2 Reporting on a Grant —
State Customized Reports

Overview

Reports will provide information on cumulative expenditures, period
expenditures, and year-to-date expenditures for federal grants Some reports
show detail and others are more summarized. Theses reports can be run for
your entire Agency or on a specific grant or group of grants.

The following reports are available and can be viewed online or printed.
The reports will be presented in this Work Instruction:

Grant General Ledger

Grant Project Summary

Grant General Ledger by Subledger

Grant Project Status

Grant Project Balance Forward Quarterly

NIS Policies

The tasks in this documentation provide end users with the tools to enter data
and collect data in NIS. It is the responsibility of the agencies to comply with
State Statutes, Federal Rules and Regulations, and State policies. For further
information concerning State Statutes and policies, please refer to both internal
agency resources and the Department of Administrative Services website:
http://www.das.state.ne.us/.

Navigation

Click Roles, Grants.
(Citrix users — right click on the menu, choose Apply Roles, choose Grants.)

Grants and Projects > Inquiries and Reports > Grants & Projects Reports >
Grant Reports:

> Grant General Ledger, or

> Grant/Project Summary, or

> Grant General Ledger by Subledger, or

> Grant Project Status, or

> Grant Project Balance Forward Quarterly
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Steps

Grant General Ledger

Grants and Projects > Inquiries and Reports > Grants and Projects Reports >
Grants Reports > Grant General Ledger

Start this instruction from the Work with Batch Versions — Available Versions
window.

ol

Work With Batch Versions - Available Versions i)
Select Find  Add  Copy Delete Close Row Form Tools
v & % BB 0 X B

Batch Application

5508168

Read Only Report (77N} |

General Ledger Detail

Records 1-3

Version Title Last

Description

. Modified

O NIS0001 Grant MNISMSAWYEF  02/13/2006 0O No Security
O WNIsDo0z Qther Projects MNISMSAWYEF  12/22/2005 0O No Security
O WISD003 Grant - All Objects MNISMSAWYEF  12/22/2005 0O No Security
<

| >

1. Choose desired Version, NIS0001 for this exercise.
Click Select.

3. Choose Data Selection, click Submit.

Data Selection

e

OK  Cancel Delste  Up  Down

v X i HH

Operator |Left Operand |comparisan Right Operand

O] where | OblectAccount (F0311) (98J) [BC] [] [is equalto [+] [486500-961 000" [v]
al m | 5L Posted Code (FO911) (POST) B2 [+] [is equatto [se] [P [~]
il m | century FO811) (TR [BC] [+ [is equatta [s] [ mncCentury [Fo] [+
1 and [v| | Fiseal vear FO9113 (F1) [BC] [+ [is equatto [] | mrFiscarreart [Fo) [v]
| | Feriod rumber - General Ledger (Fost1) (PR [BC] [ |is equalt [s¢| | mnPerindraGeneralLedge [FO) [l
O m | Leager Types (Fom 1) LT [BC) [v] [is equatto [se] [raar [v]
O | [BU Type FoDOB) (STYL) [BC) [+] [is equal to || [*ca.c0.DD,IS,PAPDPEPF PR [+]
O [anafv]] wll [l vl
_Add Row

Advanced

4. Complete the following information on the first blank line (line 8):

e Left Operand — Description 04 (FO006) [BC]
e Comparison — is equal to

¢ Right Operand —Your Grant Number

ﬁ When completing the information in the right operand, you must choose
literal from the drop down menu, enter the desired information, and click
OK to return to the Data Selection window.

5. Complete the following information on the next blank line (line 9):
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e Left Operand — Agency Number (FO006) [BC]

e Comparison — is equal to

e Right Operand — Your Agency Number

6. Click OK, the Processing Options Screen appears.

PeopleSoft.

Processing Optiens

oK Cancel

v X

Century Eol
Fiscal Year 4

Period Mumber - General Ledger |12

7. Change the defaults as appropriate.

e Century — 20 is correct.

e Enter Fiscal Year

ﬁ Fiscal Year — 2 is Fiscal Year beginning July 1, 2002.

e Enter appropriate Period Number

ﬁ Note: December is 6, June is 12.

