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The Sponsored Project Report (SPR) is found in the
University Financials - Reports folder, in the Information
Warehouse, under Financial Departmental Reports.

What’s on the Sponsored Project
Report?

e T A When the report is displayed, you will notice that there are many links, which can be used to generate additional reports
Eh Select SFROO showing reference information, summary information, and detailed information (drill-downs). Clicking any of these links
Sponsored Froject ] . ] . T " y
8 Report 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 button on the toolbar header), you are out of the Information Warehouse, and will
Blb souon: soonsord pofect Resort have to sign in again and rerun the report to get it back.

The header provides basic information about the project grant.
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.

Displays reference information on
the project/grant, and Coeus
information on the project.

Displays affiliation and
contact information
for the person.

Displays accounting period
reference information.
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Using Report Parameters
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Display the General Ledger Journal Detail for
revenue journal lines for the project grant.

You can control the data that will appear in the reportby ~ revenue journal lines for the project grant.  \J§ 75 o w

entering parameters. Available parameters vary from report
to report. Some reports have required parameters, which
are indicated by a red asterisk (*).
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Actuals

Displays the Actual Account to Budget Description oAl pictuals N Actualvs §
There are several typeS of parameter promptS: Account RO”UP Report, 5hOWiI’IQ the v Agccunung Date ;txpensa D::e for Varia?u:e;
. . . Period Ex)
< Drop-down lists show the available options when you account tree, the ledger group, fund, TR o 20740 P o0 —
lick the d Y | lect ti budget account, and the account tree Professional Research & Tech 1487118 16144849 000 (161,448
olick the down amaw. You can only select one option level of the budget account. T LB e m o
P ‘ Petarnel enet ‘S emasmos s e
Materials & Service 395200 26,931.79 0.00 (26,931
“li i i 000 4.94500 000 4,945
o e W s W i
T i P Displays the GL Journal Detail for the TEh e e
¢ Select Home Department: Dept b ‘j transaction journal lines in the accounting Assistant Tuition 2.99468 2220032 000 (222985
L o ans et o Ao o i 5 . L q Other Departmental Charges 0.00 570 0.00 (5
A tt -t aassd Lkt e period you selected when you ran the report. L Dir Cost Budget 000 o 568973 10 568,579
. . . . . Direct C“,‘ Other 2,994.68 22,305.02 568,979.10 546,674.L
% Option lists show all the available optionsina L e -
scrollable list, with a checkbox in front of each option. Sl s 2orsacs geasson I
To select an option, click the checkbox. You may select Summary e ) 798.878.10 1943214
more than one Optlon ** Unallocated Revenue is the differen etween Actual Revenue and'Budgeted Revenue. }
Displays the GL Journal Detail for - Y T
all transaction journal lines from
the beginning of the project to the Displays the GL Journal Detail
current date. for budget journal lines for the
project grant, by fiscal year.
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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

param cirars e i e,
f | N
:  Select Current Record In Effect I @y
! Today:
}“ Deselect
L . ek st -

Browser Settings for Tabbed Windows

When you click a drill-down link, the browser opens the
report in a new window. You might prefer to open the new
report in a new tab on the existing browser window.

To change the browser settings for tabbed windows in
Internet Explorer:

1. Click on Tools at the top right of the browser window,
and select Internet Options.

Toward the bottom of the General tab, locate the Tabs
section, and click the Settings [ setings \ button.

Change how webpages are displayedin
tabs,

Click to open the
Tabbed Browsing
Settings window

0 — 1 — |

oK Cancel

What’s on the Sponsored Project Report? (continued)
Past the header with its summaries, you will see actual and budget transactions summarized to the Budget Account.

Displays the Froject Grant
Statement for the selected fiscal
year and accounting period.

T
i Drinceton Uniwversity
$ SPONSORED PROJECT REPORT

l Drill to PGSI

Displays the Froject Grant and Coeus
reference information, including the lead Fl,
the award sponsor, the start and end date of
the award, the award amount that has
already been obligated, the amount remaining,
and the total anticipated award amount.

v 1266367 NIH QEN\G!{DBGSQI

As of 28-FEB-10 (FI]

te

able Award Amount

; Budget Actual vs GL LA Prorated Total Prorated Unencumbered
j; Inception ta Budget Encumbrances Encumbrances Encumbrances Prorated
s Date for Variance Balance
"3 Expenses
i ¢ 0.00 (24,587.40) 0.00 0.00 0.00 (24,587.40)
Dlep]aye the General Led,ﬁer QPSH T 0 T61,448.49) 200 1497108 14,971.08 (176,419.57)
Encumbrances report, which lists each | 200 i 200 0.00 0.00 (5,185.81)
: b 0.00 (47,300.4, 000 4583 40 4,583.40 (51,892.82)
encumbrance, with the account H 0.00 (238,501.12) 0.00 19,554.48 19,554.48 (258,065 60)
dBSC]‘ipT}iOI’I, the amount encumbered, any g 0.00 (65,449.04) 0.00 513512 5,135.12 (70,584.16)
A o 1 n n i .00 (26,931.79) 343778 0.00 3,437.78 (30,369.57)
estimated indirect cost associated with i 000 (4,945.00) 000 000 0.00 (4,945.00)
the encumbrance, and the vendor. From 1 o Byl i e o o
this report, you can also drill down to see L 0.00 (123,456 25) 3,437.78 513612 8,572.90 (132,029.15)
. n § 0.00 (361,957.37) 3,437.78 24,689.60 28,127.38 (380,084.75)
account reference information, d@pa rtment H 0.00 (22.299.32) 000 2994.70 2.994.70 (25.294.02)
reference information and the Project 5 e - a0 o oo o
py— A ;!
Grant and Coeus Reference Info repor't;. 3 568,979.10 546,674.08 0.00 2,934.70 2,994.70 543,679.38
) 568,979.10 184,716.71 3,437.78 27,684.30 31,122.08 153,594.63
H 230,999.00 10,204.91 2,097.04 15.060 66 17,157.70 (6.952.79)
M 230,999.00 10,204.91 2,097.04 4 15.060.66 17,157.70 (6.952.79)
¢ 0.00 0.00 0.00
i 799,978.10 194,921.62 553482 4274496 4827978 146,641.84
If you are authorized to see the
Y ﬁi)d Budgeted Revenue.

Labor Accounting reports, this link 7™
displays the pro-rated Labor }
Accounting encumbrances.

3. On the Tabbed Browsing Settings window, select 4. Select the ...new tab... options for When a pop-up is
Always switch to new tabs when they are created. encountered, and for Open links from other programs.
Tip! If this checkbox is dimmed, select Enable Tabbed e - Select Always open pop-
Browsing. You will have to close the browser and upe in a new tab
reopen it for this to take effect. Select A new tab in the

Make sure tabbed browsing is current window
— enabled P .
AR Select Always switch to \_ Click OK to save the new settings.
e e new tabs when they are
I \em | created. 5. When you have made your settings, click OK.
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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

ellglef morlzis zid Z-1Y:iling 20078

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

\

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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