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The Project Grant Statement (PGS) report is found in the
University Financials - Reports folder, in the Information
Warehouse, under Financial Departmental Reports.
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You must select a Fiscal Year and an Accounting Period
(month), and enter a project grant number. You can also
select how many transactions to include (year-to-date, or
month-to-date), and whether to display encumbrances
prorated or unprorated.

Using Report Parameters

You can control the data that will appear in the report by
entering parameters. Available parameters vary from report
to report. Some reports have required parameters, which
are indicated by a red asterisk (*).

There are several types of parameter prompts:

< Drop-down lists show the available options when you

click the down arrow. You can only select one option
from a drop-down list.

Click to see options
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Option lists show all the available options in a
scrollable list, with a checkbox in front of each option.

To select an option, click the checkbox. You may select
more than one option.
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What’s on the Project Grant Statement?

When the report is displayed, you will notice that there are many links, which can be used to generate additional reports
showing reference information, summary information, and detailed information (drill-downs). Clicking any of these links
opens a new window for the linked report, which stays open until you explicitly close it. Important! If you close the original
window (the only one with the Return g&j button on the toolbar header), you are out of the Information Warehouse, and will

have to sign in again and rerun the report to get it back.

The header provides basic information about the project grant, followed by year-to-date and month-to-date summaries.

General Ledger Journal Detail in
Excel format. When prompted,
select Save. Then open the
worksheet in Excel.

Accounting Feriod reference
information

Reference Information on the project/grant,
and Coeus information on the research project

Traditional ‘ Princeton University
Department Summary \ 1266367 NIH 2 R01 GMD34B2T
YTD Reports

/\ As of 02/28/2010 (PRELIMINARY)

Un rozate Pmute D
GLO0Y)

ular

For funds 40 and 60,
this link provides
information on the
primary investigator
recorded in Coeus for
the project.

ul ..11:1:; Start

As recorded on the ORPA COEUS System
As of the Run Date
cad PI Name: 5

Note: For administrative
project/grants, this box
is not displayed.

2mt of Revenue as recorded on the GL: 789,973.10

Displays the Sponsored
Project report for this —]
project.

Prior Year Net Balanee Accounting Pe

¥TD Change to Spend MTD Change to

Exp

Displays the Spending |
Authority Report, which
shows the Spneding
Authority Rule and a
summary by account for
the year to-date. The
Year-to-date journal
entry is included at the
end of the report.

Labor Accounting Encumbranc
\'Pr:mt—m

arated)

Current Transactions YTD for the fiscal year

(In this section, cred jhich increase spending authori are negative numbgrs)

PROJECT/GRANT STATEMENT :EXPEHS/

information

Run Time: 5:49:55
Fund Code reference

=== " Displays the Labor Accounting

encumbrances for staff or

vacancies. If you can’t get this
report, you probably don't have

authorization in La
Accounting

2010 and accounting peried B - February

bor

j

GL  Jrnl Actual Line Vendor Name Jrnl Bum  Jrnl Wi PO Num Trans Journal Source
Acct Dabe Amt Description Line W Ref Line
Num  Reference
140  09/04/09 (128,979.10) MOD:CHG _ 0000714194 8 J00004 006301-001 COE j
Displays Purchase Order encumbrances
for the project, by encumbrance type.
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Another type of Select parameter presents you with
radio buttons, which are mutually exlusive. You may
select one or the other, or Deselect both to not use the
parameter, effectively selecting all.

Select either or none of the
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:  Select Current Record In Effect I @y
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Search and select fields allow you to enter keywords to
search for a particular value. You can then select the
value from the Results list and insert it in your Choices
list.

Enter the keywords here
and click Search
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3 Keywords:
4 Type one or gt kewwdfds separated by spaces,

Search[g)

:‘ rent
:
% Options ¥

¢ Results Choices:

Rents
Rents - Space & Equipment

> 2ent: % Equipment
{ |Rents/Demurrage-Space & Equip

|
/ Insert #
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Select all Deselect all
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Select all Deselect all
Click Insert to add the

selected value to your
Choices
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Results are displayed
here. Click to select.
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What’s on the Project Grant Statement? (continued)

When you scroll down past the header with its summaries, you will see a list of transactions, sorted by the General Ledger

account number. There are links for reference and detail information on each transaction.

Displays the GL Journal Detail for this journal line, in HTML.
This is preferred for details about a single transaction.

Generates the entire General Ledger journal Detail in expanded Excel
format, if you have F/G security. This is useful for Ells and non-AFP
Jjournals. When
prompted, save the
spreadshect.
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Current Transactions YTD for the fiscal year

(In this section, cred:

GL  Jrnl
Acct Date

s which increase spending authority ve numbers)
Jrnl Vchr

Line Num

Actual Line
Amt Description

Vendor Name

Displays account

reference information 201 073109 12,29370 MONTHLY _

PAYROLL
12,29370 MONTHLY
PAYROLL

24,587.40 Faculty Salary

Y

201  08/31/09 0000713470 12 0
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Totals are displayed for the drill is

each account

Final Expense and Net
Activity totals are
displayed at the end of
the report.