8. Click OK. The Printer Selection window appears.

9. Click OK to return to the Work with Batch Versions — Available Versions
window.

10. Click Close to return to the menu.

ﬁ View the Report via Submit Job or View Job Status. For step-by-step

nstructions, please refer to the Working with Submitted Reports work
nstructions. Choose the Job Details to view (R5509168_...) once the

Description is "Done".
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Grant Project Summary

Navigation: Grants and Projects > Inquiries & Reports > Grants and Projects
Reports > Grant Reports > Grant/Project Summary

Start this instruction from the Work with Batch Versions — Available Versions

window.
e,
Work With Batch Versions - Available Yersions @

Select Fnd  Add  Copy Delete Close Row Form  Tools |

v & + B 0 X B B B

Bateh Application |R5508171 Grant Project Summary
Read Only Report (Yit) ‘

Records 1-4

Version Version Title Last Description

L] Modified

[ iS00 GrantiProject Summary Report NISMSAMYER 120222005 0 Mo Security

[] misoo0z HHEE Grant Project Summary MNISMSAMYER 120222005 0 Mo Security

[ mis0003 GrantiProject Summary - All Chjects MNISMSAWYER 120222005 0 Mo Security

[ ™ismoot Secure Wersion - Prior Maonth NISHEDEY 03/08/2004 1 Medium Security

Py
v

1. Choose desired Version.

e Version NISMO0OL1 is a secured version to be used only by a scheduled
system process for monthly reports generated for posting on the State
Accounting website. This version should not be used by agency users
during normal processing.

e Version NIS0001 includes only expenditure and miscellaneous
adjustments object accounts.

e Version NIS0002 has been established with special formatting for use
only by HHSS.

e Version NIS0003 includes all revenue and expenditure object accounts.

Click Select. The Version Prompting window appears.

w

Choose Data Selection, click Submit. The Data Selection window appears.

& Data Sequencing generally does not need to be flagged because the default
settings are usually acceptable for this report.

PeopleSoft. e ——

Data Selection
O Cancel Delte Up  Down |

v X 0 B H

| [operstorieftoperana [Comparisen  |mgntOperand
D Wihere | Opfect Avcournt (FOG01) (0B [BC] [s] [15 equarto [s¢] [*496500-951 000" [v]
[0 | and|v| |Ledger Types (Fog0g) (LT (BC) || [is equal to [se] [rmar []
O [al] | [ [ ][ v

Add Row

Advanced
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4. Data selection determines the grant data to be included in the report. Add or
change lines of data selection to narrow or expand what is included in the
report. The information you obtain for a report is also restricted by the
security access established for your userID. The first line of default data
selection for Object Account (FO901) restricts data to only designated
accounts. The second line of default data selection limits to only the actual
amounts ledger. The default data selection lines for this report should
not be changed or deleted.

ﬁ The default data selection for Object Account for Version NIS0001 starts
at account 486500 because Miscellaneous Adjustments revenues
(486500-486599) are considered the equivalent of expenditure
transactions for federal letter of credit reporting purposes. If the data for
this grant includes any revenue reported under objects 486600 —
499999, those transactions will appear on this report, causing the report
total to be different than what would be shown on the Grant Project
Status report run for the same grant. The default data selection for
Object Account for Version NIS0003 includes all revenues since the
range starts at account 400000.

Any field listed under the left operand column is available for use for this
report to restrict data selection, but many of the available fields are not
utilized by NIS. Some of the more commonly utilized fields for this report
would include:

e Description 04 (FO006) — This field is utilized in NIS to record the
grant number. When a grant number is recorded on this line, all the
business units established for that grant will be included in the report.

e Business Unit (FO0901) — including business unit(s) on this line will
limit the report to only those BU’s listed

e Fund (FO901) — can be utilized to limit a report to particular funds of
an agency

e Agency Division (FO006) — can be utilized to limit a report to
particular divisions of an agency based on the values included in the
business unit master in category code field 10

e Grants (FO006) — corresponds to business unit category code field
23 and can be utilized to identify a detailed aspect for a group of
business units

5. Click OK. The Processing Options window appears.
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PeopleSoft.

Processing Optiens
oK Cancel

v X

Process

1. Enter the period number and fiscal year forthe reportto based on

Period Number 3
Fiscal Year 05

2. Date Override

© = Current Financial Period
F= Prior Financial Period

3. Reverse Sign o

0=No Bign Reversal
1=Revenue +, Expense -
1= Balance Sheet Accounts
3=Revenue +, Expense +

6. Change processing options as necessary to obtain the results desired:
e Onthe Process tab:

o Period Number - enter the month of the fiscal year for the report.

& Since the State uses a June 30 fiscal year-end July is period
1, August is 2, September is 3, December is 6, June is 12
etc.)

o Fiscal Year - enter the fiscal year for the report.

