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Overview 
 
Within PeopleSoft, there are several sets of pages for viewing grant information.  These include the Overall Grant Summary and Grant Inquiry 
pages within the Grant Information group of processes.  Overall Grant Summary displays a summary of the grant budget which includes the 
overall grant amount, encumbered and expended amounts, and the spending authority remaining. Although this same data is displayed on the 
AM90/91 report, the Overall Grant Summary provides a mechanism for quickly viewing the information.   
 
The Grant Inquiry pages display general information such as the grant start and end dates, grant manager and information related to the awarding 
agency.  For Research Institute grants, there are additional pages related to grant administration. 
 
In addition to the inquiry pages, the PTD (Project to Date) Expense Report details monies expended from a grant since its start date.  This report 
is accessed through the Financial Reports group of processes.
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Navigation 
 

 

  

1. Click Worklist in the menu. 

  

2. Click Navigator icon or menu item. 
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Overall Grant Summary displays the grant direct award, its amounts encumbered and expensed, and the direct award balance, as well as 
Facilities & Administration award and its expense information.  In addition, the page displays budget information by summary account code.  The 
data on this page may be printed. 
 
Navigation 

  

1. Click Grant Information icon. 
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Navigation (continued) 
 

 

  

2. Click Grant Information icon. 

  

3. Click Overall Grant Summary icon. 

  

4. Select KUMED or RINST in Business Unit field. 

5. Enter Project (Grant) number. 

6. Click  . 
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View Data 
 

  

1. PeopleSoft displays the overall grant status. 

2. Do you want to print a report of the data?   

If no, go to step 6. 

If yes, go to step 3. 

3. Click  (KUMED Print Push Button). 

 

  4. A message box appears. 

5. Click  . 

6. Click to return to navigation icons. 
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Print Report 
  

1. Open email containing report. 

 
 Step 2  Right-click the attachment, choose Open from menu. 

  

2. Open .pdf attachment.   

  

3. Click  (Print). 

4. Click  to close PDF Viewer window. 
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The KUMED Grant Inquiry page displays general information such as the grant start and end dates, grant manager and information related to the 
awarding agency. 
Navigation 
 

 

  

1. Click Grant Information icon. 

 

  

2. Click Grant Information icon. 

 

  
3. Click KUMED Grant Inquiry icon. 

 

  

4. Enter Project (Grant) number. 

5. Click  . 
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View Data 
 

 Step 2  The end date shown on the Project/Grant panel may be up 
to 90 days after the actual project end date.  This is set intentionally 
to allow extra time at the end of the grant for processing invoices 
and payments that were encumbered during the grant.  The actual 
project end date is displayed on the Grant Attrib KU tab. 

If a panel contains an effective date field, there may be multiple 
lines of data with different effective dates.  Use the Scroll Area 
navigation bar  to view additional lines. 

 

  

1. PeopleSoft displays the first of three panels of information 
on the grant. 

2. Click the tab for the panel you wish to view.   

3. Click at any time to return to navigation 
icons. 

 

Panel 
tabs 
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The RINST Grant Inquiry page display general information such as the grant start and end dates, grant manager and information related to the 
awarding agency. 
Navigation 
 

 

  

1. Click Grant Information icon. 

 

  

2. Click Grant Information icon. 

 

  
3. Click RINST Grant Inquiry icon. 

 

  

4. Enter Project (Grant) number. 

5. Click  . 
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View Data 
 

 Step 2  The end date shown on the Project/Grant panel may be up 
to 90 days after the actual project end date.  This is set intentionally 
to allow extra time at the end of the grant for processing invoices 
and payments that were encumbered during the grant. The actual 
project end date is displayed on the Grant Attrib KU tab.  

If a panel contains an effective date field, there may be multiple 
lines of data with different effective dates.  Use the Scroll Area 
navigation bar  to view additional lines. 

