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Grants 2: Reporting in Cognos

1. Research reeorting — Administrators

The data used in these reports is downloaded into Cognos from the University Finance System
(UFS) overnight. Therefore, transactions and balances will be as at the end of the previous working
day.

The majority of Grants reports are available from the Departmental Shared folder for users that
have been given access to the Grants folder in Cognos.

E.g. Public Folders > LIVE > School > Departmental (Shared) Reports > Grants Reporting

These can broadly be attributed into the following categories.
Summary financial reports — cumulative project to date

Projects by Organisation by PI

Grants by Sponsor Type

Research Council Statement School/Department version
Project Enquiry

Summary reports for specific date ranges

Project Enquiry

Grant Actual Expenditure by Project Organisation
Top Slice Postings

Grant Expenditure by Month

Year-end grant report by Project Organisation

Detailed listing of expenditure

o Detailed Expenditure Enquiry by Project
o Payroll Costs

Grants approaching their end dates

e FES List
e Grants Ended Enquiry Details
e 3-2-1 Grants Listing

All of the reports can be run in HTML, PDF, Excel 2007, Excel 2002, Excel 2000 single sheet,
CSV, XML formats. They can also be distributed by email.

What is a project/award organisation?

These are set up in the grants module, and mapped to cost centres in the GL. Usually a
department has a single project organisation, so it's a one-to-one mapping, but it'’s quite
possible for a department to have multiple project organisations, and several departments
have this set up (e.g. Chemistry, Engineering, CRUK CI, MRC Epidemiology).

When an award is set up by the Research Operations Office (ROO) it is linked to the
selected organisation. This determines the project org and the award org. The project org
determines which GL cost centre the project expenditure maps to in M Source of Funds in
the GL.

Usually a project org will be the same as the award org. This would only be different if the
award has more than one project associated to it, and the projects are not in the same
departments. This can be changed during the life of the grant, for example, at year end for
departmental mergers and movements.
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Grants 2: Reporting in Cognos

2. Comeuter settings for Cognos users

Please refer to the IBM website for latest supported software, including web browsers, if you
experience problems:

https://www.ibm.com/software/reports/compatibility/clarity-reports/report/html/prereqsForProduct?deliverableld=1330380859450#sw-17.

Pop ups and Java Script should be enabled.

To enable Pl reports (drill down)

To enable drill down reports Java script must be enabled in Adobe.

e Open Adobe and from the menu bar select Edit>preferences
e Tick the box at the top to Enable Acrobat Java script.

You may find if using Adobe reader 9 you have to do this each time your computer is rebooted.

Signing into Cognos

You need a Raven password, see https://raven.cam.ac.uk/ . In addition, you need to have
completed the Cognos access form (URL https://www.finance.admin.cam.ac.uk/cognos-access-

request).

Open your web browser and navigate to the Admin Reporting home page:

http://www.admin-reporting.cam.ac.uk/

5 UNIVERSITY OF
4P CAMBRIDGE

UIS Cognos PRODUCTION
Instance

e Click on the Cognos Login link to open the Admin
Reporting page

e Click on the link Log in to Cognos now to open the Raven )
Please type your credentials for

Authentication page authentication.
Namespace:
openldap

e Inthe User ID field, enter your CRSID User ID:

Password:
¢ Inthe password field, enter your Raven password.

If you have forgotten your username
or password please follow this link

e Click the OK button. Either the Cognos Welcome or the
Public Folders page is displayed

Signing out of Cognos

From any of the Cognos pages, click on the Log Off link at the top of the page and Close your
browser window.

For further assistance on accessing Cognos, please contact the Reporting Help Desk:
email: ESG.System.Support@admin.cam.ac.uk
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3. Finding the grants reeorts

Once you have logged into Cognos, the Public Folder page will be the default home page, unless
you change it.

Home

Once you have logged in, the Public Folders page displays as per the screen shot below.

IBM Cognos Connection

fF  PublicFolders | My Folders

BSOS R e XIDD
Enh-ie;:—ﬂ A4 »

Actions

Public Folders

O O e 20 August 2015 09:07:21 H Mere...

There are various icons on this page, which will assist you when navigating Cognos.

E My Area Enables you to set up output preferences and review any
y reports you have scheduled. Refer to separate guidance.

Home Displays the page you set as your Home page

It is important to ensure you have the right access to be able to run all relevant reports. You will
have access to the Grants folder, the General Ledger folder or both depending on what you
specified on the form.

1BM Cognos Connecton

[T potlicroiders | MyFodss

| Bubic Folders > LIVE > Schodl o the Sioksgical Sciences > Degs I (Shared) Rep ETFCBNYBi+EoxiEh
Bes [t -2 |0

B Mame Modifed - Actions

1 & G.repotng 23 September 2015 15:42:05 £l Moz

[0 [ GratsResoting 19 2y 2016 11:08:13 £l Moe..

Grants Reporting folder

The standard Grants reports are available in the Departmental Shared folder.

E.g. Public Folders > LIVE > School > Departmental (Shared) Reports

Reports in the Departmental (Shared) Reports folder are the standard Grants reports that are
available to all Grants users, regardless of which school you are in. If you use your named
departmental folder instead, the reports will be unique to that department. For most of the reports,
you will need to look in the Grants Reporting folder. In some cases, widely used reports may also
be in the Other folder.
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Grants 2: Reporting in Cognos

1M Cagnos Connestion

(37 mhcraders | My Folsan
P Maiders > LIVE > Schaol o the Mickigos Soerces > Depurtrrertal (Shevec!) Rapcrts > Grants Reporting SFrFCcEBYSYE I« @ x B
S (I N )
| Narre = MOt - Actasmn
L Q Othar 3 March 2017 L4:004 e
(10 331 G ooy 1 Jensary 2016 1516 1 » & v
] Te» Actuated groems wih bodget 14 Jamsary 2016 1235046 1 > 88 vom
[ B s Expercins by rajac (rponsa0m A5 Sxentiine His s sy vl 26 Jure 2017 195204 1 W woee
[0 TP Aweet Experduare by Aaject Orgarinstsn by yewr (urmevary level) 5 Februay 2007 001220 > 8 o
1 !p- Detated Expemifirs Snaary by Proect 34 My 2007 1%:0620 > 85 v
0 %w resoe 15 Aped 2003 30c3T0 I » 85 Mo
L 21 Jwniary 2016 1935:33 el S TRTN
21 Jnacaey D16 144718 [ 8

This icon indicates your output preference, which can
be changed via My Area, My Preferences.

If you are unable to view folders or the list of Departmental (Shared) Reports for your school,
please contact FSG.System.Support@admin.cam.ac.uk and ask them to check your set up.

Actions buttons

Each report has a selection of available actions that can be carried out against it. The Actions
(visible on the right of the screen) available with the report are dependent on how each report has
been created and saved by the author. (At the University, this is usually the Cognos reporting
team).

IE . View information about the selected report. There are two tabs:
Set properties :
General and Report view.

Run With
Options

Allows you to run the report, specify the output and input
parameters. Advanced option enables you to run it a specified

time.

Enables you to schedule reports to run on a regular basis

- Schedule

Provides the following functions in addition to those listed
above...

Available actions:

:=| Set properties

e

“Wiew report output wersions

BE

Wiew nvy permissions...

Run with cpbons...

I
i}

Wiew the schadule

Wisww run hisbory

G

Alert me about new wersions

Copy...

Create a shorbcut to this enbry...

=88

¢
|
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Running a report

Grants 2: Reporting in Cognos

4. Running reeorts

Once you have located the report you wish to run, click on the blue arrow to the right of the screen

under Options.

(=
[y
[ Ba» 3-2-1GrantsListing

Other Reports

E_mb Activated grants with budget

E_mb Award Expenditure by Project Organisatiom All expenditure types year summary level

Public Folders = LIVE > School of the Biclogical Sciences = Departmental (Shared) Reports > Grants Reporting

16 January 2015 13:51:45
16 January 2015 13:51:45
16 January 2015 13:51:45

16 January 2015 13:51:45

CREHE 4B LN

Entries: 1 - 21 1]

A Run with options screen displays. This is where you can set/check the format and whether you
wish to view the report, print the report or have it emailed to you.

NB: If you click on the report name to run it, you bypass the Run options. Therefore it is always
recommended that you click on the blue arrow.

All of the reports can be
run in HTML, PDF, Excel
2007, Excel 2007 Data,
Excel 2002, CSV, XML
formats, and be
distributed by email and/or
printed.

Version 13.1

Run with options - Projects by Organisation by PI

Select haw you want to run and receive your report.

Format:

PDF e
Accessibility:

[ Enable accessibility suppert

Language:
English (United Kingdom)
Delivery:
@ View the report now
() Print the report:
Printer location:

() 5end me the report by email

Prompt values:
Mo values saved

Prompt for values

Run Cancel

Select a printer...

Jan-2021

Once you have made your
selection, click Run, to
display the parameters for
the selected report. These
must be completed before
the report retrieves the
relevant data.
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Grants 2: Reporting in Cognos

Running a PDF report or to screen

If you have indicated that the report should be run to PDF, the following icons towards the top right
of the screen will be useful:

Returns to the list of reports. Use this and NOT the browser Back arrow

Attach to and send an email
“ Run the same report with different parameters.
Choose, from a dropdown list, other report formats (refer to section on
= converting to Excel below).
Shortcut to add report to My Folders or Add to Bookmarks (refer to
ndd thisreport separate guidance)

Converting a PDF report to Excel

If you have run a report and reviewed the data and decided that it would be better in Excel, then
instead of running the whole report again, you can easily convert it from PDF to Excel.

1. Once the report has run and the PDF is displayed, click on the View in PDF icon

fieh View in HTML Format

2. Click View in Excel Options ;
i View in PDF Format

and then select the relevant
option. (View in Excel 2007
Format recommended)

¢« [ View in Excel 2002 Format
ma ? View in CSV Format

3. A pop up message will display giving the option to Open or Save. Click Open.

Do you want to cpen or save Projects by Organisation by PLxdsx from admin-reporting.cam.ac.uk? | Open | | Save | hd | | Cancel | ®

4. An excel page will open with the report contents. You may need to Enable Editing.
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5. Consolidated Grants Reeort

There is an ongoing project to consolidate the multitude of grants reports into a few reports where
the user can customise the output to suit their own requirements. This section will be updated as
the new consolidated reports are launched: Last updated 20/01/2021.

Cognos GM: Listing and Budget vs Actual Reports

To access the new report, navigate to Public Folders >Live > your school folder >
Departmental (Shared) Reports folder.

This report is intended for use by departments, schools, Central Finance and the Research Office.
It uses the standard security model, restricting returned information to only the Projects and
Awards the user has been granted access to.

The default format for this report is set to PDF, but can provide output in all standard formats
(including Excel and HTML). To select a different report format, or to save or email the report, use
Run with options, on the right of the report selection line.

Note: This report contains a number of re-prompt buttons that restrict the lists of values to only
relevant values. When you use a re-prompt button you will receive a message stating: Working...
Please Wait..., then Your report is running. Please be patient until the prompt page is regenerated.

You can create a Report View to save commonly used parameters, or to schedule this report, see
report view scheduling.

Basic Report — Lists

At a basic level the user can select to run the report by EITHER Award organisation(s) or Project
Organisation(s). If no other parameters are selected the report output will be a list of awards or
projects, together with start and end dates.

Note: For users with wide access, ensure you select the Award Org/Project Org before running
the report. Choose Click Here for Award Org/Project Org Selection to populate the selection box.
Users with access to a single department can omit this step.

