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FRGGR9I0 Closeout Workflow for Funds Ending on Contracts and Grants

The following steps will outline the procedure for running Report FRGGR90 — Closeout
Workflow for Funds Ending on Contracts and Grants.

1. To open the report dashboard, double-click on FRGGR90 — Closeout Workflow for
Funds Ending on Contracts and Grants in the F All Campus Reports folder.

2. Select columns to display on your report. Use the left and right arrows to move the
columns to the box on the right — those columns will display on your report output. You
can also change the order of the columns using the up and down arrows.
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3. Report results will be for all of HSC or Main Campus (depending on your selection), so it
is important to select a column to filter on - such as Org Code, PI, etc. After you have
selected columns, your screen should resemble the below image. Next, select your
Campus by choosing the radio button next to either HSC or Main.

Note: it is advised that you select Stage Name and Aging for the report output. Stage
Name will display the current workflow status (e.g. Waiting for Department to Extend or
Close) and Aging will display the number of days since the grant end date.
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4. Choose the Stages from the bottom list. The default is set to ALL, which returns
information on all of the open awards in workflow. This will allow you to see the current
status of all open awards. However, you can narrow this down further if you are
interested in a specific stage or stages.
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5. After you have selected the Stage(s) for the report, choose the display output. HTML
Active Report and Excel are the output options — because this report prints for the entire
HSC or Main Campus, you will be able to perform some post-processing filters using
either of these. However, please note that HTML Active Report should not be used
for printing. If using HTML Active Report, please export to Excel before printing
your results to ensure that they are formatted to your liking. This process will be

covered later in this Job Aid.



Please note the Save icon at the bottom of the screen. Once you've set up your report,
you can use this button to save your selections so that you do not have to choose the
columns, stages, etc. the next time you run the report. Click the Save icon to save your
report setup.
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This will open the save dialog screen. Be sure to click on your MyContent folder to save
the file.

=
L8l My Content Title Size Type Last Modified HName Shared From
L Schedules 0.00 KB Folder 6/4/2014, 2:58:58 Pl Schedules
« | Finance & AlFaculty-FNGSLBE 2.74 KB HTML Docume 4/30/2014, 10:31:40 AlFaculty-FNGSLBE.hi
» L& My Content E] FNGSLBE_0421201 3.05KB htm 4/21/2016, 4:09:37 | FNGSLBE_042120161
- E] FNGSLBE_CSH_042 2.98 KB htm 4/21/2016, 4:08:44 | FNGSLBE_CSH_0421]
» | F All Campus Reports @ FNRSLBE_test 1.15 KB HTML Docume 8/15/2013, 3:11:36 | FNRSLBE_test.htm
» | F Core Office Reports [El FOGOPER_OPBA_E 3.72 KB HTML Docume 3/19/2014, 1:30:37 | FOGOPER_OPBA_Exa
» L.JF Guided Ad Hoc @ TEST_Share_With_ 1.41KB htm 1/25/2016, 11:06:45 TEST_Share_With_G
¥» ) F HSC Reports
» | F Upload Data
[ Bl = ] Bl
Title: | save_selaction ¥| | HTML (*.htm) v
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8. Give the report a name that is meaningful to you and save it. The next time you need to
run this report, you can run the saved file directly from your MyContent folder.
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» | My Content % 120161
# | Shared Content your Mycontent f0|der | 04210
» ) F Al Campus Reports htm
#» ) F Core Office Reports BA_Ex3a
» | F Guided Ad Hoc [=] TEST_Share_With_ 1.41 KB htm 1/25/2016, 11:06:45 TEST_Share_With_G

» | FH5C Reports
# . F Upload Data

Give the file a meaningful name so
you’ll be able to easily identify it in
your MyContent folder when running
it in the future.
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9. After saving selections, you will be returned to the report dashboard. Click on the Run
button at the bottom left.
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10. Because HTML Active Report allows for easy filtering, this output can be used to retrieve
the full result set, then to narrow down the results to your specific area/PI for export.
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When running the report, you will see output for the entire campus; notice that there are
drop-down arrows next to each column header.
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Click on a drop-down arrow next to a column that you want to filter. For example,
clicking the drop-down next to Org Code will bring up the following list. Hover over Filter,
then select Equals.
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This will take you to a Filter Selection screen similar to the one below. There are times
when you may need to type your values into the box, however in most cases, you will be
able to click the drop-down arrow next to the empty box and bring up a list of choices
(e.g. when filtering Org Code, a list of orgs will be displayed). When using the drop-
down arrow list, simply choose your orgs from the list, then hit the Filter button. This will
narrow down the results based on your selections. Please also note that you can move
the “Filter Selection” box by clicking the top (blue Filter Selection area), dragging, and
dropping.
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You can filter your results on any column. Once you have the results that you want, you
can export the results to Excel for saving and/or printing. Click the drop-down arrow on
any column, hover over Export, then XML (Excel), then choose Filtered only.
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14. If you get a warning message, click Ok to allow ActiveX to run. (Whether or not you
receive this warning depends on the ActiveX controls settings in your web browser).

15. The filtered results will be written to an Excel spreadsheet. From here, you can save the

worksheet, or format it for printing. As a reminder, please note that printing should only
be done from Excel; please do not print directly from the ActiveHTML output.
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