GRANT INCEPTION-TO-DATE REPORT

A report has been developed to provide departmental users with inception-to-date
balances for grant projects/departments. Instructions for running this report have been
provided below both in summary version and in detailed version (with illustrations).

INSTRUCTIONS--SUMMARY VERSION

=

No ok
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Navigate to General Ledger>OU GL Reports>Grant Inception-To-Date.

Click Search and select your run control ID, or click Add to establish a new run
control ID.

Enter the following information:

a. Language: Should always be English

b. Fiscal Year: The four-digit ending fiscal year for the report. For a current
report, the fiscal year will be 2006.

c. Period: The period of the fiscal year (July is period 1, June is period 12).

d. Budget Type: You can run this report for revenues only, expenses only, or
for both revenues and expenses.

e. Project ID: Enter the project for the grant you would like to include on the
report. Clicking on the blue plus button to the right will open another line,
enabling you to run reports for multiple grants at one time.

Click Run.

The OUGLO0010 report should be selected. If so, click OK.

Click on Process Monitor.

Click on the Refresh button until the Run Status for the OUGL0010 is Success
and the Distribution Status is Posted.

Click on the blue Details hyperlink on the right side of the screen.

Click on View Log/Trace.

. Click on the blue hyperlink for the PDF file under file list. Your report will then

open.



INSTRUCTIONS--DETAILED VERSION

To run this report, navigate to General Ledger>OU GL Reports>Grant Inception-To-
Date.

If this is the first time you have run the report, you will need to establish a run control.
To establish a new run control, click on Add a New Value, enter a run control ID
(without spaces) that has meaning for you, and click add. You will then be taken to the
Grant Inception-To-Date parameter screen.

Once you have established a run control, you can re-use it the next time you run the
report. Click on Search to find your previously saved run control 1D.
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A list of your saved run control IDs will appear. Select your saved run control for the
Grant Inception-To-Date report by clicking on the ID.
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The following screen will appear.
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You will need to enter the following information:

Language: Should always be English

e Fiscal Year: The four-digit ending fiscal year for the report. For a current report,
the fiscal year will be 2006.

e Period: The period of the fiscal year (July is period 1, June is period 12).

e Budget Type: You can run this report for revenues only, expenses only, or for
both revenues and expenses.

e Project ID: Enter the project for the grant you would like to include on the report.
Clicking on the blue plus button to the right will open another line, enabling you
to run reports for multiple grants at one time.
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Click Run.

Running the report automatically saves the run control 1D for you, while clicking on Save
will allow you to save the run control 1D without running the report immediately.



The following screen will appear.

The process name OUGLO0010 should be selected. If so, click OK.
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You will be taken back to the screen shown below.

Click on the blue Process Monitor hyperlink.
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Click on the Refresh button until the Run Status for the OUGLO0010 is Success and the
Distribution Status is Posted.

Click on the blue Details hyperlink on the right side of the screen.
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Click on View Log/Trace.
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Click on the blue hyperlink for the PDF file under file list. Your report will then open.
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