Example of report run by Award Organisation:

Grants Listing Report

Award Organization Award Number = Award Creation Date Award Start Date | Award End Date  Award Close Date

PD_Piant Sciences G100048 22-Mar-2019 1-Jan-2019 31-Jan-2021 31-Mar-2021
PD_Plant Sciences G100497 15-Aug-2019 1-Jan-2019 31-Dec-2020 28-Feb-2021
PD_Plant Sciences G101009 4-Jul-2019 1-Apr-2019 31-Mar-2021 31-May-2021
PD_Piant Sciences G101403 20-Jun-2019 1-Oct-2019 30-Sep-2023 30-Nov-2023

Note: If you select Project Short Code as an extra option, the list will display all projects,
regardless of whether the project belongs to your department or not, as long as the Award
Organisation is yours.
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Grants 2: Reporting in Cognos

Example of report run by Award Organisation, with Project Short Code as extra option:

Grants Listing Report
Award Organization Award Number Project Short Code Award Creation Date Award Start Date Award End Date Award Close Date
PD_Plant Sciences G100048 PDAG/465 22-Mar-19 1-Jan-19 31-Jan-21 31-Mar-21
PD_Plant Sciences G100497 NMZM/404 15-Aug-19 1-Jan-19 31-Dec-20 28-Feb-21
PD_Plant Sciences G100497 PDAG/488 15-Aug-19 1-Jan-19 31-Dec-20 28-Feb-21
PD_Piant Sciences G101676 PDAG/492 21-Jun-19 1-May-19 30-Jun-20 30-Aug-20
PD_Plant Sciences G101701 PDAG/515 20-Jan-20 1-Jan-20 31-May-23 31-Jul-23
PD_Plant Sciences G101806 PDAG/524 3-Mar-20 1-May-20 6-Sep-23 6-Nov-23
PD_Plant Sciences G101832 NMZM/455 5-Jul-20 1Jan-20 31-Dec-20 28-Feb-21
PD_Plant Sciences G101832 PGAG/541 5-Jul-20 1-Jan-20 31-Dec-20 28-Feb-21
PD_Plant Sciences G102801 PHZJ/663 12-Sep-19 1-Oct-19 31-Dec-22 28-Feb-23
PD_Plant Sciences G102821 PDAG/495 25-Jul-19 1-Jul-19 30-Apr-20 30-Jun-20

Example of report run by Project Organisation:

Grants Listing Report
Award Organization Project Organization Project Short Code Project Start Date  Project End Date
PD_Plant Sciences PD_Plant Sciences PDAG/000 1-Aug-2001 31-Jul-2030
PD_Pilant Sciences PD_Plant Sciences PDAG/183 1-Oct-2008 30-Sep-2015
NA_Engineering - D3 Structures PD_Plant Sciences PDAG/188 1-Jul-2010 1-Apr-2017
PD_Plant Sciences PD_Plant Sciences PDAG/189 1-Oct-2010 30-Apr-2019
PD_Pilant Sciences PD_Plant Sciences  PDAG/223 1-Oct-2012 30-Sep-2018
PD_Piant Sciences PD_Plant Sciences PDAG/226 13-Aug-2012 1-Oct-2021
PD_Plant Sciences PD_Plant Sciences PDAG/232 1-Oct-2012 30-Sep-2016
MA_Chemistry PD_Plant Sciences  PDAG/240 1-Dec-2012 31-May-2017
PD_Piant Sciences PD_Plant Sciences  PDAG/250 1-Oct-2013 30-Apr-2019

Note: All projects that belong to your Project Organisation are displayed, regardless of which
Award Organisation owns the actual project.

Note: By selecting other optional parameters and report layout options the user can choose
the data required, including budget, actual and commitments if desired.

Default options
There are a number of default options and some of these can be overridden by the user.

When running the report by Award Organisation, the default position:
e Excludes awards that have been closed [can be overridden by the user].
¢ Shows Award Number(s) [cannot be overridden by the user].
When running the report by Project Organisation, the default position:
e Excludes both awards and projects that have been closed [can be overridden by the

user].
e Shows Project Code(s) [cannot be overridden by the user].
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The following optional layout options can be selected by the user:

Optional. Choose Layout Options.

™ Show Award Mumber

™ Show Award Pl Name

™ Show Award Status

™ Show Award Title

[ Show Budget to Actual

™ Show Commitments

[™ Show Expenditure Category

[ Show Project Shert Code

[ Show Project Description

™ =Show Project PI Mame

[™ Show Project Status

™ Show School

" Show Department

[ Show Sponsor Mame

[ Show Sponsor Type

™ Show Task Number

[ Show Funding Ref

[T ShowBvaA Page (breakdown by Project Code/Exp Cat)
[T ShowBvA Page (breakdown by Award/Exp Cat)

[ Show Megative Balance Remaining in Red {Show B to A must also be selected)

Select all Deselact all

Default is show Award No. for Award Org Report and Project Code for Project Org Report.

Note: At the bottom of the report (PDF) there is a page giving Report Information, which lists your

selections. In Excel, it is shown as a separate worksheet.

Adding financial information to basic list report

To add the Budget and Actual/Expenditure for the awards and/or projects, depending on the

information required, check either:

[T Show B v A Page (breakdown by Project Code/Exp Cat)
[T Show B v A Page (breakdown by Award/Exp Cat)

The report returns the same list as the basic list, but it includes further pages which give a
breakdown of the budget and expenditure, per expense category, for either the award or the
project. To include commitments, tick the Show Commitments box as well.

Example of report run by Project Organisation, with Optional selections of Show BvA Page

(breakdown by Project Code/ExpCat), plus Show Commitments

Grants Listing Report

Award Organization Project Organization Project Short Code
ZZAG/00
ZZAGIN
2ZAGIM12
ZZAGI113
ZZAGI4
ZZAGI115

ZZAG/I116

ZZAGIT

Project Start Date Project End Date
1-Aug-01 31-Jul-30
1Jul-10 1-Apr-17
1-Oct-10 30-Apr-19
13-Aug-12 1-Oct-21
1-Oct-12 30-Sep-16
1-Dec-12 31-May-17
1-0ct-13 30-Apr-19

15-May-13 30-Sep-19

Version 13.1 Jan-2021
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Page after list pages if Show BVA page is ticked:

ZZAG/000

ZZAGI/D0O - Total

ZZAGI1

ZZAGI11 - Total

ZZAGI12

ZZAG!112 - Total

Project Short Code

Grants: Budget v Actual by Project Code & Expenditure Cateqgory

Project End Date

Expenditure Catagory Budget Expenditure Commitment
31-Jul-30 EXCEPTIONAL ITEMS 0.00 £.887.50 0.00
0.00 {4 ) 0.00
0.00 63.09 000
0.00 5,493.19 0.00
2434 37 2434 37 000
6.542.15 65 000
1-Apr-17 INFRASTRUCTURE TECHNICIANS 36169 361.69 0.00
1-Ape-17 PI COSTS 21.752.20 21,752.20 0.00
1-Ape-17 UNIVERSITY FUNDED 6,218.09) (6.218.09) 0.00
24.872.32 24,872.32 0.00
30-Apr-19 EQUIPMENT 75,614 00 75614 24 000
30-Apr-19 ESTATES COSTS 650,368 00 0.00
30-Apr-19 INL T COSTS 186,700 00 0.00
30-Apr-19 INFRASTRUCTURE TECHNICIANS 9273.00 0.00
30-Apr-19 OTHER COSTS 111,001.00 000
30-Apr-19 STAFF COSTS 180.385 00 00 000
30-Apr-19 TRAVEL AND SUBSISTENCE 8.000.00 8,000.00 000
30-Ape-19 UNIVERSITY FUNDED {256,341 .00) 256,341 00 0.00
375,000.00 375,000.00 0.00

Balance Remaining

an7?

50)
740
(63.09)
(5,493.19)
0.00

0.00

0.00

0.00

0.00

0.00

(0.24)

0.00

0.00

0.00
(11,999.76)
12,000.00
0.00

0.00

{0.00)

Note: if you want the financial information to show on same line, i.e. a summary report, select
Show Budget to Actual, and Show Commitments (if required). This option would not give the
Expenditure Category, unless ticked.

Example of report run by Project Organisation, with Optional selections of Show Award

Number, Show Budget to Actual and Show Commitments:

Award

Organization
ZZ_Ecology
XA_Cosmology
ZZ_Ecology
ZZ_Ecology
ZZ_Ecology
YA_Environmental ¢
ZZ_Ecology

ZZ_Ecology

Project
Organization

ZZ_Ecology
ZZ_Ecology
ZZ_Ecology
ZZ_Ecology
ZZ_Ecology
ZZ_Ecology
ZZ_Ecology

ZZ_Ecology

Grants Listing and Budget v Actual Report

Award Number | Project Short | Project Stat | Project End Budget Expenditure
Code Date Date

RGO0D0O(ZZAG) ZZAGI000 1-Aug-01 31-Jul-30 0.00 549319
RG60000 ZZAG/II 11 1-Jul-10 1-Apr-17 24 872.32 2487232
RG60001 ZZAGI12 1-Oct-10 30-Apr-19 375,000.00 375,000.00
RG60002 ZZAGI13 13-Aug-12 1-Oct-21 271661257 2,701,356.72

ZZAGI114 1-Oct-12 30-Sep-16 238,400.53 228.711.74

ZZAGI115 1-Dec-12 31-May-17 325,387 .95 29978173
RGB0005 ZZAGI16 1-Oct-13 30-Apr-19 22657266 22573548
RG60006 ZZAGITT 15-May-13 30-Sep-19 591,848.00 596,715.51

Commitment

7

0.00
0.00
0.00
917 51
0.00
0.01
83718
0.00

Balance
Remaining
(5,493 19)
0.00
(0.00)
7,338 34
9,688.79

Any of the other Show options can be selected, although some of these have dependencies on the
layout option selected above.

Sponsor Type and/or Sponsor Name

The report can be run for selected Sponsor Type(s) and/or selected Sponsor Name(s). The user
must first select Show Sponsor Type and/or Show Sponsor Name under Layout options. Then

choose

| Optional. Click here to select Sponsor Name/Sponsor Type. |

This displays and populates the Sponsor Type and Name field boxes from which you can select
the relevant data.

Version 13.1
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Grants 2: Reporting in Cognos
For Sponsor Type — you can select a single type, multiple (use Ctrl+click) or Select All

For Sponsor Name — you can use the Cognos Search and Select method, or choose the name
from the field box underneath (individual, multiples or all).

Task Numbers

The user can choose to exclude Task Number(s). The user must first select Show Task Number
AND Show Budget to Actual (NOT Show BvA page) under Layout Options. Then choose:

| Optional. Click here to exclude task numbers. |

Once the task number field box is populated, check the relevant box to exclude that task
number(s).

Awards/Projects ending

The user can choose to run the report to show Awards ending (for Award Organisation Report) or
Projects ending (for Project Organisation Report) within a user specified number of days or for a
user specified From or To date.

e Entering number of days shows all awards/projects ending within the number of
days entered from the date the report is run.

e Using a From date only shows all awards/projects ending after the date selected.

e Using a To date only shows all awards/projects ending before the date selected

e Using a From and To date shows all awards/projects ending within the date range
selected.

If no dates are selected, the default is Earliest date to Latest date.

Award Creation Date

The user can opt to run the report for awards created within a date range specified by the user. A
From date, a To date or a From and To date can be selected here.

e Using a From date only shows all awards created after the date selected.
e Using a To date only shows all awards created before the date selected
e Using a From and To date shows all awards created within the date range.

Saving selections

To save and schedule your selection parameters for all Cognos reports, refer to either Creating a
Report View or to Schedule a report with report view setup. To avoid confusion, remember to
change the name of the report as soon as you copy it, particularly now that this report can be set to
show completely different types of grant information.

Cognos GM: Expenditure Enquiry Report

To access the new report, navigate to Public Folders >Live > your school folder >
Departmental (Shared) Reports folder.

This report is intended for use by departments, schools, Central Finance and the Research Office.
It uses the standard security model, restricting returned information to only the Projects and
Awards the user has been granted access to.
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Grants 2: Reporting in Cognos

The default format for this report is set to PDF, but can provide output in all standard formats
(including Excel and HTML). To select a different report format, or to save or email the report, use
Run with options, on the right of the report selection line. This report works best when viewed in
Excel format, but it is useful to run in PDF initially whilst deciding on layout and other selections.

Note: This report contains a number of re-prompt buttons that restrict the lists of values to only
relevant values. When you use a re-prompt button you will receive a message stating: Working...
Please Wait..., then Your report is running. Please be patient until the prompt page is regenerated.

Basic Report — Lists

At a basic level the user can select to run the report by either Award organisation(s) or Project
Organisation(s), and for Expenditure only or Expenditure plus Commitments. If no other
parameters are selected the report output is expenditure detail for all expenses for all awards or
projects belonging to the Award or Project Organisation. The columns include:

e Task Number

¢ Expenditure Category

e Expenditure Type

e GL Date

e Transaction Date

¢ Expenditure Comment

e Supplier Name

e Invoice Number

e Expenditure

o plus Commitment Amount (if selected).
The following selections are required:

Required: Select Award or Project Organisation

Required: Select School (can be single, all or multiples)

Required: Select Award or Project Organisation (can be single, all or multiples)
Required: Select Expenditure Only or Expenditure plus Open Commitments
Required: Show Subtotals on Detail Page [Default is No]

Note: As this is a Detailed report, it is advised that you use the optional selections such as Award
or Project number, or Date, as the default output returns line by line details of all expenditure for
all awards/projects during their lifetime.