ﬁ NIS numbers the fiscal year based on the first day of the
year; so Fiscal Year 04 is the year beginning July 1, 2004,
and 05 is the fiscal year beginning July 1, 2005.

o Date Override - leave blank if period number and fiscal year
values are entered above. Entering a value in this field will
override any values entered above. Enter 'C' to run the report for
the current month, or 'P' to run the report for the last month.

0 Reverse Sign - leave the default value of ‘0'.

7. Click OK. The Printer Selection window appears.

ﬁ Click CSV (Comma Delimited) on the Document Setup tab of the Printer
Selection window to have the report results available in a comma separated
file format (CSV/Excel) in addition to the standard PDF file format. If this
option is not available for a particular report, this field option is grey.

8. Click OK to return to the Work with Batch Versions — Available Versions
window.

9. Click Close to return to the menu.

& View the Report via Submit Job or View Job Status. For step-by-step
instructions, please refer to the Working with Submitted Reports work
instructions. Choose the Job Details to view (R5509171 ...) once the
Description is "Done".

10. Please see an example of the report below:
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01M0DS 164522
Pags - 1
Pariod Quarter Incsplien To Date
Actvity ToDate  Fiscal ¥rlo Dale Current Peried
0 g 304.338.12- 85141244
o w 308,338 12- 86141244
20 ] o
o w o0
20 ] 222363
[ w 22236
o ] 1.598.10
o ] 1,424,397.06
iy ] oo
o0 ] REEIR
o a 1,426,183.33
o0 ] 18.053.81
o0 20 oo
225958 228385 782138
o0 ] 30.636.54
2.259.58 228988 298068447
Ll ] 308
aa 2005196
375230 3622582
375230 65.68186
i L] o
iy w0 8.0
) ] 3808
o )] 7038
0 w0 13698
w® w 5723

5509171 STATE 0F NESRASKA
NIS03 Grant Broject Summary
A5 of OIS
Agency Numoer  0f3 DEPT OF EDUCATION
Crject
Descrplion Account Descrigtion CFDA Number  Business Ut Description sub
H128A0400320
451510 O GRANTS - STATE AGENCI 13512042 VR Sec 113 Csh Mich 2004
434510 REIME NOK-GOVT SOURCES 13512041 VR Sec 110 Gen Mich 2004
455510 MISCELLANEOUS ADJUSTMENT 13512041 VR Sec 110 Gen Mica 2004
PERMANENT SALARIES WASES 13512041 VR Ses 11D Gen Mtcn 2004
PERMANENT SALAR 12512044 VR Sec 110 Fed200¢
PERMANENT SALAR 13512141 VR Ses110 Gan AN (S 2004
PERMANENT SALAR 13512144 VR Sec 110 Fed IRE 2004
PERMANENT SALARIES- 13512244 VR Sec 11D Fed GO 2004
10 PERMANENT SALARIES- 13512344 VR Sec 110 Fed CO I8E 2004
511110 PERMANENT SALARIES-WAGES 12562041 WR/ATP S2 110 G M1 SOS 2008
51110 PERMANENT SALARIES-WA 13562042 WR/ATP Sec 110 Fec SOS 2004
511100 PERMANENT SALARIES-WASES 13562244 VR Sec110Fed CO 505 2004
51200 TEMPORARY SALARIES-OSTS 13512041 VR Sec 110 Gen Micn 2004
511200 TEMPORARY SALARIES-O.TS 13512044 VR Ses 110 Fed 2004
511200 TEMPORARY SALARIES-CTS 13512244 VR Sec 110 Fed CO 2004
STIEI0  COMPENSATORY TIME PAID 13512041 VR Sec 110 Gen Mica 2004
SUIEI0  COMPENSATORY TIME PAID 13512242 VR Ses 110 F20 GO 2004
SUSI0  SUPPLEMENTAL 13512042 VR Sec 110 Fen 200
5110 SUPPLEMENTAL 13562042 WR/ATP S20 110 Fed SOS 2004
i 112850
10f10 PPl ©

& Ifthe project is not Fund 10000 or Fund 40000, the Project Total in the
Inception to Date column represents the Cash Balance. If revenues exceed
expenditures (you have cash on hand), the cash balance figure will appear
as a credit (applies to version NIS0003 only).

Grant General Ledger by Subledger

Navigation: Grants and Projects > Inquiries and Reports > Grants & Projects
Reports > Grants Reports > Grant General Ledger by Subledger

Start this instruction from the Work with Batch Versions — Available Versions
window.

