

Running Grants Reports

	There are 2 new Grants reports:  
1. Budget to Actuals with Encumbrance by Project – ITD (Inception To Date)
2. Budget to Actuals with Encumbrance by Project – FY


	Navigate to the new Grant reports.  

NOTE:  For each report you must create a separate run control.  
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	Add a new run control for each report, click Add

(For the other report you might create the run control with a name of GRANTS_FY)
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	Select the template ID.  Click on Update Parameters
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	Enter the desired information, click OK
	[image: ]

	The run control will populate with the data just entered.  Click on the View Report hyperlink to see the data.

You will only be able to see data for the projects you have access to as defined by security.
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	The report will be displayed in a PDF format
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	To run the report for another project, click on the Update Parameters link to enter the new data.

Enter the new data and click OK.  Then click on View Report.
	[image: ]

	There is an option to schedule the report to run on a recurring basis and also send it to multiple users.

Click on the Scheduler link
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	Recurrence:  Select a recurrence

Type:  Change to Email to email the report

Format:  Change to PDF

Distribution Hyperlink:  If you want to send the report to others, click on the link
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	Enter a subject and click on the plus/minus buttons to add/remove users, click OK

Click OK again to launch the process.

This process will email the report on a scheduled basis.
	[image: ]

	[bookmark: _GoBack]Note:  Please remember to create a new run control for each of these Grants reports.  If you re-use the same run control for both the ITD and  FY reports you may run into problems.  





10/27/2017   					Page 1 | 3

image4.png
XC_KK_BUD_ACT_REPORT_3

To Year(Must Enten):
ToPeriod(Must Enteri: [ 12|
DepartmentID (Optionali: ||
Project (Must End with %):
Fund (Optional): [

Program (Optional): [ |

[




image5.png
Chapman Query Report Viewer / Scheduler

Run Control ID GRANTS_ITD ~ ReportManager  Process Monitor

Report Definition

Data Source Type: Query XC_KK_BUD_ACT_REPORT_3

Report Name: XC_GM_ITD1

“Template ID: [XC_GM_ITD1_1

‘Grants-TD-Bdgtto Actw Encum

@ 17D-Budgets to Actuals w Encum

Update Parameters | ViewReport | Scheduler
Query Parameters

Promot tame Promet vaiue
FISCAL YEAR 2016
PERIOD_TO T2
DEPTID T
PROJECT_ID |500300%
FUND_CODE

"PROGRAN_CODE




image6.png
ool Your 006 e Chapman University
Deot . Fond Code Budget to Actuals w Enc by Project: ITD
Feogot I 500300% Frogeam “Through FY 2016117 . May

Accomnt Description Inception Budget GL Actuals PreEncom Variance

500300-NSF Career Kee




image7.png
Chapman Query Report Viewer / Scheduler

Run Control ID GRANTS_ITD ~ ReportManager  Process Monitor

Report Definition

Data Source Type: Query XC_KK_BUD_ACT_REPORT_3
Reportlame: XC_GM_ITD1  Grants-TD-Bdgtto Actw Encum
“Template ID: XC_GM_ITD1_1 [ 1TD-Budgets to Actuals w Encum

Update Parameters | ViewReport  Scheduler

Query Parameters

Promot tame Promet vaiue

FISCAL YEAR 2016

PERIOD_TO T2

DEPTID T

PROJECT_ID |500300%

FUND_GODE i

PROGRAN_GODE I




image8.png
Chapman Query Report Viewer / Scheduler

Run Control ID GRANTS_ITD ~ ReportManager  Process Monitor

Report Definition

Data Source Type: Query XC_KK_BUD_ACT_REPORT_3
Report Name: XC_GM_ITD1 Grants-TD-Bdgt to Actw Encum
*Template ID: XC_GM_ITD1_1 @ 1TD-Budgets to Actuals w Encum

Update Parameters ViewReport [ Scheduler

Query Parameters

Promptliame prompiVaiue

FISCAL_YEAR 2018

FERIOD_TO Tz

SePTD T

PROJECT_ID |500300%

FUND_GODE i

PROGRAN_GODE I




image9.png
Process Scheduler Request

UserID SharleneH

Run Control D GRANTS_ITD

Run Date [10/03/2017

- Run Time [3:00:00A1

Server lame
[Recurrence WEEKLY_ON@3A
Time Zone, Y
Process List

Select Description

XC Bl Publisher Query Report

Process Name

XC_XPQRYRPT

Process Type.
Bl Publisher

]

Resetto Current Date/Time

“Type “Format  Distribution

i

Help




image10.png
Distribution Detail

Process Name:  XC_XPQRYRPT
Process Type: XL Publisher
Folder Name: -

etoton s

Email Only
EmalSublect  Emailwith Log: []

‘Email Web Report: [ ]

Grants 7D report - weeky|

Message Text:

‘Email Address List:

Distribute To
“I0 Type. “Distribution ID

User - [Sharienert

Hel





image1.png
Chapman cusomzatd

Data Bxpansion Tools| ) BUdgetTransfers
Chapman-Tooisanat = Fenee
=]
Employee Self-Senvice tepat
Wanager Seffsenice | ) Detatel nteraces
€1 Travel and Expense
Customers
Partners & agion
Procuds €3 University Tickets
Portal securiy cleanup

Catalog Management

Customer Contracts

‘Accounts Payable
Budget

End User Reports
Finance

Grants
Purchasing
Security

Bdgt2 Acts w Enc by PRI~ ITD
Bdgt 2 Acts w Enc by PRJ- FY





image2.png
Bdgt 2 Acts w Enc by PRJ - ITD

Find an Existing Value || Add a New Vaiue

Run Control IDGRANTS_TO)





image3.png
Chapman Query Report Viewer / Scheduler

Run Control D GRANTS_ITD Process Monitor

Report Definition

Data Source Type: | Quen  [] y¢ yk_pUD_ACT_REPORT_3

Report Name: XC_GM_ITD1 Grants-TD-Bdgtto Actw Encum
“Template ID] ¢ Lisk a ITD-Budgets to Actuals w Encum
Update Parameters Report Manager

B