Example of report run by Award Organisation, Expenditure only:

Grants Transactions - Expenditure Detail by Award Organisation

Treeaatom Vemcw togmrttae

i Pramet Utest: 1o trmesttse e
Expandtaw Type O D Espavstnnze Corervem Lappeer Narrw

Anurd Ovgan - -
—and T eber  [Cooe b [ Catogary

oy " oA IHER COSY SER COSTSOONSAAS £5 2-dan- 10 Tden T8 IMshdna st s 299 ITA CHHIIOE. CAS | FIS-ER S0F)

Note: If your department owns the Award, the report displays all projects that belong to Award,
regardless of which department is running the Project.

Default options

There are a number of default options but some of these can be overridden by the user.

When running the report, the default positions are:

e Excludes awards/projects that have been closed [can be overridden by the user].
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Show Subtotals on Detail Page

Grants 2: Reporting in Cognos

Don’t show subtotals on detail page [can be overridden by the user]
Run report for Expenditure only [can be overridden by the user to include commitments]
Shows Award/Project Code(s) [cannot be overridden by the user].

As indicated above, the default for this option is No. If you want subtotals to be included, select
Yes. Then click on Select School or Select Award/Project Organisation, even if you've already
done so.

The choice of which subtotals to include is defaulted to All if Show Subtotals set to Yes, but can
be changed by the user.

Show Subtotals on Detail Page.
Default is Mo.

18

Sele_ct Subtotals. Default is All.

Yes
MNo

[
v Project Code
r Expenditure Category
™ Expenditure Type

Select all Deselect all

Note: The choice for Select Subtotals only appears if you click the Select School or
Project/Award Organisation AFTER you’ve changed the Show Subtotals to Yes.

Example of report with Show Subtotals on Details Page set to Yes, and Project Number selected:

Grants Transactions - Expenditure Detail by Project Organisation
Pyt Avard | Avard Prapet | Tk Expenttire Expenditore Type | OL Dt | Tre Eapenatas C Cugpher Hanw vece | Expendiies|
e 2 [l B G [l iilea | T
I Fcology  ROGSSA Resewth AGZY ) OMER COSTE OTMER COSTSICONSS V020 210020 W9 2270 G2 - LED montoe - 27 vy FISIGHT DIRECT (ALW)LTD S U 248 54
I1_Exdlogy ACEAEE Resemch I2AGHAEY M OTHER COSTS OTHER COSTSCONSY  $0%c-20 FT-0c 30 WP T3 G2 - LED mendor - 37 et BISIOHT DIRECT UM)ATD Si s 0y
I Eeogy  ROBSSE Rasemch Z2AGAZY % OMERCOBTE  OTHER COSTBANSCEL 40w 20 A0wc 20 CONSULTANCY OF THE G938 FARMNG DATALTD 17 450 0f
&2_Ecclogy RGESIA Resesrch ZZAG) M STAFF COSYS STPENDS 2020 260c20 CHAS: 10000007 SATH B ZZAGTIY 01 ROMEAS ADHA N
II_Ecelegy ROESEEE Resemch IZAGAZT STAFF COSTS STFENDS 350020 250w J0 CHRES 1 11115555 BULL LY ZZAG/ ) 01 RGGEGEE ADHA ER 3
I Ecviegy  ROMA Ressmch ZAGHZDY % STASY COSTS STIPENDS NOw 20 20w 20 CHES 1 11121234 SITH W ZIAGTI 01 RGESENS ADMA tLizh
72_Exsbegy AGESEEE Resemch ZZAGIH) % STAFF CO8TS STWENDS M Oec-20 250030 CHRES 1 11176766 COTTON WWP ZZAG/ 12T 01 ROGSE6E ADwA, (ST
IZ_Ecolegy RGESEEE Resemrh IZAGA21 M SIN'F COSTS SIFENDS 35 Dec 20 26500 20 CHRS. 1 11136454 MUNRO PO ZZAG/] 01 RGSESEE ADMA 1924
I2_Ecslogy RGO Ressach IZAGHZY % STAFF COSTS STWENDS MO0 200ec 20 CHAES 1 1205478 JAVES O ZZAG12) 01 RGAAE ADHA 29725
I1_Ecshegy ROG6E6E Rasemrch ZZAGNZY M STAFF COSTS STPENDG 14 0ec 30 2500c-J0 CHRS 1 23456718 BROWN OH JZAG/D) 01 RGESEES ADMA 1951 2]
L2 Fealogy RGOMIA Resewch  ZZAGTD M FINY COSTS WAGES 14 0ec 20 50020 OHFES: 1 MARNS MACOONALD OLD Z2AGXY 01 RGELESS DA T2 6
JIAGA2Y | Toast 2274004
II_Feshegy RGES0GR Resemrch IZZAGASE ™ EQUSVENT EQURMENY #0ec 20 29-0c3 20 MacBook Pro 1)ec» - 2 0GMr Que ACADEMIA LTD Some 1snwn
Q2 _Ecaiegy ROBSEAE Resewch JZAGASS EQUIPMENT EQUIPMVENT 80ec-20 T-0c3-20 MacBook Pro 130k - 3 0GHs Qes ACADEMSA LTD S Ml ng
I2_Ecslegy RGBGEEN Rasemch IZAGHSE % OTHER CO5TY OTHER COSTSICONSU  $0ec 20 3024w 20 40 Spsturns gend-oL CO-J20TAR T RS COMPONENTS LTD 220008501 L2023
U Ecohogy  HGOSIE Rasemch DAGHS % OTHER COSTS  OTHER COSTRCONSU Y0ec20 J0Now20 40 Syntama gend ol CO-X20T-AK T RS COMPOMENTS LTD 20ases0t M0 4
12 Ecvegy  ROBSIGE Resemch IZAGHSE % OTHER COSTS OTHER COSTSCONSY 1020 30M48v30 40 Systeims USE ta UART - 4D P S COMPONENTS LTD 220094501 38 %
I _Ecolegy AGHGHA Fasewch IZAGHS% % O™ER COSTS O™ER COSTRICONSU 1 0ec 20 30 Mew-20 40 Systarey USH to UART . 4D Pt RS COMPONENTS LTD 2009s50v! LA
I2_Ecchegy NG Revemch 28G5 % OTHER COSTS ITHER COSTECONSY 3 0ec-20 $00c- 20 Benther Label Roll S0oem » Sm CIMBANNER GIOUP LTD Kaeron mu
IZ Eccugy  MOBSESE Ressmch IZAGHZS Y OMER COSTE | OTHER COSTRCONSU 30420 5.040-30 Brothar Lutel Ffl Shven » S CZN BAMNER GROUP LD wrewe 2s
2 Prviogy  RGIGMA Rasewch LZAGAM % ONERCOSTS OTMER COSTHCONSS 10 Owc- 20 S 0wc 20 Brother VC A00W Colour Latel Prv BANER GROUP L10 fasoe W
72 Ecdegy  ROBGISS Resameh JZAGHSE % OTHER COSTS  OTHER COSTRICONSU 10-Dee-20 5.00c-20 Besthver VC-S00W Cusiour Label Prwy BAMIER GROUP LTD LT ny
ZZ_Ecolegy AGISEA Resemch IZAGMEE % POOLED LABOUR ‘P TECHNCAL 32 0ec 29 $0ec 20 Fooled Labon 2
I1_Exslegy AGISIRE Rasamch IZAGHE % TRAVEL AND SUSH TRAVEL MOME 1020 17 Mar 20 T te meet CpmnPlart perttees ane WOOD. BARNE Y BTy an
12 Ecdegy  RGBSIEE Resemch JZAGHSE 00  UNIVERSITY FUNDY UNIVERSITY FUNDED - 3% 0sc 20 $.Dec 20 Exgenttion For FEC Man Dunct (16T 6%
U Fcoegy  RGESHA Reseach ZZAGAHS% "00  UNMVERSITY FUND UNIVERSITY PUNOED - 31 Dec 20 +0ec-20 Expenttunn For FEC ton Diect Wy
ZIAGAR . Tensd L2mA
Semmary 0N
8 Jan 21 1 144334
Expenditure Detall « Subtotal  Summary by Project Code Report Information @ .
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Example of report with Show Subtotals on Details Page set to Yes, and Expense Category and
Type selected:

Finiect Ovgeriialion | Mad | hwmd |Faed Shotl Tax | Expeoatue | Exgecatee 118 T Dain Tn ) Wece | Espeodtun
Memtwr | Type Cote | Mentw | Category i I l L omons 1 -

17_Eosogy G r— &I{'&”J'\' TEOUPWENT TOUPVENT | BOscd0 :"'.-If.'\ilu.?;m:{n’o‘f{é& ~7 0GHr Qead: ACADEMA LTD e ann
12 Ecelogy RGOGIES Freewcr LAGEM N COUPVENT COUPNENT 20ec 20 210020 Wactioek Fro Tech - 7 0GHz Qead- ACADEMA LTD Suxe e W
(COUNPWENT . Totsd \R7%
|ECIAPWENT - Tunad 102
22 Ecetogy ROBSIEE Raseanr ZAQHSE 7 OT+ER COSTH OTHER COSTSCC 108 20 3300w 20 4D Syname pind oL CO- DOTAR TFIRS COMPORENTS LTD 2200945019 120 0
2 Exvlogy ROBGIES Rrmans JZADSN 7 OTHER COSTS OTHER COSTACC 3 0ec30 3-dew 20 40 Syviates pand o L0 X20TAR TFIAS COMPOMENTE LTD 250ty R
12 Ecetagy RODMEE Reasens ZAGHM P OTWER COSTS OMER COSTSCS 30020 3400w 20 4D Symiers USH tn LART - 30 P RS COMPOMENTS LTD  22000a50m 38 51
11 _Ecology BGIGIE Hepewcr  ZAGAS N Otk COSTS OMMER COSTSTT  0ec-0 2w 20 40 Symers U5 1o LART - 40 Bwagr 45 COMPONENTS LTD  2000asome nn
7 _Cxclogy AGO0NE Regmest JAGEM % QPR COSTS OPER COSISCE 3O 000 20 Penther Latel fioll Mmme » b CLIOMBAER GRCAW LTD Yarnow mn
L Coology RGOMMS Fasewch ZAGWEM % OPER COSTS L YO0 $0uc 20 Drother Label Rl 50mm « Sm G200 BANER GROUP LTD Saeron ns
L _Evology RGOSME Fesesnt ZIADMSE 9 OTHER COSTS W -Owc.20 S-Uec 27 Evother VO 50UV Colow Later Prote BAIRER GROUP LTD  S2wioes e
12 _Ecelogy RGEGIEE Raseant ZZAGWSE ¥ OT™ER COSTS .00 20 S0wc-20 Brother VC-SOIW Colows Labef Prnte BAMER GROUP LTD  Ras0es mu
[OTHER COSTSCONSUMABLES - Toml LN
|OTHER COSTS - Tesal 1110
|2 _Ecology ROSEIEE Rasescs 2ALNSE 9% POOLED LABOUR L TEONCAL 1 Owc 0 1-0nc- 20 Pocted Laters mn
M. TECHMCAL | Total wa
POOLED LABOUR . Total wran
I Costogy RGOS Gwsewcr 2AGEM % TRAVEL AND SUBIE TRAVEL MOME YOec 0 17080 20 Trg to meet Coesitast parteers and 2 WOOU. DAY ESNTIVN "ww
TRAVELMOME - Timal w W)
TRAVEL AND SUBSISTENCE - Teanl %%
2 Ecelogy RCOONEE Frsases ZADMIE 00 UNIVERSITY FLMOE UNMVERSITY LR 31 00 20 1 0wt 20 Expasditgs Fuv FEC Non Dact 1167 &3]
UNIVERSITY FUNDED - CHEST - Tesal 167.65),
I _Ecstogy ROSSMEE Hasescs 22AGMM "o LSIVERSITY FLNOE UNIVERSITY FUNE 31Dec 20 100020 Expencitars For FEC hem Dusct M)
UNIVERSITY FUNDED . DEFT  Tetat (92
UNIVERSITY FUNDED . Yot (757
Surmmary Lin

Layout
The following optional layout options can be selected by the user:

Optional: Select Layout Options

™ Show Award PI Name

™ Show Project PT Mame

[ show fward Purpose

[ show fward Type

I Show Award Status

™ Show Project Status

I™" show GL Period

I Show CR and DR Source of Funds

™ Show Currency Code

™ show Expenditure Batch

I Show Invoice Date

™ Show PO Number

™ Show Payroll ID and Name

I show Sponsor Mame

I show Sponsor Type

™ Show Transaction Source

™ show summary Fage by Project Code
™ show summary Page by Award Number

Select all Deselect all

Note: At the bottom of the report (PDF) there is a page giving Report Information, which lists your
selections. In Excel, it is shown as a separate worksheet.