TR

Work With Batch Versions - Available Versions ]
Selct Fd  Add  Copr Delete Clse Rew  Form ool
v @ + B O X 8 B B

Batch Application |RA508180 Grant General Ledger by Subled

Read Only Report {riN) \

Records 1-5

n Version Version Title Description
[ =eT Agency with no Division Break MNISMSAMYER 120222005 0 Mo Security
[ ™isoo0z Agency and Division Break MNISMSAWYER 120222005 0 Mo Security
[] mNisoon3 Agency with no Division Break{OhjiSubl) MNISMSAWYER 120222005 0 Mo Security
] mNiSoo0n4 Agency and Division Break{ObjiSuhl) MNISMSAWYER 120222005 0 Mo Security
[ mNisoons Agency With no Division Break(Total By Subledger) MNISMSAMWYER 120222005 0 Mo Security
<] il ] [E>

1. Choose desired Version, NIS001 for this example.
Click Select.

3. Choose Data Selection, click Submit.
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©

Pl

Data Selection
OK Cancel Delte Up  Down |

v X 0 B B

(O] where | Agency Number (FO00G) (RPOT) [BC] [+ [is equatto [ |AgencyNumber(FDDUﬁ) RROTECG] [v]
| %] | Agency Division (FO00E) (RP1 0) [BC) || |is equalta || | Agency Division Fonos) RE10 BC] [
00 |and [+| | subledger- GiL Fusoz) (sBL B [+] [is equatto [+] [Brank [+]
O [And (] | obectAccount (F0902) (08 [B0] ] |is equatto [+ |"400000-900095" [v]
0 [ Ledger Types (F0902) A1) BO) [+] [is equalto [se] [ [v]
O [ Bl Bl o

Add Row

Advanced

Complete the following information on the first blank line (line 6):
e Subledger (F0902) [BC]
e Comparison — is equal to

e Right Operand — your Subledger Number

ﬁ When completing the information in the right operand, you must choose
literal from the drop down menu, enter the desired information, and click
OK to return to the Data Selection window.

Click OK, the Processing Options Screen appears.

T ——

Processmg Options
OK  Caneel |

\IX

Period Number §
Fiscal Year o5

Century 20

Change as Appropriate.

e Enter appropriate Period Number

ﬁ Note: December is 6, June is 12.

e Enter Fiscal Year

ﬁ Fiscal Year — 02 is Fiscal Year beginning July 1, 2002.
e Enter Century — 20 is correct.
Click OK, the Printer Selection window appears.

Click OK to return to the Work with Batch Versions — Available Versions
window.

Click Close to return to the menu.

View the Report via Submit Job or View Job Status. For step-by-step
instructions, please refer to the Working with Submitted Reports work
instructions. Choose the Job Details to view (R5509180 ...) once the
Description is "Done".
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Grant Project Status

Navigation: Grants and Projects > Inquiries & Reports > Grants and Projects
Reports > Grant Reports > Grant Project Status

Start this instruction from the Work with Batch Versions — Available Versions

window.
T ] — AT
PeopleSoft.
Work With Batch Versions - Available Versions D

Select Fnd  Add  Copy Delsts Close Row Form  Tools |

v & + B 0 X B B R

Batch Application |R8s09170 GrantPraject Status

Read Only Report (Yit) [

Records 1-9

Version Version Title Web User Last Security Description

Only Modified

[] ™S00 GrantiProject Status NISMEAWYER 12/2242006 0 Mo Security

[ Nigoo0z HHES GrantPraject Status MNISMEANYER 1221j2005 0 Mo Security

[0 mNisoo03 GrantiProject Status - BU Description MISMEANWYER 12121J2005 0 Mo Security

[ mNISDon4d HHSS GrantiProject Status - BU Cescription MNISMSAWYER 1202142005 0 Mo Security

[ mNisooos HHSS Grant/Project Status MNISMSAWYER 1202142005 0 Mo Security

[] ™IS0006 Grant Project Status - Combined MNISMSAWYER 12i21/2005 0 Mo Security

[ Nigooo7 HHES GrantiProject Status MNISMEANYER 1221j2005 0 Mo Security

[ misoot GRANTIPROJECT STATUS MISMEANYER 12/21/20058 0 Mo Security

[0 NISmoo0t Secure Wersion MISNEDEY 05182004 1 Medium Security
3l \ £

1. Choose desired Version (see a report output example of one version at the
end of these instructions.)

e Version NISMO0O0O0L1 is a secured version to be used only by a
scheduled system process for monthly reports generated for posting
on the State Accounting website. This version should not be used by
agency users during normal processing.

e Version NIS0001 provides grant data sorted by agency.

e Version NIS0005 includes the Grants field (business unit category
code 23.) This version was set up primarily for use by HHSS.

e Version NIS0006 includes the Agency Division (Business Unit
category code 10.) on the report. This report also includes
summarized expenditure data for child business units with the parent
business unit authorized amount.

e Version NIS0007 includes the Grants field (business unit category
code.) This report also includes summarized expenditure data for
child business units with the parent business unit authorized amount.
This version was set up primarily for use by HHSS.

