— My Personalizations
— My Systemn Profile

Run Control ID: T

*Fiscal Year:

|2009 Q

*Accounting Period] 4:

End Date will be:

Report Manager Process Monitor Run

31-0CT-08

Projects Selection First [ 10f1 [¥] Last Selecting a Department in tab "Run
Department Description Select Selected Departments’ will run all
] — grants, projects and departmental
16200 Biology r chart strings associated with this
DeptlD.
To run individual grants selectthem
from the list in tab 'Run Selected
Grants'
SelectAll | DeSelect Al | Save Selection
B save I E\Return to Search | ENntify |
Run Selected Departments | Run Selected Grants
Select the grants you want to print and =2V Selection I then __RUN
| Run Selected Departments ' Run Selected Grants '
Run Control ID: T Report Manager Process Monitor Run
*Fiscal Year: IZUUQ QL
*Accounting Pen'o-d:l 4Q End Date will be: 31-0CT-08
Projects Selection First Kl 374007247 O Selecting a Department in tab "Run Selected
Project Description Department Select Departments’ will run all grants, projects and
|4UD382 |Drosophi|a Cam Kinase I |18200 r departmental chart E‘Sg;gg associated with this
[400398 [NMDA Receptors Schizophrenia  |16200 ~ To run individual grants select them from the list
intab ‘Run Selected
|400399 |Neur0degenerative Diseases |16200 [vi CGrants'
[400400 [Model of Schizophrenia [16200 r

Select All | DeSeIectNIl

Save Seledionl

B save I FE\Return to Search | Eantify' |

Run Selected Departments | Run Selected Grants
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Printing Individual Grants in a Department.

If you do not click on _S3ve Selection | yafqre M you will see this error message:

Select at least one department or one grant (30001,1)

Select at least one department or one

grant and click 'Save Selection' button. Then click Run and select the
reports you want to see

0K

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

User ID: CUSANO Run Control ID: T
Server Name: | PSUNX ~| RunDate: |U1f[]8f2009 El
Recurrence: =1 RunTime: I‘I 0:43:50AM Resetto Current Date/Time |

Time Zone: I Q,

Select Description Process Name Process Type *Type *Format Distribution

Il LDS - Grants BRLDSC SQR Report Web PDF Distributian

Il Open Commitments - Grants BROPEMNCC SQOR Report Web FOF Distribution

[ Budgiactuals Summ - Grants BRSUMMC SQR Report Web PDF Distributian

Il BudaglActuals Detail - Grants BRTRAMNSC SQOR Report Web FOF Distribution
OK | Cancel

Then click on the link to
Process Monitor
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Printing Individual Grants in a Department.

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

{ Process List

UserID:ICUSPxNO 2 Type: | ;l Last: I_'I IDays "'l Refresh |

Server I "l Name: I . Instance: | to |

Run I ~| Distribution | ~| ¥ save On Refresh

Status: Status
Process List Customize | Find | View All | 8 First [4] 12 012 [ Last
Select Instance Seq. Process Type % ser Run Date/Time Run Status W Details
[T 536500 S0R Report BRSUMMC CUSANO 01/08/2009 10:48:55AM EST  Success Posted D 5
[T 536508 S0R Report BRSUMMC CUSAMNO 01/08/2009 10:43:508M EST  Success Posted Details
Go backto BR Rpt Dist

And then View Loa/Trace
Process Detail

Instance: H36509 Type: S0R Report

Hame: BRSUMMC Description: Budg/Actuals Summ - Grants

Run Status: Success Distribution Status: Fosted

Run Control ID: T " Hold Request

Location: Server  Queue Request

c
Server: PEUNX ; .Cancel Request
1 Delete Request

Recurrence: " Restart Request

Request Created Om: 01/08/2009 10:48:594M EST Parameters Transfer

Run Anytime After: 01/08/2009 10:48:55AM EST Message Log

Began Process At:  01/08/2009 10:49:234M EST Batch Timings

Ended Process At: 01/08/2009 10:49:38AM EST View Log/Trace

Ok Cancel
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Printing Individual Grants in a Department.

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).

View Log/Trace

ReportiD: 276801 Process Instance: 536509

HName: BRSUMMC Process Type: SR Report

Run Status: Success

Budag/Actuals Summ - Grants

Distribution Node: MNTHODE Expiration Date: I
Name File Size {(bytes) Datetime Created
SOR BRSUMMC 536509.1o0q 1,655 01/08/2009 10:49:38.000000AM EST
brsummc 536509.POF 15,521 01/08/2009 10:49:32.000000AM EST
brsummec 536509 .out 299 01/08/2009 10:49:38.000000AM EST
brsummc T.csv 9,371 01/08/2009 10:49:38.000000AM EST
Distribution 1D Type *Distribution ID
User CUSAMO
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