Extra layout options

[ Show Summary Page by Project Code
[T show Summary Page by &ward Mumber

If either of the above options is selected, an additional page/worksheet is added to the report
output. This summarises the expenditure detail by Expenditure Category and Type.
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Example of Show Summary Page by Project Code:

/CON v
OTHER COSTS/MISCELLANEOUS 450.0

OTHER COSTS - Total 749.5
STAFF COSTS STIPENDS 20,164 6
WAGES 1.826
STAFF COSTS - Total 21,9912
ZZAGI123 - Total 22,740
ZZAGI456 EQUIPMENT EQUIPMENT 18275
EQUIPMENT . Total 1,827.
OTHER COSTS OTHER COSTS/CONSUMABLES 22172
OTHER COSTS - Total 22112
POOLED LABOUR PL TECHNICAL 3772
POOLED LABOUR - Total na
TRAVEL AND SUBSISTENCE TRAVEL/HOME 4591
TRAVEL AND SUBSISTENCE - Total 46.
UNIVERSITY FUNDED UNIVERSITY FUNDED - CHEST (167 6!
UNIVERSITY FUNDED - DEPT (41.92
UNIVERSITY FUNDED - Total (209.57
ZZAG/A56 - Total 4,259.
ZZAG/T89 OTHER COSTS OTHER COSTS/CONSUMABLES 36537

OTHER COSTS - Total 3,653.7!
ZZAGIT89 - Total 3,653.7

Filtering information to enhance the basic report

Before running the report, you should ensure that only the data you require is returned. The
following are optional, but you should at least choose the Award or Project number.

If Award organisation was selected originally:

|Optional. Click here to Select Award No.(s), Expenditure Type(s), Task Number(s).|

If Project organisation was selected originally:

|0ptional. Click here to Select Project No.(s), Expenditure type(s), Task Humber{s].|

Award/Project number

Depending on your initial selection of Award or Project Organisation, choose the relevant
Award(s) or Project(s), bearing in mind this is a detailed, i.e. line by line, report.

|Dptiuna|: Select Award Number(s). Leave blank if all required. |

|Dptiuna|: Select Project Number(s). Leave blank if all required.|

Task numbers
The user can choose to exclude Task Number(s) by ticking relevant box(es).

Optional: Select Task Number(s) to Exclude. Leave blank if all required.
nE

Expenditure Type

If you are investigating a particular category of expenditure, you can select here. This can be run
across all department awards or projects if required by leaving award/project number blank in the
relevant selection field.
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Optional. Select Expenditure Type(s). Leave blank if all required
[ CAPITALISED EQUIPMENT

[ COLLEGE ESTATES

I collece Fees

™ compuTING COSTS

I_ COWID D TRLA TR SEC TR ERIT

Award/Project Status

The user can exclude status types. The default is to exclude closed awards/projects. This can be
unticked if required.

Optional: Select Project Status to Exclude. Optional: Select Award Status to Exclude.
Default is Exclude Closed. Default is Exclude Closed.
I 1000 [ acTve
[ acTive [ aT_misk
I™ apPROVED ¥ cLosep
I AT RISK N ON_HOLD
V¥ cLosep r
I pENDING_CLOSE Select all Deselect all
[ rEIECTED
[ suBMITTED
™ unaperOVED
Select all Deselect all

Note: if the Award/Project status is incorrect, please email your RSA (Research Support Adviser).
This can only be corrected by ROO staff.

Dates

You can choose the exact date or range of dates, either by the GL date or the Transaction date,
but not both at the same time. The default is Earliest date to Latest date, i.e. all expenditure
throughout life of Award/Project.

e Using a From date only - shows all expenditure after the date selected.
e Using a To date only - shows expenditure before the date selected
e Using a From and To date shows expenditure within the date range selected

Optional: Select GL Date Range Optional: Select Transaction Date Range
L 1 | 1
‘ 2021 » > - 2021 - s
n foh Me : ' I B ! “
Mon Tos Wed The &1 Sat San Mon Tue Wed Thu Fii Sat Sum
i
® Exlent dute L A
2 ‘ 2021 ’
' 2021 ’ =
o § BTN
oh T e Tue Vied T 5
Man Tow Wed The i Sat Sen Mo Tue Wed Thu Frf Sat Sun
]
0 Latest cat
9 Latest date

Saving selections

To save and/or schedule your selection parameters, refer to either Creating a Report View or to
Schedule a report with report view setup. To avoid confusion, remember to change the name of the
report as soon as you copy it, particularly as this report can be set to return information with
different layouts and filters. You can set the report to run straight to Excel in your report view.
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6. Summary financial reports — cumulative

Ero'!ect to date

Projects by Organisation by PI

This is a useful summary report that could be given out to individual Pls. It lists all projects
belonging to the named PI. The report returns the following data, with cumulative project-to-date
totals. There is a separate page for each PI.

Project by PI
22_Ecology: Moran, Dr Rancy
Project I Name Imnj Froject Description [ 3ponzor Name Imsuninmm Task Espenditure Category I Budget ]iaeodmm]ml Budget

Coge Oate Oate | Numibe 3
Moran, Dr Nancy I2AG/43 | MICROBIOTA EIT FARMING 1dsn-18  33-Dec-18)1 OTHER COSTS 1438053 880020 146735 411294
ENVIRONMENTS iN STAPP COSTS 331858 13508 000 318350
INSECTS U3 CONTRACTING 442478 256844 000 185634
ZZAG/443 - Total 2212389 1.50372 146739 915278
TIAG/D66 | IMICROSIOTA 4 SOCIAL UNIVERSTY COULGE LONDON | 3-feb-18  31-Jul-181 STACE COSTS 1193129 1193129 0co 000
BEES AND PLANT (F8 BESRC) TRAVEL AND SUBSSTENCE 2,00000 2,00000 0.00 000
POLYMESS "loc  EsTaTEs cosTs 3,95250 0,00 000 3,99250
INOIRECT COSTS 10,83129 0.00 000 108312%
INFRASTRUCTURE TECHNICIANS 65750 0.00 000 657.50
1 COSTS 00¢ 0.00 000 000
UNIVERSTY FUNDED (5,902 50} 000 000 (5902 50)
T2AG/666 - Total 2363000 1393125 000 967875
Moran, Dr Nancy - Total 4573389 2543487 146735 1883551

Run options

These include;:

by Project Organisation— if you select a project organisation but no data is returned then
this means that there are no open projects on that organisation

by individual PI, all or multiples

Projects by PI

Currant School Structure

UAS

Project Organization
.

Pr_Zoology
PF_Zoology
PF_Zoology -
PF_Zoology -
PF_Zooloqy -
PF_Zoology -
PF_Zoology -
PF_Zoology -
PF_Zooloqy -

Project P1 Name
-

Cancal

* |Associated Bodies
51

Others

School of Arts and Humanities
School of Clinical Madicina
School of Technolog

Pl names listed
here

School of the Hiological Sclencus
School of the Humanities and Soclal Sclances
School of the Physical Sclences

PE_Cambridge University Botanic Garden

< Animal Physiology
Behavior and Behavioural Neurosciences

Bahavioural Ecology
Call Bioloqy
Developmental Blology
Evolution and Deversity Research Group
Museum and Molecular Studies
Neurobilology

Finish
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Grants by Sponsor Type

This suite of reports has been replaced by the consolidated Grants report: GM Listing and Budget
vs Actual Reports.

As a result, you can customise the report to display whatever information you need, provided the
field is included in the Optional layout options. You must first decide whether it should be run by
Award Organisation or by Project Organisation.

Refer to the section on Sponsor Type and Name in order to use these fields optimally. By running
this optional function, a table is populated with all the Sponsor Names and Sponsor Types, which
acts as a filter. You can select one sponsor name or type, multiples or all.

Suggested options:

For basic report showing Sponsor Type, by e Show Award Pl Name
Award Organisation  Show Project Short Code
e Show Budget to Actual

e Show Project Short Code
e Show Sponsor Type

Additional fields that may be useful: e Show Award Title

e Show Commitments

e Show Sponsor Name
e Show Project Pl Name
e Show Funding Ref

Note: If you choose to run the report by Project Organisation, you could choose Show Award
Number instead of Show Project Short Code.

Example of GM: Listing and Budget vs Actual Reports, with optional selections to show sponsor
types
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Research Council Statement

This report provides administrators with a listing of all the different types of Research Council
Grants that are held within their department.

Research Council Grants

Avward Project Sponser Type Award Award Pl Name Award Start | AwardEnd | Award Funding Budget
Mumber |  Shert Organization Date Date Status Ref
Code
RGASTT4 | opciqeo | RESEARCH COUNCIL- BBSRC | ZZ_Ecology DARWIN, Professor C 1Apr2007 | 31 Mar2012  ACTIVE | BB/ 704,361.50
E527163/1
RGASTT4 704,361.50
RG46708  zzpGrae | RESEARCH COUNCIL- BBSRC | ZZ_Ecology SMITH, Dr AG 10ct2006 | 305ep2012 ACTIVE | BB/ 650,664.00
D526110/1
RGAGTOR §50,664.00
RG53%58 ZZAG/336 | RESEARCH COUMNCIL - MERC ZZ_Ecology DAWKINS, Dr Richard 1 Oct 2008 30 Sep 2012 | ACTIVE NES 82624598
GE24416/
Run options
e Single or multiple Award Organisation
Select required Organisation, or multiple organisations
[ PH_Biochemistry - Research
[ PH_Biochemistry - Stem Cel Institute
[ PH_Biochemistry-NeuroScience
[~ P1_Psychology
[ PK_Pathology
[ PK_Pathology - Stem Cell Institute
[ PL_Pharmacology
[~ PM_PDN - Stem Cell Institute
[ PM_Physiology,Devmt & Neuroscience
[ PNA_Veterinary Medicine: Teaching and Research
[ PN_Veterinary Medicine: Teaching and Research
[ PP_ Veterinary Medicine: Vet Hospital
[ PR_Wellcome Trust/CRC Institute - CRC B'Chemistry
[ PR_Welcome Trust/CRC Institute - CRC Genetics
[ PR_Wellcome Trust/CRC Institute - CRC Med Anatomy
[ PR_Wellcome Trust/CRC Institute - CRC Pathology
[ PR_Welcome Trust/CRC Institute - CRC Zoology
[ PR_Wellcome Trust/CRC Institute - Institute CRC
[ PR_Welcome Trust/CRC Institute - Institute Wellcome Trust
[ PR_Wellcome Trust/CRC Institute - Wellcome B'Chemistry j
Select all Deselect al
Cancel
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Project Enquiry

A summary of actual burdened costs per task, analysed by both Expenditure Category and
Expenditure Type (the same information as the Award Status Enquiry screen in CUFS). Project
start and end dates not included. Commitments are excluded.

Project Enquiry
ZZAGN15
Between 1 Aug 2017 and 30 Sep 2017

Task Mumber Task Name Expenditure Category Expenditure Type Amount
0000017 DIRECT CO5TS OTHER COSTS OTHER COSTS/CONSUMABLES 0.00
STAFF COSTS SALARIES 72,89228
WAGES 3460935
000001 76.361.63
000100 MOM DIRECT CO5TS | ESTATES COSTS ESTATES COSTS - CHEST 94577
ESTATES COSTS - DEPT 18915
INDIRECT COSTS INDIRECT COSTS - CHEST 2,255.00
IMDIRECT COSTS - DEPT 450.95

UMIVERSITY FUMDED | UMIVERSITY FUNDED - CHEST (640.15)

UMIVERSITY FUNDED - DEPT (128.03)
000100 307273
Summary 79,434 36

Run options

e Can be run for either a single project or multiple projects but single recommended.
(If run for multiple projects, then data for all projects will be consolidated into just one
summary, and a list of the projects selected will be displayed at the top of the report.)

Project Enquiry

(ZZAGI115. ZZAGIN 16, ZZAGI118, ZZAGI222, ZZAG/223, ZZAGI243, ZZAGI333)
Between T AGg 2017 3na 30Sep 2017

Task Number | Task Name Expenditure Category Expanditure Type Amount |
000001 DIRECT COSTS OTHER CO5TS OTHER COSTS/CONSUMABLES 26129

e Can be run for all costs on the project to date (select Earliest date and Latest date) or a
particular date range specified, (as in the example above).
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Project Enquiry Parameters!