R S R
1 ,215.00 F6137 PNAS
6/3/09

2,790.00 Reprints: Science, The Sheridan Press
VanStelten

940.00 JB870-09 reprints

e e T s et oy iy
07/07/09

3 11/02/09 APLO720107 221

12115/09

American Society For ~ APL0723662 216

4,945.00 Printing, Publish, Reprigs,

466 F6137 FEDEX
4116/09

1219 F6137 FEDEX
5118109

8.37 F6134 FEDEX

233
07/07/09

ENO707583 4 O

07/07/09 ENOT707583 6 0

Displays vendor information including
status, phone and fax numbers.

Generates the PO Details list in Excel
format. When prompted, save the
spreadsheet; then open it in Excel.

By default, the system will search for any value that

starts with any of the keywords you enter, but you can Ellele 7 fermont
. C toggle et
change that setting, by clicking the double arrow next to display of hats
Options, and selecting the option you want. 5eaprc$1/ {
{
When you have entered all the required parameters, and options

any optional parameters you choose, click the Run button to
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i SEAFCH ToF Atcolitt Destripfion”

PO Num
Line

The source is mdlcat@d even n°

not yet available.

Journal
Reference

LADO5116857

LAD0519401

As they become available,
links will appear to drill to
reports from the source
application.

Source

Im

m

7130109

im

PO702970

Dillto A

Drill to LA

Displays reference information on
the transaction humber, including
the responsible person’s name

and contact information.

i Type one or mare keywords separsted by spaces,

Search(g@)

¢ Starts with any of these keywards

4 @ Cortans any of these keywards

¢ Containg all of these keywords

insensitive

£ Starts with the first keyword and contains all of the remaining keywords

run the report.
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Note: Although most parameters are retained when re-running a report, multiple search parameters are not. You should

always verify that the desired parameters are selected before clicking the Run button.
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Viewing Reports in Different Formats

Some reports are generated directly in Excel format, and
you will be prompted to open or save the report. Choose the
Save option, since opening the report in Excel format does
not actually create an Excel spreadsheet.

For reports that are initially displayed in HTML format, you
can view the report in a different format.

To view the report in PDF:

1. Run the report, then click on the drop-down arrow next
to the View as HTML button on the report toolbar.

2. Click the View in PDF Format menu link.

To view the report in Excel:

1. Run the report, then click on the drop-down arrow next
to the View as HTML button on the report toolbar.

Click the View in Excel Options menu link.

3. On the Excel options submenu, click the appropriate
Excel version:

View in... If...

Excel 2007 you have Office 2007 on your
Format computer

Excel 2002 you have Office 2002 on your
Eormat computer. This is the preferred

format for Financials reports.

Excel 2000 Single  your Financials report has text
Sheet Format fields over 156 characters and you
need to perform calculations

CSV Format you need a comma-delimited file.
Select this format when you are
generating thousands of rows; it is
much faster than using any Excel

format.

4. When prompted, click the Save button, and then select
a folder and enter a filename in the Save As dialog box.
When the file has been saved, close the empty Cognos
Viewer window.

5.  You can then open the spreadsheet in Excel by
opening Excel, navigating to the location where you
saved the file, and opening it.

Note: Before you can perform operations in Excel such as
re-sorting, you may need to unmerge cells, unless the
report was specifically formatted for Excel.

Tip! If you have already opened the report in Excel format, you
can copy the cells, open Excel, and paste them into a spreadsheet.

E-mailing a Report

Once you have generated a report, you may send the report
by e-mail. However, if you know you want to send the report
by e-mail before you run it, you can select additional
options.

To email a report that you have already run:

1. On the report page, click the Keep this version drop-
down and select =1 Email Report.

2. Type the email addresses, separated by semicolons
(;) in the To: or Cc: fields. To send blind copies, click
the Show Bcc link and enter the address there. For
recipients not in the Princeton domain, type the
complete address, as in lean@optonline.net.

4
Specify the redpients and contents of the email, To add redpients, dick Select tH§ TO S h ow or
HTML report as the message body, leave the Body box empty and select the rea [’] |d@ th@ BCC
Tos ‘ . .
Lelia M Movak (lean); E ‘Fl@[d, C[[Ck
ce o i here
Your ID is included by 3
Bec default in the To field ‘;V
Select the recipients...  Hide Boc ‘g
A e s P e e e e e i

3. If desired, change the Subject line.
4. Type the text of the email in the Body field.

N
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5. Click the checkbox before Attach the report to send the
report as an attachment. If you select Include a link to
the report, when the user clicks on the link in the email,
they will be prompted to log into Cognos (if they are not
already signed on) before the report will be displayed.
The report will contain data that is refreshed nightly.