  

1. PeopleSoft displays the first of eleven panels of information 
on the grant.   

Project/Grant Closure 
Grant Attrib KU Authorization 
Project Attrib KU CT Authorization 
Administration Box Storage Info 
Bill To Info Grant Personnel Commitments 
Project Invoices  
  

2. Click the tab of the panel you wish to view.   

3. Click at any time to return to navigation 
icons. 

 
 

Panel 
tabs 
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Navigation 
 

 

  

1. Click Financial Reports icon. 

 

  

2. Click PTD Expense Report icon. 

 

  
3. Click PTD Expense Report icon. 



TTHHEE  PPTTDD  ((PPRROOJJEECCTT  TTOO  DDAATTEE))  EEXXPPEENNSSEE  RREEPPOORRTT  

8.0 Version 1.0 KUMC Confidential Page 14 of 22 
September 2008 

Run Control 
 

  

1. Have you previously created a Run Control for this report? 
If no, click Add a New Value and go to Step 4. 
If yes, go to Step 2. 

 

2. Click  . 

 
 Step 3  If only one Run Control is found, PeopleSoft displays the 

Selection Criteria page. 

  

3. Click desired run control name and go to Step 1 of 
Selection Criteria.   

 
 Step 4  Run Control IDs cannot contain spaces or special 

characters. 

  

4. Complete the Run Control ID field.   
 

5. Click  . 
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Selection Criteria 
 

 

  

1. Select Business Unit. 

2. Enter SpeedType.   

3. Click  . 

 
 Step 4  Process Name for PTD Expense report is JGL081. 

  

4. The Server Name defaults correctly to PSUNX.  

5. Click  . 

  PeopleSoft returns to the Criteria Page.  You know that you have 
run the report because the Process Instance number displays 

below the  button. 

 

The report will be emailed when complete. 

6. Click at any time to return to navigation 
icons. 
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Optional:  to check the progress of your report, you can launch the Process Monitor.  Reports are automatically emailed when complete. 
 
Process Monitor 
 

  

1. Click Process Monitor link.  
 

This will display the Process List which shows the progress 
of generating the report. 

 Step 2  Most recent report requested is at the top of the list. 

   

2. Note Run Status.    

Run Status Description 

Queued Report is in line to be processed 

Initiated Report has started  

Processing Report is in process 

Posting Report is being finalized 

Success Report is emailed 

Error Report failed 

Click   until Run Status displays Success. 
(May need to wait a few minutes and refresh again.) 

3. Click to return to navigation icons. 
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View Report 

 

  

1. Open email containing report. 

  
 Step 2  Right-click the attachment, choose Open from menu. 

  

2. Open .pdf attachment.   

  

  

3. Click  (Print). 

4. Click  to close PDF Viewer window. 
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View Report in Excel 
 

 

  

1. Open email containing report. 

 

  

2. Right-click .dat attachment. 

3. Choose Save As… from the menu. 

 

  

4. Navigate to desired folder. 

5. Modify filename if desired. 

6. Click  . 
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Open File in Excel 
 

 

  

1. Start Excel. 

2. Click  (Open). 

3. Change Files of type to All Files. 

4. Select the .dat file saved during step 6 in the previous 

section and click  .  The Text Import Wizard 
will launch. 

 

 

  

5. Click Delimited radio button. 

6. Click  . 
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Open File in Excel (continued) 
 

 

  

7. Click Comma check box. 

8. Click  . 

 

  

9. Click  .  The data will display in a spreadsheet. 
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Open File in Excel (continued) 
 

 

  

10. Format as desired. 

11. Click  (Print). 

12. Click  to close Excel. 
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Assistance 
 
Questions regarding how to utilize the PeopleSoft panels, how to navigate, and other technical or procedural problems with the 
system should be directed to PeopleSoft Support at ext. 8-1121. 
 
The office is usually staffed from 8:00 AM to 4:30 PM.  In the event no one is available to assist, you may leave your question on the 
office Audix voice mail system, and we will return your call. 
 
 
 