Pick School, Project organisations will automatically populate
* | 5chool of the Biclogical Sdences

Pick Project Organisation, Project Short codes will automatically populate,

* |PD_Plant Sciences [v]
Pick Project short code or multiples
PDAG/229
PDAG/230 ~
PDAG 231
PDAG 232
PDAG/233
POAG, 234
PDAG 235
PDAG/ 236
PDAG/ 237
POAG, 238 L%
PDAG 239
Select all Deseladt all
Pick date range
From:
1- 2017 -r
Jan Feb Mar Apr May Jum
Jul Awg S=p Oct Nov Dec
Mon Tue Wed Thu Fri Sat Sun
1 2 3 4 3 6
O Z & 9 10 11 12 13
14 15 16 17 18 18 20
21 22 23 24 25 26 &
28 20 30 31
(@) Earlizst date
To: )
4 2017 3
Jan Feb Mar Apr May Jun
Jul A Sep Oct Nov Dec
Mon Tue Wed Thu Fri Sat Sun
1 2 3
'S 4 3 6 7 8§ 9 10
11 12 15 14 15 16 17
8 19 20 21 22 23 X
23 26 27 28 29 30
(W) Latest date
Cancel < Back Mext » Finish
Jan-2021
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7. Summarz reeorts for a sEecific date range

Grant Expenditure by Month

This can be run for a single grant or multiple grants, using the RG/G number and a specific date
range. The report returns the total expenditure per month for each grant selected. If multiple
awards are chosen, each one appears on separate page. NB: Commitments are excluded.

Parameters
[Frompt L
A[ﬂale\/\’\'\‘«“f"‘\/“’*\____/\,_ﬂ—'*’“’\/\f N

: e e e

% Fonss o mssng nfomaton S 2t M A '

Please enter Grant numbers eg RG50326, multiples are al Won Tue Wed Thu Fn Sat Sen

Sean 3 1" 3 { :
: - “
Results * Choice: [0:e 2
‘%
b s 1 e [ I

'
...... > e Sm O M O " 2

Han Tus Wed Thu Fn Sat Sen
.

Example of report
Grant Expenditure
Award Award Title Sponsor GL Period Expenditure
MNumber Mame Name Amount
| RG12345 Research xxooo BBSRC JAN-17 13,466.94
FEB-17 13.682.09
MAR-17 16,819.72
APR-17 14,795.65
MAY-17 13,555.78
JUN-17 13,718.37
JuL-17 18,638.08
AUG-1T7 13,897.12
RG| 12345 l RGEI 126.573.75
Summary Summary 126,573.75
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Grants Actual Expenditure by Project Organisation

This report uses charts as well as tables to display summary information relating to expenditure by
type and by sponsor. It can be run across either a single or range of project organisations and for a
specified date range.

The report is formatted into three sections:

Sectionl Actual Expenditure by Expenditure Type (pie chart and tabular format)

Section 2 Actual Expenditure by Sponsor Type (pie chart and in tabular format)

Section 3 Combined expenditure by sponsor type by expenditure category (tabular format
only)

Grants Actual Expenditure by Project Organisation by Expenditure Type

Report start date /w2770 Report end date 17 M

ZZ Ecology Grand Total

Expenditure Type
Froject Ospmmtuation by Expasctiins ype EQUIPMENT
Amount EQUIPMENT EXCEPTION OTHER OVERHEADS  STAFF TRAVEL Total Amount B EXCEPTION
ZZ_Ecobgy Dvson A 17,887 485 17435 38226 138111 16280 388 687 OTHER
Grand Total 17,887 485 17435 38229 138111 16280 388 687 OWVERHEADS
B STAFF
TRAVEL
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Grants Actual Expenditure by Project Organisation by Sponsor

Report start date 7 Mar 2073

Report end date

37 Mar 2013

fChanbes
BREC

Dindusty & Commerce

COther Research
BResearch Councils

BUK Goverrment

ZZ Ecology Grand Total
Project Organisation by Sponsor
Amount Charities = EC Industry & Commerce Other Research = Research Councils = Total
7Z Ecology Division A 24.088.10 2374573 228.726.83 2149324 91,632.64  389,686.54
Grand Total 24088.10 2374573 228,726.83 2149324 91.632.64 38968654
GL | GLPeriod Project Super Sponsor Type Expenditure Category Expenditura Type Amount
Date Name Organuzation Category (customised)
| Mar  MAR-13 22_Ecology Chanties UK CHARITY (OTHER) TRAVEL TRAVEL/FOREIGN 211.40
2013 Dimsion A
1 Mar  MAR-13 22 _Ecology EC £U GOVERNMENT/EU OTHER  OTHER 64.30
2013 Diision A COMMISSION COSTS/CONSUMABLES
| Mar MAR-13 ZZ_Ecolgy EC EU GOVERNMENT/EU TRAVEL = TRAVEL/CONFERENCE 459.19%
2013 Dwision A COMMISSION
1 Mar MAR-13 ZZ_Ecology Industry & UK PRIVATE OTHER < OTHER $39.39
2003 Otvision A Commerce INDUSTRY/COMM COSTS/CONSUMABLES

Run options

Enter your Department code in the search field
Select the required Project Organisation(s) from the results box and insert them into the

Enter the dates you wish the report to cover

[ ]
Choices box
[ ]
Version 13.1

Jan-2021
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ants Actual Expenditure by Project Urganisation - K
Enter Project Organisation. Please select all relevant codes
Keywords:

Type one Of ofe keyworss separated DY spaces.
zz Searchlg
Options
Results: * Cholces:
12Z_Ecology Insert « 2Z_Ecology
-

Seiect o Deseiect al Select al Deselect 2l

Please enter report start date

lan Eeb Ma Apc May Jun
Su Mo Tu We Th Fr Sa

il 23

g 2 & 8§ 1
15 16 17

2 43 2
23 20 22 28 2 10 A

Please enter report end date

7 EIm [
Jn Bb Mar Aw May Jm

Mon Tue Wed Thu Fn Sat Sun
1l 2 3 3
2 & 7 8§ 9101
12 13 14 15 16 17 18
19 20 28 2 &2 242
6 27 28 29 30 31
Canced Bock
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Year End Grants Report (by date range)

A copy of this report is formally sent out to Heads of Department along with their Departmental
Summary Report at the end of each financial year for their review and sign-off. Copies are also
electronically sent out to the departmental Grants contacts. However, the report is not restricted to
year end, and can be run at any time.

The report:
e picks up grants that have been Open in the current year
o shows total actual burdened costs analysed by expenditure type
e includes data across all tasks (including Tasks 99 and 100)
e provides cumulative totals to date for the current year.

Run options
This report is best run to Excel.

Report parameters

Please select report options

Searchi g

st Desstect ol dact of Coagier!

siagief Qogirl ot
Please select report start date

d BT [ ou
Her \ 1

Man Tue Wad Thy P Sae Sen

0 o
Please select report end date

- 05 -

Her

Mot Tus Wed Thuy Fn St Sen
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Grants Year end Report

Report period start 1Aug 20130:00  Report period end 31 Jul 2014 0:00
Project Organisation  ZZ_Ecology

EC FW7 PRICE ADJUSTMENT EQUIPMENT ~ ESTATES COSTS  INDIRECT COSTS| INFRASTRUCTURE TECHNICIANS OTHER COSTS OVERHEADS ~ OVERHEADS MC FIXED
Actual current year  Actual current year  Actual current year  Actual current year Actual current year  Actual current year  Actual current year Actual current year  Actu

ZZ RGO000O(P INTERFACE TABLE REJECTIONS ZZAG/I000 RSD Suspense 0.00

RG12345 THE FUNCTION AND SUBSTRATZZAGHM23 Sponsor Name  PlName 0.00 0.00 87,465.18

RG54321 CONTROL OF PLANT MEIOSIS ZZAGM24 Sponsor Name  PlName 2,269.32 5,768.08 2418563

RGH8765 REGULATION AND EVOLUTION ZZAGHM25 Sponsor Name  PlName 75,186.39 35,927.88

RGE6789  EVOLUTION FUNCTION AND DE ZZAGH26 Sponsor Name  PlName 0.00 0.00 0.00 015

RGB5236  UNNERSTY RESEARCH FELLO ZZAGHM27 Sponsor Name  PlName 14,029.97 3341430 1,757.40 9,430.03

RG32589 THE FUNCTION AND SUBSTRATZZAGH28 Sponsor Name  PlName (945.22) 0.00 0.00 0.00 945.22

Y
{
<

PICOSTS  POOLED LABOUR RESEARCH FACILITES STAFF COSTS  SUB CONTRACTING TRAWEL AND SUBSISTENCE UNNMERSITY FUMDED Total(Expenditure Category)

ual current year Actual current year Actual current year  Actual current year Actual current vear Actual current year Actual current vear  Actual current year Bfd Balance Cumulative Total

i 0.00 12,992.24 12,992.24 0.00 12,992.24
0.00 47 457 66 0.00 134,922.84 1,8656,661.61 2,000,584.45

( 7,031.40 (2,721.21) 36,633.22 397,942.81 434, 476.03
“ 106,088.76 0.00 217,203.03 1,734,009.71 1,951,212.74
f 0.00 0.00 0.15 257,746.43 257,746,658
23,774.69 (17,948.45) 654,457.93 360,017.36 424, 475.29

0.00 0.00 0.00 0.00 21464 214.64 282,032.06 282,246.70
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8. Detalled Iistings of exeenditure

Detailed Expenditure Enquiry by Project

As the name suggests, this report provides a detailed listing of all expenditures charged to a
project from CHRIS, Accounts Payable (AP) and by journal.

It can be used to identify individual invoices (to provide copies to auditors/Research Operations
Office) as it includes both the supplier name and their invoice number. VAT on invoices for non-
reclaimable grants is separately identified.

Run options include:

e individual or multiple project codes;
e single, all or a selection of project statuses;
¢ specific date range by either GL or Transaction, or project-to-date.

This report is best run to Excel.

Grants Transactions - Expenditure Detail Query by Pro]ect Organisation

Foect Award | Proect | Test | Dxpecdhtes Experdturs Type L Date | Trarsacton Expeagitire Commert Sipster have oce | PO Numter | Expeadtsre
Organaston | Musber | Shat Code |Nemter|  Categery Date Hurter
ZZ Ecoegy |(RO1ZMS ZZADWIZ N POOLED LABOUR | 7L TECHMCAL 3-Jan-14 1-Js-14) Proked Latour 855 31
ZZ foomgy |RG12ME ZZaGH: N STAFFCOSTS | STPEMDS 3lJan-14 31Jea-14 DS 130081111 SOAP ) ZZAGHI2 012G 12348 ABAE 313439
22 fcongy  AGT2MS Z2AB4R M OTHERCOSTS OTHER COSTSCONSUMABLES = tFebtd  27.Jas-14/0UGO WIEGRATED DA TECHNBatareT  Freoess a2
ZZ Scoeqy (RO12M4S ZZAGAR M OTHERCOSTS OTHER COSTSCOMSUMABLES T-Fob-14  G-Feb-14/SUEA CO-HE convact gt dlsc  APRLE DSTRBUTION NTE2S0643T750 1609453 2550
ZZ fcoegy |MO12ME Zzaga: N OTHERCOSTS  OTMER COSTSCONSUMABLES  13-Feb-14 6-Fed-14 MAC Z7-nch APPLE DISTREUTION NTE 4508553509 150453 207430
22 toowgy (RG12ME Z2AGAR N OTHEACOSTS | OTWER COSTSCOMSMABLES  13.Febid  G.Feb14 MAC 2N ASPLE DSTRBUTION WIUe500t088  [1a08esa a8
ZZ Zcoegy |RO12MS ZzagMR M STAFFCOSTS | STREMDS 25Feb-1d  25Fes-14 CMRS 110021111 SOAP ) ZZAGHID 01 RG12245 ABAE 219537
22 Scokgy | R012)45 2Za0is Mod ESTATES COSTS |ESTATES COSTS - CHEST HFe-14 1-Fee-14! Expardbure For FEC Nen Drect mig:
2ZZ Zcoogy (RA1ZMS ZZAGAT M09 ESTATES COSTS [ESTATES COSTS - DEFT I5-Fet-14  1.Fed-14 Expenddure For FEC Men Drect 1631
2ZZ tcongy | AGIP4S *‘»‘m NORECT COSTS | MORECILUEES - HEST ZhTer-14 a S.fea14 Lipendture for PER Nan D 28 8%
w,i’ e M.Jg -.._‘-J,J ,w.«,}J\JMM
ZZ fcongy |(RGEARt ZZaGn: N OTFERCOSTS | OTHER COXTSUONSMABLES Bueet?]  130c17| o 105355415 Contgurans' 3 SGUA-ALDRI: s o J LTD Bris2¥enet 12627640 oo
Sumvenary 24096000
250ct 17 1 110508
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3 |Current School Structure

sl

Cﬁgse status {multiples allowed)

Click on Project short code (or multiples) -

Click on Proiect Organisation, Project short code will automatically populate

Expenditure Detail Enquiry by Project by Project Organisation

Parameters
Click on School, Project Organisations will automatically populate.