6. Click OK to send the report.

To set email options before running the report:

1. On the report line in the reports folder, click the Run with
options p button.

2. On the Run with options page, select Send me the
report by email, and then click the advanced options link
in the tip on the right.

3. On the Run with advanced options page, select the
Formats you want to send. You can send the report in
as many different formats as you need.

4. Click the checkbox to Send the report and a link to the
report by email, and then click the Edit the options link.

5. Complete the email options as described in “To email a
report that you have already run.”

6. When you have entered the email options and clicked
OK, you are returned to the Run with advanced
options page. Click the Run button to run the report
and send the e-mail.

7. If the report has parameters, you will be prompted to
select the desired parameters. You will then need to
verify the report selection by clicking OK. When the
report has been run, you are returned to the reports
folder.

Need help?

Documentation is available at
www.princeton.edu/userdocs.

To speak with a Help Desk specialist, call 258-HELP and
choose option 3. You may also submit questions to the Help
Desk at asahelp@princeton.edu.
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Logging On

4. Select the parameters that will

give you the information you
want. Asterisks indicate required

To return to the list of reports, click the Return button
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To log onto the Information Warehouse ;
parameters. imting Period Reference Info o
1. Start your browser and enter the following URL in the 5. Click the Finish. Run. Run The report toolbar B tevsen 1 p | A
N 1) ) . -
. i i . Accounting Period Reference Info
address bar: www.princeton.edu/iw. Report, or Submit button at the i inting Per / /
Click on Enter the Information Warehouse (IW). bottom of the page to run the AN s C}‘ﬁd Calendar | Fiee }/A;ifgg'c i o
report. 31 05{31/2009 N May MAY 2 SPRING 2009
3. Enter your LDAP user ID and password. P . L oysuams T . L 2005
6. Use the Page down link at the T O N S N A8 N NSN30 = "SR

If the Cognos 8 Welcome page is displayed, click on the

My home link ot display the Public Folders tab. bottom of the page to go forward

from page to page.

To re-run the report, click

To log out, click here

on the main too@

To return to the Fublic 7.
Folders tab, click here

If you want to save the data in

the report, see “Viewing Reports To view as a PDF file or Excel

spreadsheet, click

0 5 A = " in lefer'ent Formats”, below, for
oo a————e—| instructions.
Use this buttorrﬁ)!; preferences 8. To re-run the report, click the Run P button. The different parameters.

Use the Return <= button on the header banner to return
to the list of reports.

and see activities and schedules parameters from the current report are saved, so you 9.

must remember to deselect them if you want to use

Running Existing Reports . . .
What’s in the Financials Departmental Reports Folder?

The Departmental Reports folder includes several familiar reports and three new folders. The three folders each include
two summary reports of General Ledger journal data, one aggregated by account, project/grant, fiscal year, and
accounting period; and the other aggregated by project/grant, fiscal year, and accounting period. These reports
are formatted for Excel and are useful for pivot table analysis.

The reports you are authorized to view are located in the
Public Folders in the Information Warehouse, grouped in
folders by application. Report packages are indicated by a
yellow folder. Blue folders are for package owners, and do
not contain reports for viewing.

1. Log into the Information Warehouse as described

above. e Inception to Date Activity Summary is useful for capital

reports and sponsored projects.
e Month to Date Activity Summary includes the data for the
selected month to date.
e Year to Date Activity Summary includes the data for the
entire year to date. N [nemes
DSR001 and DSR003 are summary reports by fiscal year. g T
In addition to the summary information, they include drill- A

1 Year to Date Activity Summary

2. Inthe Public Folders tab, click on the package name
next to a yellow reports folder and, if necessary, select
the subfolder for the type of report you want.

S St
5| Public Folders by Folders

Public Folders > University Financials - Reperts > Financial Departmental Reports

The reports you want will
ors fon Wareh be in the Fublic Folders tab °

JREUSTSEN PR

E¥|  Public Folders My Folders 3

1 Yellow folders contain

o

Public Folders - down links to the year-to-date PGS and the month-to-date 2 EﬁmPGS'J'”PWE“G@“SMEM
{ report@ PGS [k DSr001 TNtional Department Summary YTD Repart
NgpEa ; . [ElP DSRO03 Tradonal Department Summary YTD Report for Residential College i
Dﬁ;mmmB.usanm"s { Blue folders do not e PGS001 and Batch PGS001 are Project Grant Statement x i
{
1

[ i contain reports reports. These reports include multiple drill-downs for
[ Committee on Committees - Reports ! . . . . .
N reference information, summary information, and detail
informations. See inside for more information.

e SPRO001 is the Sponsored Project Report.

3. Click the name of the report you want to run.
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