Printing Monthly Research Statements in PS 8.8

To Print the Monthly Grant Statements for Grant Accounts you have access to:

Navigate: UWO Menu

UWO Research
Research/Contract Grants
i) Add a new Value (first time only, set up run control by naming your

print job)
Click on ‘Add’
OR
i1) Find an existing Value (not first time), select the name of our print job
Click on ‘Search’

Enter the Fiscal Year and Period for the reports that you want.
o Enter the department number to print one org at a time
o Enter one project (research grant) number.
o Enter the first 5 characters of a researcher’s grant number followed by a ‘%’ to print all the research
statements for one researcher

o Leave department and project fields blank to print the monthly statements for all your research
accounts

Check the box marked ‘Consolidate Info to one Department’

Depending on whether or not you want the Summary Page only, or the Summary and Detail
Spent/Encumbered Pages, Check or Uncheck the box marked ‘Print Detail on Report’.

Research/Contract Grants

Run Control ID:  PrintReport Eeport Manager Process Monitor Run |

Research Grant/Contract Report (UFSGLO30)

‘Fiscal Year: 2005 “Accounting Period: 10

Chartfield

Department Q. orR | . Q
Project R Q

Leave a field blank to select all its walues.

¥ consolidate Information to one Department

¥ Print Detail on Report  (Unchecked will print only Summarn pages)
™ sort by ORG then Grant (Unchecked will sort by Grant then ORG)

=] Save:l (21 Return to Search;'l ENatity :l [ add
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Click on ‘Save’.
Click on ‘Run’.

If printing all research statements for one or more department codes (orgs) it is suggested that these be run
to the Web. Processing time is dependent on the volume of users on the system at a particular time.
You will be able to continue using/processing in PeopleSoft and you can retrieve your report by navigating
through ‘Reporting Tools’ (see below for instructions) at a later time.

Once triggered to run, you can even shut down your computer. Your report will be waiting for you when
you re-boot your system, by navigating through ‘Reporting Tools’ (see below for instructions).

Ensure the *Type Window says ‘Web’ and *Format Window says ‘PDF’.

Click on ‘OK".

Process Scheduler Request

User I DBABCOCK Run Control Il PrintReport

Server Name: [PSUNK | RunDate: (030812005 E

Recurrence: | j Run Time: |E:51:55Aru1 Resetto Current DatefTime |
Time Zone: Q

Process List

Select |Description Process Name Process Type *Format
v Research Grant'Contract Repart LFSGLO30 SOR Process FOF Eﬂl
Ol | Cancel |

Retrieving your report using the Process Monitor:

When running a report to the Web, PS will flip back to the previous screen, but the report is processing.
Click on ‘Process Monitor’ (top right) to determine the status of your report (i.e. queued, processing,
success). Click on ‘Refresh’ (top right) periodically, until the ‘Run Status’ indicates ‘Success’.

Click on ‘Details’, which takes you to the ‘Process Detail’ screen.

Click on ‘View Log/Trace’ (bottom right) and then select the ufsgl030 report.

Retrieving vour report using Reporting Tools:
Reporting Tools
Report Manager
Open
General

Select the UFSGLO030 report
Select the ufsgl030 report again
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The Monthly Statements will appear in Adobe Acrobat on your screen. You can save (Save Icon) and print
(Print Icon) this document.
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Use the Binocular Icon to search for the specific grant number that you want: i

Click on the Printer Icon i and select only the pages that you want to print.

Printing Research Statements March 2005 Page 3 of 4



Printing Monthly Research Statements in PS 8.8

A monthly statement can be run directly to your computer when printing only one research account.
Ensure the *Type Window says ‘Window’ and *Format Window says ‘PDF’.

Click on ‘OK".

Process Scheduler Request

User ID: MLE GALILZ Run Control ID: Monthly_Grant_Staternent
Server Name: | PSUNK L Run Date: 020242005 =)

Recurrence: j @ Bun Time: 3:58:08FPM Resetto Current DatelTime I

Time Zone: Q

Research GrantiContract Report UFSGLO30 SOR Process 1 roF B %

(014 Cancel
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