I~ 1000
[ ACTIVE
[~ APPROVED
[~ AT RISK
[~ cLosep
I~ PENDING_CLOSE
[~ SUBMITTED
[~ UNAPPROVED
Select sll Deselect all
Select GL Date Range {optional) Select Transaction Date Rangs
OR (optional)
From: Fro[m:
Jan Feb Mar Apr May Jun Jan Feb Mar Apr May Jun
Jul Aug Sep Oct Nov Dec Jul Aug Sep Oct Nov Dec
Mon Tue Wed Thu Fri Sat Sun leTueWedThanSatSm
1 1
2. 3 A4 S 6 7 '8 | 2 3 4 5 6 72 8
Q%2 = 2 828 (2 2 2 382 3
9 10 11 121314 15 | 9 10 11 12 13 14 15
16 17 18 19 20 21 22 16 17 18 19 20 21 22
23 24 25 26 27 28 28 23 24 25 26 27 28 29
30 31 30 31
(@) Earliest date (@) Earfiest date
To: ; To: 2
p 2017 R ‘4 2017 R
Jan Feb Mar Apc May Jun Jan Feb Mar Apc May Jun
Jul Aug Sep Oct Nov Dec Jul Aug Sep Oct Nov Dec
Tue Wed Thu Fri Sat Sun ‘anTueWedThanSatSm
1 1
2: 3 4 5 6 7 :8 | 2 3 4 5 6 7 8
o232 5.28 % G 2 = 3 & HE E
9 10 11 32°13 14 15 9 10 11 12 13 14 3I5
16 17 18 19 20 21 22 16 17 18 19 20 21 22
23 24 25 26 27 28 29 23 24 25 26 27 28 29
30 31 30 31
|
(@) Latest date (@) Latest date
Cancel Back Finis
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Payroll Costs

This report provides administrators with a summary of the charging of employees’ salaries across
all the awards in their department.

Useful for:

e checking the departmental suspense accounts
¢ double-checking which grants individuals have been charged against
e providing a block of payroll data for further analysis

Zz_Ecology Staff Cost for JUL-18

Frogect Stort|  Sxpesdiiee . Tosk GL Ferme
Mml “Lade Comgury Expessiure Expatatturs Catwnart _mo Mate Cotn Ageud | (L Cww iy
v
CHRE. 1 30031521 SUITH SUITH ¥ ZZAGHT! OF ROSEIC1 ADHA
RGOOIOOLZZAG) ZZAGUOOT | STAMY COSTS  STPENGS 1 ZZAGHAZ1 11 RGETAIT ALHA A tank-bvel rarmacien | 300115211 A Seek-bvel tranancios zoott has Seet 302 3tJab13JUL8
caeirel tan been violted svigiat
L4 r 1
CHRE 1 20022258 200635 4 BL0O38 )
ROCOIOLZZAD) ZZADOY | STAFF COSTS  STHERCS 1 ZZAGAOA 21 ROSIICO ADTA Award walis does not | 30033288 ZZAGA04 0) RO 508 ADZA Aware 008  3\Jak18UL-s8
perrd sew tneaactons stalun doms not permt few traaacsons
v v

CHAS 1 3003013 SROWN
ROONOIZZAD) 2246008 | STAFF COSTS |STPERDS | |Z2AGMISH1 ROSSIAADHA Awerd s naf ssccates | MOTMHE SO ZZAGAIS Ot ROIIE ADHA 208 3JatiS L2
Award m rof gesscistact W e et

W [0 (raecs
r r
o ~ STUDENT CHRS 1 20026027 SREEN & =
RGOOMNOZZAG) ZZAGUOY  STAIT COSTS VANTENANCE 1 Z2AGA6E 82 ROBAITE FALE ON]T DAVE L) TTAGIAG T2 RGASEN T AAL I I NME UL

T SUFPORT SCENTFE COVRUTING MAY TO JULY
RG12342 Wt | 5TA 2 =3 | WA : ATIN4 M ULse
5123 2LAGRD STAPF COSTE | SALARRS 2010 HENRY JOMES Kih W NA 74 M3 UL

r »
CHRE 1 1009007¢ »E42Y JONES

2 228 | STAFF COSTS. |87 207E HENRY JOUES 2345 AD* 2 2. .
012348 240228 | STAFF COSTS |STRERCS 1 A e A ONNE HERY JOUES Z2ZALA 01 ROYINS ADHA BN Stushid uLss

ROGITLS 2240G/31  STAFF COSTS  STPENDE ' Aison VWike 112 Heurs LY wa 230034 b3 ULss

CHRS: | 20024501 NCARTREY &

2 T
RGO ZZINNY! | GTAIT COS5TS | STPENDS ' 222UNEL 0F ROBSESS ADHA

JO024301 NCARTREY 5 TZIWXE\ 31 RGEHGES ATHA 198 ek 100UL 'R

Run options Parameters

The report can be run by:

Select Award Organisation(s): Select GL Period(s):
e single or multiple Award ¢

Organisations I MaY-14.
e single or multiple GL Periods AR

| T AA_Central adean i] ™y St

™ AS_Stugient Regstry: Student funding -1
™ AC_Student Regatry: Operabons g T Rk
™ AD_SAeF & Shddent Amervites ardd Faciites I~ Mar13
™ AE_Veew Chancelior's Office ™ oma3
™ AF_NISD ™ mam-13
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Actual Expenditure (billing report) Final and Total

These reports show expenditure against a specific award/s by transaction or General Ledger (GL)
posting dates and are useful for reviewing final expenditure against reports such as the annual
expenditure statements for EC awards (Form Cs). It provides detailed information such as:

Expenditure Category Supplier Name
Expenditure Type Expenditure comment
GL Period Payroll ID
Transaction Date Task Number

Invoice Number Amount

The running of the reports is the same, as is the total. The differences are given in table below:

Actual Expenditure (Billing report) Final Actual Expenditure (Billing report) totals
Net amount and VAT shown in separate lines Transactions show gross amount
Includes Award number in each line Award number in heading only

Sub-totals by Expenditure Category/Type &

Sub-totals by Expenditure Category & Task Task

Second tab (Excel) = summary per project, task | Second tab (Excel) = summary per project, by
NOT included task, expenditure category and type.

i‘; These reports are currently found in the Grants Reporting >Other folder.

Run options
The Final version of this report is best run to Excel due to number of columns. The Total version

can be run in either, but occasionally the columns run over two pages. In Excel format, the report
produces two worksheets, in PDF format, page down to view the Expenditure by Category detail.
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Parameters
Enter Award Number (e.g. RG12345)
Keywarde:
Tyon ona o winn kayworis sepsrated by spsnces
Soarch[d |
Qotion
Henultng R * Choloe:
[ ineoitey |
l & Romove
................... Comeumenn nusus
Either anter transaction date (optional) OR enter GL date range (optional)
From From
aa Esh Mar Ase  Max  Juo dan Esh Ma A May o
M Avn a4 Nov Qe Wl Avg deu ‘O Ny  Qay
Mon Tus Wed Thu Fri Sat Sun Man Tus Wed Thu Pri Sat Sun
1 i
M 2 3 4 1 & Z 8 ¢y 2 2 4 3 & Z B8
2 10 11 12 13 14 13 | 2 10 11 12 1314 13
16 17 18 19 20 21 22 16 12 18 19 20 24 22
23 24 25 26 27 28 29 23 29 25 26 27 28 29
a0 A 30 A
(@) Carbunt date (@) Earliast dute
T Ton
1 Euae § 1 = |
lan fmb Mar Apr May Jun dan fab Mer Apr Mey Jun
Al A Eme Ot Box  Res dul  Aug Gen Ot by Des
Mon Tue Wed Thu Fri Sat Zun Mon Tua Wed Thu Fri Sat Sun
P 1
™ 2 3 4 5 & 7 @ ) ¢ 32 &4 3 & 7 B
2 20 11 12 1314 15 9 10 1 12 A 14 15
e 1Z 18 19 20 21 22 10 1z 18 192 20 21 22
23 24 25 20 27 28 29 23 24 25 20 27 28 29
30 A 30 N
(@) Latast date (@) Latust date

Example of Actual Expenditure (billing report) Final (Excel format)

Actual Expenditure (Billing report) Detail for RG12345
GL Date Transactlon m Between 1Jun 2018 and 31 Jul 2018
RGeSt omcom |OTHER COSTSAIBCELLAN JUL-18 Mi[ 4325061 3P EMB COWFEREACE 5,005, JCE Drasbax sbacrigten Sir Jok Blegos
JOATATE  ROESMS! | TRAVEL AND SUBS TRAVELFOREON [ s sfancie Sz SEY TRAVEL LTD |APMVOCE  Fmm fights ts conferecce Lesdcn | wana M
OUGHTE  RGEMA!  TRAVTL AND SUDE TRAVILTORIGN s wasnfiawn Mescos WY TRAVILLTD (a2 wvorz  [Awnm Nghta Is confererca Landcn | wana M1 oman
WOGGUN G381 | TRAVEL AND SUBS TRAVEUSUBSSTENCE I3 JeJaeithassses ©F S8 CONFERRCE 8.00CA 1CE AWVOEE  Rzzremodeton twam el bavel et wawA M 108645
S : - : - | : ~eHie
oAGEN . ; ; ; ‘ |
Zacow i | ! : ‘ !
TvaGas  RGEs! |OTWERCOSTE  CTHERCOSTSAORSMRALIMfE | swstfiamm  Miais  BOCHEVETRY APWVDCE  ETHANDU ViewBste Gdimesch Waws %
IVAGRM  (RGES |OTWEACOSTS  OTHERCOSTSCONSUMALIUMAT | 1Jas 1TV M _pocnevETEY [APVARANGE  TTHANGL Vi Datle 53970 sach wANh %
ZYAGDSH  ROESW! (OTWERCOSTE  OTHERCOSTSCORSAMALIGIE  \Je-itTianan b LE3E) BOCHEVETRY [APBVOEE  Autacievs Sug Par i Tees, 4100 waua 8 270
TvADRSe (RGB! (OTWERCOSTE  OTHERCOSTSCOWSUMAIIDN1S  Dwit’iaisess  "iuze BOCHEUETRY APVARMWCE  AuacuveBepPanWgnTere i W Ma % 1%
TVAGH  [3GEDS1 OTWEACOSTS  OTHER COSTSAUNSOMALIUNTS  2ben.1a/iazatiee hesze SGUAALDRENCOLTD  APWVOCE  DMETHYL GASONDE, STEALEALT wawa % 10826
TvAGIS4  RGEB |OTWERCOSTS  OTHER COSTSRUMSIMALIIE | Mus18iadedes aeieo0iis VWA WTERMATIONAL (TD A BIVOLE  VICROPLATE G6v CL IO ALT (oW wana & M0
TYAGRE.  AGEBM! (OTMERCOSTE  OTHERCOSTSMECELLANIULE | 17.0ub90"fdMeEcer Reies? PATHOLDGY AFWVOLE  Few Cytoeetry racoarges sondur wana % 1233
o
s ‘ i — : ' ' -
Z24007  |RGES! OTWERCOSTE  OTHERCOSTSMECELLAM/UL-3E  260s 827 Musaessess DELL CORPORATIONLTD APHVOCE  [102)S56BAE300M] Ded 27 Mavkor || wans A 24360
ZZAGTZ) |RGEGHST | OTWERCOSTE  OTHIR COSTSMECTLLANILSE | zunw'mm-u iz TRLL CORPORATION LT | AP MRTAX 1102 WAL Dek 7 erk || wawa N an
T2a02) (AGEBSY OTWERCOSTS  OTHERCOSTSWECELLANILAE | 266 i8/I38I3%% Patsasucan (6.0 CORPORATONLTD AP NVOLE (103135848353 Dl Prawmt Ve waNA 9 RAT
2253021 [ROSSWt | OTWERCOSTE .ommcosrmmu..u | adahosnn Sarzesses TELL CORPORATION ST | AP IRTAK 1AZIESEEEHR2 Del Premer Vive, wans 1208
wAta
2246023 [RGBt OTWEACOSTS  OTHERCOSTACNSUMALIL-NE | 25-ab 104380068 e OHECALL ADNVOCE S50 25 beh SATASGEDS 80 | [N R TR T
| EVD, 172, Drie imerdace SATA &
22A002 'lnisim [OTRERCOSTS  OTHER ms‘rmmum.-n 25 ansTrasEML Rense (DIECALL A A 85D 25 wch SATASGES, 650 | [N T a5
| : EVD, T2, Drwe beertyce SATAS |
Detsit | snllmty O o ’ ' '
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Second tab (Final) is a summary, per project, of all expenditure by category and type

Actual Expenditure (Billing Report) Summary
For RG12345
Transaction date range Between 1 Jun 2018 and 31 Jul 2018 OR GL Date Range
; Bramst Shirt Cote | : Exzensaie Categaty 1 . Cesesatie Tyoe | Ameurt
2240576 OTHER COSTS ‘OTRER COSTEASCELLANEOUS 7900
OTHER COSTS 79.00|
TRAVEL AND SUBSISTENCE TRAVELFOREGN 68670
TRAVILUSUDSSTERCE | 1.064 4%
TRAVEL AND SUBSISTENCE 1,191.48
ZZAGATS 181048
ZZANRAS STAFF COSTS STUDENT NANTENANCE S1.182.05
STAFF COSTS S1.092.1%
2zAGRY : ! S1192.95
ZZAGRSA QTR COSTS QTR COSTRICONSUNADLES b 34l
QOTHER COSTSARSCELLAMEOUS | 1533
OTHER COSTS 41084
ZZAGESA ) a104
ZZa0n23 QOTHER COSTS OTRER i:csrsnmmoas 3488
OTHER COSTS 88
LR LOSTS 2 by a0
TRAVES, AND SUBSSTENCE ’ TRAVELFOREGH 037
TRAVEL AND SUSSISTENCE 037
OTHER CCSTS OTHER COSTSMISCELLANEOUS 36 33|
OTHER COSTS | 649
TRAVEL AND SUBSISTEMNCE TRAVELTONFIRENCE 122 %8
TRAVEL AND SUBSISTENCE 12245
ZZAGNTS 385591
2 OTHER COSTS QOTRER COSTRIANMALS 926 45
OTHER COSTICONSUNABLES BTSN
OTHER COSTS 868106
OTMER COSTE OTeER cc‘s‘rssmwnms | [AME Fd
QTRER COSTRMVESCELLANZOUS 12000
OTHER COSTS I 133542
TRAVEL AND SUBSISTENCE TRAVELMONE NI
TRAVEL AND SUSSISTENCE 33747
222642 : 11.341.95/
ZZAGeE QTHER CCSTS OTHER COSTRCONSUNASLES M 6B
OTHIR COSTS B - [ " 40|
OTHER COSTS OTHER COSTATORUNASBLES A231 35
OTHER COSTS 423135
ZzAG0SS 485604
ZZZ04 QTHER COSTS OTHER CQSTS&CNSL'I&BLES 22t
OTHER COSTS €382¢)
zzzcne ey
(Summary o520 )

Example of Actual Expenditure (billing report) Total (Excel format)

Page 1 worksheet is a complete listing of all expenditure as per screen shot below.

Actual Expenditure (Billing report) for RG12345 l
GL Date Transaction date Between 1 Jun 2018 and 31 Jul 2018

EM“' bll Tuperdtare ] Expeodtire Type rimlm] mml Supler Nae I  Expendtare Conment ]mn[ Mare ] Code ] Nw!]
YAGSE 1 OTHER COSTE  : OTWER COSTBVIBCELLANECK JUL-1E 30-1s418 DP SUB CONFER Boggs, Jor Drogbax S5080ret0n S Jos BEgrs o Na (7Y T3.00.
OTHER COST SMISCELLANECHS mw

OTHERCOSTS . T

AGYE M TRAVIL ASD 500 TRANTLYTRIGN Jus10 1ader 18050080 ATV TRAVEL LTD Fanum Pightn {5 con fererce Langon Meathrow . OWare mieasony A W ©130
XAac M THAVEL AMD SU8 TRAVELFOREDGN JUNE 14-2un- 1850800080 HEY TRAVEL LTD R fights 13 Contarsece Lasdon ~aattrow - T%are Rleehong A N W 105 48
) TRAVELFOREIGH ) | @RI
XAG M THAVIL AND SU8 TRAVEL SO S5TENCE e 0Jp 15 OF S00 CONFER Diogge. Jos Aczormodeson s, rsl Pevel a0d subsatencs S stesarg e A A WA 1004 4%
TRAVEL/SUBMISTENCE 18445

TRAVIL AND SUDSISTINCE 1198

il ] | 181095
| oacare o 131045
STUDERT MANTINANCE 40216

STASF COSTS $100218

g 110245
$1,002.46

Zvaoess % OTHER COSTS | OTHER COSTEOOMSUMABLES JUN-12 1:Jen-18"813213 BOCHEVSTRY ETHANCL" Viawh Bute 50000 each £ 435 A i WA LS
Ao B OTWZR DOSTS | UPHER COSTRUTONSUMATLE? JUN- 13 13 e 18313213 DOINIVETSY Atacieve Dag P rgh.Teag, 410mes x 6)3rm, pi'100 A o wa nw
ZVAGM % OTHER COSTS | OTHER COSTSCOMSUMABLES JUN-18 PruNR AT SOMA-ALDECH €O LTD DMETH YL ScLFONDE, STESLEFLTEREDG A A WA 108 24
Tvagese % OTHER DOSTE | OTWER COSTEROOMSUBIABLES JUL- 18 25 Jur- 105083620004 VR INTERRATIONSL (7D MICRICPLATE 56V CL RND GLT LOW LD WD 5T Al s wa %520
OTHER COSTSCONSUMABLES | ) ) ) o i 4.5

ZyaDess % OTHER DOSTS | OTHER COSTEMBELLANECK JUL-18 1T-Ja 1B 18457 PATHOLOOY Flow Cytametry rocoarges Jan-Jar 1B Prof Mardoes-Ases A A wa 1533
OTWER COSTSMISCELLAVEOSS 53

OrmER COSTS stase

B stase
TOAGAM anone
z2a001: N OTHER DOSTS | OTHER COSTEMIBCELL AMECK JUL-18 25 18T ar2essem DELL CORPORATIONLTD |129EEEG4ESGENT) Det 2T Maniw | SELTIT - E3aw2T) Slach Ba A RiA wa me
zaczzy N OTHER DOSTE | OTHER COSTEMIBOELLANECL JUL-18 k18" 4sTete05 DELL CORPORATION LTD [MI29SEEE4E305\T] Det Prawier VWirsiess Keyboad and Uewse - KM h N wa 2%
WA

OTHER COSTSMISCEL LAMEOUS

e 2 : - 1 : - -
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Page 2 is a summary of all expenditure by category as per screen shot below.

Actual Expenditure (Billing Report) Summary
For RG12345
Transaction date range Between 1 Jun 2018 and 31 Jul 2018
Project Short Code | Task Number | Expenditure Category | Expenditure Type | Amount
HHAGIITE "1 OTHER COSTS OTHER COSTSMISCELLANEOUS 79.00
OTHER COSTS/MISCELLANEOUS 79.00
OTHER COSTS 79.00
TRAVEL AND SUBSISTENCE  TRAVELFOREIGN 66670
TRAVELFOREIGN 666.70
TRAVEL/SUBSISTENCE 1,064.45
TRAVEL/SUBSISTENCE 1,064.45
TRAVEL AND SUBSISTENCE 1,731.15
"1 1,810.15
XXAGI9T6 1,810.15
ZYAGID39 "3 OTHER COSTS OTHER COSTSICONSUMABLES 141,64
OTHER COSTSICONSUMABLES 141.64
OTHER COSTSMISCELLANEOUS 900.00
OTHER COSTS/MISCELLANEOUS 900.00
OTHER COSTS 1,041.64
"3 1,041.64
ZYAGI039 1,041.64
ZZAGHTS "3 OTHER COSTS OTHER COSTSICONSUMABLES 134.90
OTHER COSTSICONSUMABLES 134.90
OTHER COSTS 134.90
TRAVEL AND SUBSISTENCE | TRAVELFOREIGN 0.37
TRAVELFOREIGN 0.37
TRAVEL AND SUBSISTENCE 0.37
13 135.27
£ OTHER COSTS OTHER COSTSMISCELLANEOUS 96.49
OTHER COSTS/MISCELLANEQUS 96.49
OTHER COSTS 96.49
TRAVEL AND SUBSISTENCE  TRAVEL/CONFERENCE 122.15
TRAVEL/CONFERENCE 12215
TRAVEL AND SUBSISTENCE 12215
"4 218.64
ZZAGITS 353.91
Summary 3,205.70
Pagel | Page2 )

This report is also used by ROO for completion of Form Cs (annual expenditure statements
for EC awards) as well as for final expenditure statements/reports to other sponsors at the
end of a grant to detail the costs and prepare the final invoice.
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9. Grants aeeroaching their end dates

Grants Ended Enquiry Details

This report provides a list of awards that end on a specified date. The report comes in two parts

(1) A summary page of all the awards ending on that date
List of Awards Ending on 31 Dec 2012

Award Organisation: ZZ_Ecology

Award Award Pl Name Award Award Award End Award Budget Expenditure | Commitment Funds
Number Status Start Date Date Close Date Available
RGZ2334 | SMITH, Doctor AG ACTIVE | 1Jan 2009 | 31 Dec 2012 28 Feb 2013  1,343,1087% 1.269.337.28 1548339 5828812
RGE4822  DAWKIM, Dr Richard ACTIVE | 1]Jan 2010 | 31 Dec 2012 | 28 Feb 2013 69.000.00 6485527 35025 3.794.48

(2) A detailed page for each award (RG/G number), by project and by task number.
List of Awards Ending on31 Dec 2012

ZZ_Ecology
Award Award | Project Task Award End Award Expenditure Category Budget Expenditure | Commitment Funds
Number Pl Short | Number Date Close Date Available
Mame | Code
RG22334 | SMITH, | 7740 |1 31 Dec 2012 28 Feb 2013 | OTHER COSTS 7.500.00 (4.366.83) 16383 | 11.703.00
l:gctor 224 31 Dec 2012 | 28 Feb 2013 | STAFF COSTS 57.447.00 47.622.82 1] 9.824.18
1 84,547.00 4325599 16383 2152718
100 31 Dec2012 2B Feb 2013 | ESTATES COSTS 21.415.00 21.243.24 0 171.76
31 Dec2012  28Feb2013 | INDIRECT COSTS 53.994.00 53,560.91 0 433.09
31 Dec 2012 28 Feb 2013 | INFRASTRUCTURE TECHNICIANS 3.247.00 3,22086 L] 26.04
31 Dec 2012 | 28 Feb 2013 | PI COSTS 5.056.00 5.01546 L] 4054
31 Dec2012  28Feb 2013 | UNIVERSITY FUNDED 0.00 0.00 0 0.00
100 83.,712.00 8304057 [i] 67143
ZZAGI324 148,655.00 126,296.56 16383 22198861

Run options
e Single or multiple Award Organisation

g The date the award is ending must be known in order to run this report.
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Run parameters

Grants Ended Enquiry

([ Jothers
_)5choal of Clinical Medicine ~
() Associated Bodies

Please Select School: C'NSI

() ?Unknown

(") Schaol of Technalogy

(" 1School of Arts and Humanities
Cune

C:'SEHDG| of the Humanities and Sodal Sciences

[~ pa_School of the Biological Sciences

[~ PE_SBS: University Biomedical Support Serv ~
[T pC_Genetics

[~ PC_Genetics - Stem Cell Institute

[~ PD_Plant Sciences

[~ PE_Cambridge University Botanic Gardean

[~ PF_Zoclogy

™ PF_Zoclogy - Animal Physiology

[~ BF_Zoclogy - Behavior and Behavioural Neurosciences
[~ PF_Zoology - Behavioural Ecology

[ PF_Zoology - Cell Biclogy

[~ PF_Zoology - Developmental Biology

[ PF_Zoclogy - Evolution and Deversity Research Group
[~ PF_Zoology - Museum and Molecular Studies

[~ PF_Zoology - Neurchiology

[~ PF_Zoology - Population and Community Ecology
Please Select Award Organisation(s): | [~ pg_anstomy

[ PH_Biachemistry

[~ PH_Eicchemistry - Bioanergetics and Matabolism

[~ PH_Biochemistry - CSES Mol Graph Comp Facility

[~ PH_Biochemistry - Cardiovascular Biology

[~ PH_Eiochemistry - Microbial Biochem and Mol. Bio

[ PH_Biochemistry - MMR & ¥-Ray Crystallography

[~ PH_Biochemistry - Plant Bicchem and Mol Bicl,

[~ PH_Biochemistry - Prot & Nud Add Chem Fac

[~ PH_Eiochemistry - Protein & Nudeic Acd Chem

[~ PH_Biochemistry - Protein Synthesis, Cell Biol,

[ PH_Biachemistry - Research

[~ PH_Eicchemistry - Stem Cell Institute

[~ PH_Eiochemistry-MeuroScance [

[~ P2_Psychology

Select all Desslect all

[ X

Jan Feb Mar Apr May Jun
Jul Aug Sep Dok MNov Dec
Mon Tue Wed Thu Fri Sat Sun
1
Awards Ending - Specify date: 2 3 4 3 87 B8
9 10 11 12 13 14 15
16 17 18 19 20 21 22
23 24 25 26 27 28 29

30 21
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3-2-1 List: Grants Ending within a specified period & FES List

These reports have been replaced by the Consolidated GM Listing and Budget vs Actual Reports.
In the past, the 3-2-1 report did not require a specified end date, but rather allowed the user to
specify how many days forward was required e.g. ending within 7 days, 30 days, 90days, 180 etc.
The FES List, on the other hand, required users to specify a time period. Both reports did not give
any financial details.

With the new report, users can customise what is listed, whilst still specifying the period or days
forward required.

Refer to the section on Awards/Projects ending to add days or period required.

Suggested Options:

For a basic report, by Award Organisation e Show Award Pl Name

e Show Award Status

e Show Project Short Code
e Show Sponsor Name

Additional fields that may be useful: e Show Project PI Name
e Show Budget to Actual
e Show Commitments

Note: If you choose to run the report by Project Organisation, you could choose Show Award
Number instead of Show Project Short Code. The dates will work on the Project End Date, rather
than the Award End Date.

Example of GM: Listing and Budget vs Actual Reports, with optional selections to show Grants
ending within 60 days

Grantis Listing and Budgel v Actual Repord

Ny MTIVET Wae A P ’ M )
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Grants 2: Reporting in Cognos
10.Creating a Grants Enguirx Eortal page
Within Cognos you will automatically have a Public Folder and a My Folders set up.

If you are mainly using Cognos for running Grants reports then you can add a Grants Enquiry tab
to your screen.

The Grants Enquiry tab is useful as it enables Grants Administrators to view the information, as
displayed to Pls when they login to Cognos. PIs can only view the Pl Grants Enquiry report for
awards where they are the named key member.

Accessing the Pl report

-1
=],

1. Having logged in, you will be looking atthe |[fr  Ppublic Folders My Folders
Cognos home page (Public Folders,
unless you have created a personalised
home page). Click on the Live folder link. L] 0 e

Public Folders

% [ [ Page Tabs

2. Click on Page Tabs folder towards the
bottom of the list to display the two options
as per screen shot

|:| Grants Enguiry
|:| Reports

3.  Click in the box on the left for Grants Enquiry.

4.  To add this to your Cognos pages, click on the More action button at the far right hand
side for the Grants Enquiry line and click Add to my portal tabs.

5.  Athird tab (Grants Enquiry) will appear on your screen.
6.  To access the Pl reports click on the Grants Enquiry page tab > Reports tab.
7.  Click on Pl Grants Enquiry (use Pl Grants Enquiry — mac, if accessing from a Mac

machine) and select the department code (Award Organization) from the drop down
list, scroll to the bottom of the page and click Finish.

PI Grants Enquiry

Please Select a Award Organisation: t I.F'\V.'arlj Organization j

8.  Alisting of PI names will be displayed. Click on the relevant name to access the summary
view of all awards linked to that PI. The budget and expenditure figures will be cumulative
from the start of the award to the end of the previous working day (data is downloaded into
Cognos from the University Finance System overnight).

Version 13.1 Jan-2021 Page | 38



Grants 2: Reporting in Cognos

Clicking on any of the blue links allows you to drill down for further information.

Top Tip: If there is a missing award/project, the cause is either the Pl is not
named on that award, or the award belongs to another department.

Drilling down for further information

Further information available:

e summary view of expenditure categories (budgets)
e expenditure by type
e listing of individual expenditure items and commitments

Click on the Award Number to break the summary view down by Expenditure Category (budget
heading). The budget and expenditure figures will be cumulative from the start of the award.

A | B | C [ o | E | F | G | H
Pl Grants Enquiry
XX_EXPERIMENTAL PUNTING | BOLL, DoctorT

Awneare Pl Mame

| Avward Mumber | &ward End Date | Budget | Expendiure| Commitmert | SurplusiDefict) [sward Status

GOOLE, Doctor B

AHMED, M= T RiE12345 28 February 2011 110,000.00) 108,000.00 .00 1,000.00 ON_HOLD
BAKER, Doctor & RG12346 30 Mowember 2009 100,000.00  50,000.00 .00 50,000.00] ACTIVE
& Doctor T |RG12347 23 February 2011 300,000.00) 2539 ,933.00 .00 1.00] CW_HOLD
DEZHLA, Professor J EGlozds 30 Septermnber 20120 2000000, 15,000.00 .00 5,000.00 ACTIVE
ELGAR, Mr. R 30 June 2013 180,000.00)  90,000.00 .00 90,000.00] ACTIVE
FIEMMES, Professor X id a0 31 March 2013 43,000.00 .00 .00 43,000.00 ACTIVE

The award Details are shown below the selected PI’s list of awards, in the same report.

1

RG12349 Details
Award Start Date: 1 July 2008 Award End Date: 30 June 2013 Award Close Date: 31 August 2013
Sponsor Hame: POPPLETON COLLEGE OF TECH & MED
Anvard Numberl Project Short Code | Task Numberl Expenditure Category Budget Expenditure Commitment IFundS Availablﬂ
( Riz12349 ) HAAGIED il CTHER COSTS 0.00 0.00 0.00 0.00
STAFF COSTS 180,000.00 90,000.00 0.00 90,000.00
TRAMEL AMD SUBSISTEMCE 0.00 0.00 .00 .00
1 180,000.00 90,000.00 0 90,000.00
o0 ESTATES COSTS 4,000.00 3,000.00 0.00 1,000.00
IMDIRECT COSTS 5,000.00 4,000.00 0.00 1,000.00
IMFRASTRUCTURE TECHMICIANS 1,250.00 1,000.00 .00 250000
PICOSTS 15,000.00 12,000.00 0.00 3,000.00
UNIVERSITY FUNDED (25,250.001 (20,000.007 0.00 (5,250.00)
100 0.00 0.00 0 0.00
XXAG/A32 180,000.00 40,000.00 0 90,000.00
RG12349 180,000.00 90,000.00 L 50,000.00

The Task Number is used to break the project down into smaller work areas if required. Where the
award/project has a task 100, this is reserved for central processing to reflect the Non Direct Costs
associated with the award.
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Click on the Award Number again to view the expenditure by Expenditure Type. This is the lowest
level budget heading. The report opens in a new tab.

TGATEW  Awsrdd Stamim: ACTIVE
Award Tie nebibanie w of Lagtasps oot # the Fivar Poppls
OTMIR CORTS
OTHER ConTs -
STAPY COSTS COLLROE rees 40 £00 DO
STUCENT MANTENANCE ) 000 00
STAN COSTS 14, 000.00
TRAVEL AND SLRMIRTENCE TRAVELF ONDON 000
TRAVEL AND SUBSIS TENRCE L)
5 00000
Y ESTATES COBTS ESTATES CORTS . RSt 2,400 00
PETATES COGTE . CEMY £00 DO
ERTATES COnTs 1Awe s
MRt Conrs MOMECT COBTS - Crest 300 X
NORECT COGTS . LerT 1 £00 00
MOWECT ConTs Atoe e
SFRALTRUCTURE TECHIOANS MERALTRLCTLIRE TROMS . Oest 00 0
NRASTRLCTURE TREOHS . DEFY 200 00
NURASTIUCTUNE TECINCIANS LAsem
Aooss N OORTS . ONsY 0,000 DO
N COBTS . Dert 21500 00
MCosTs “Wheen
UNIVERSITY FuNCRD LNIVERSITY FUNOED - Ot (V0 00 O0)
LNVERSITY FLNORL - DY (3,00 o)
UIRVERSITY Fainen 170,009,604
Sl [
AL A2 ALELLE LY
LLicl) AN |

For a listing of expenditure items and commitments, click on the Project Code from the report
shown above. Expenditure items are displayed in date order within each Expenditure Type. The
report opens in a new tab.

Grants Transactions

AV AN LTAPY CORTS ALEOE "" RO I8 | OOLABOE PRES RALANCECOMST OOLLEoE W (AN ) P A | 00t Fes 2ty
KIAGMT]  STANY CORTS CLLEGE FTr L | COMLPGE FERS - Sewin CMETS COLLROE . S0000RA 1 94 o0 200 13 0ut 2000
LLE L B Ay Conts ALROE P P V200010 FEES . el O oL 200010 rees VAT 0 00 Ot 2000
XEAOML MY ConTy LEC IS RO 1IN COLLRR Fees CMIETS COLLROE FETS 00085wWTh sarm 200 1 b 0%
COLLEGE Frs LA LA

AN T Conty STUDENT MAMIINAMCE PO T §OMNEL 0 J000NEEE SMETH PROOCAOME 1D 0N RO e AR A0 0 Am 2t
KAAGMTI  STARY COns STLDONT MANTENANCE YOI S48 1O ) OURAREE AT PRECAGALLS 8 G1 S0 1)1 % 00 I Mey 2000
XEAQNL  STAF CONTS STUDENT MANTEMAMCE ROt 2N | OMREL Y 0000058 SANTI PWOOUA0 WD 0N PO 20 1,100 %0 200 20 A 200Y
STUCENT MARTENANCT nanw -

SIARY Costn LRALIE ) L)

KEAGMII  TRAYEL W0 WO TRAVELF RN PO | DOTRRENTT of Papptten - EXF WS W [ALalLon il s = 200 | S %0
NAAGMLL  TRAVEL AMD LINLES PRAVELACAREN WUt IMe 1 NPERMENTS of Pambon - E4F JOMES, W D AT AD 184 0 900 19 s 208
TRAVEL Fownon - -

TRAVEL AND SAmnE T - L)

RAAOMLY  UMNVERTITY POMORD UMVERSTY PUNCED - O BOY 10 U Laporstan Foe FEC Son Dwect (gl ) 0 20 ke 001
KEAGMIL  UNVERETY PUMRD UNVERST Y PURERD - OFE MOT D 100 Eapwriias Pur FEC S Dwwet 277 S SIK0 3 Mgy 000
VAL LMVEREITY FUNDEL ARUTY FCED - O€ U1 e 100 Saparviirn For FEC Mo Daeet 277 00 0 A 2049
MEAQMIZ  LMVERSTY FUADRD LMVERTETY MUPOED . OME VO1 IS 100 Toporsiias P POt Daeet (377 SO0 30 Me 000
FEAQMYL  LOERITY PO LAENDTY MUNOAD - OrE PO I T Eaperniian Fon FBC S Dwect (Fdd ] N N Fe 00
KAAOMY)  UNVERTITY PUAMRD LMNERSTY FUNERD . O ROL e 00 Loporsitian Fix PO S Dweet 1377 5 SO0 3 Ja 2000
NEAGHLE  LAVERSTY FUMDRD URVERSEY PURORD - O MO D 0 Experiias Fur PEC S Dt LY s SO0 3 Dee Juns

K This enquiry tab only shows awards belonging to the Award Organisation. Projects
headed by the PI but where the award is held by another department are NOT included.

11.General Cognos functionalitx

Please refer to the Cognos manual and/or web pages for general functions. Useful tools are:

Setting up shortcuts

Copying reports

Scheduling reports

Creating a Report View (saving your selected parameters for future use)
Scheduling a report with report view
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https://www.finance.admin.cam.ac.uk/files/intro2cog.pdf
https://www.finance.admin.cam.ac.uk/training/guidance-and-FAQ/cognos
https://www.finance.admin.cam.ac.uk/files/cog_shrtcts.pdf
https://www.finance.admin.cam.ac.uk/files/cog_copy2sched.pdf
https://www.finance.admin.cam.ac.uk/files/cog_schdrpt.pdf
https://www.finance.admin.cam.ac.uk/files/cog_rep_view.pdf
https://www.finance.admin.cam.ac.uk/files/cog_repview_sch.pdf