2. Choose desired Version.
Click Select. The Version Prompting window appears.

4. Choose Data Selection, click Submit. The Data Selection window appears.

ﬁ Data Sequencing generally does not need to be checked because the
default settings are usually acceptable for this report.
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Data Selection

PeopleSoft.

OK  Cancel Delete  Up  Down

v X 0 B B

Operator |Left Operand [Comparisan Right Operand

(] where |ObjectAccount (FO901) (0B [BC] ~| [is equal to ~| [ 488500981 000" ~
O [and[w v - v

O [and[v] M M M

Add Row

Advanced

5. Data selection determines the grant data that will be included in the report.
Add or change lines of data selection to narrow or expand what is included in
the report. The information you obtain for a report is restricted by the
security access established for your userID. The line of default data
selection for Object Account (FO901) restricts data to only designated
accounts.

Any field listed under the left operand column is available for use for this
report to restrict data selection, but many of the available fields are not
utilized by NIS. Some of the more commonly utilized fields for this report
would include:

e Description 04 (FO006) — This field is utilized in NIS to record the
grant number. When a grant number is recorded on this line, all the
business units established for that grant will be included in the report.

e Business Unit (FO901) — including business unit(s) on this line will
limit the report to only those BU’s listed

e Parent BU (FO006) — for agencies that have established parent/child
relationships on their grants, this would include all business units
with this associated parent

e BU Types (FO006) — can be utilized to limit a report to particular
types of business units — the common grant related business unit
types are:

GX — federal grants with grant authorization checking
GY - federal grants without grant authorization checking
GB - parent grant business units

MT — matching grant business units (State or other non-federal
resource)

GO - other government grant business units
GP - private grant business units

GS - state grant business units

OT - agency-defined projects

e Fund (F0901) — can be utilized to limit a report to particular funds of
an agency

PeopleSoft EnterpriseOne Rev. 1/30/2006 30



Nebraska Information System (NIS) Reporting on a Grant —
State Customized Reports

e Agency Division (F0901) — can be utilized to limit a report to
particular divisions of an agency based on the values included in the
business unit master in category code field 10

e Grants (FO006) — corresponds to business unit category code field
23 and can be utilized to identify a detailed aspect for a group of
business units

e Posting Edit Business Unit (FO006) — can be utilized to limit a report
to business units with a particular posting edit code value — Values
not equal to ‘2’ for Fund 40000 letter of credit grants or ‘N’ for other
grants would limit reporting to only active grants

Agencies may use other fields for their business units and so may want
to utilize other data selection fields to limit the scope of a requested
report, but users need to understand how a particular field is established
before using it for data selection.

6. Click OK. The Processing Options window appears.

PeopleSoft. e ——.

Processing Options
oK Cancel |

4

oz

1. Enter the period number and fiscal year for the report to based an. If left blank, the financial reporting date will be used. For the financial reporting date to be company specific you
must sequence by company or buginess unit.

Period Number fi1]
Fiscal Year 4

Date Override

hlank = Use Pracessing Options
entered abawe

C Use current Financial Period
P Use Prior Financial Period

7. Change processing options as necessary to obtain the results desired:
e Onthe Date tab:

o Period Number - enter the month of the fiscal year for the
report.

ﬁ Since the State uses a June 30 fiscal year-end, July is
period 1, August is 2, September is 3, December is 6, June
is 12 etc.

o Fiscal Year - enter the fiscal year for the report.

ﬁ NIS numbers the fiscal year based on the first day of the
year; so Fiscal Year 04 is the year beginning July 1, 2004,
and 05 is the fiscal year beginning July 1, 2005.

o Date Override - leave blank if period number and fiscal year
values are entered above. Entering a value in this field will
override any values entered above. Enter 'C'to run the report for
the current month, or 'P' to run the report for the last month.

e Under the Ledger Type tab:
0 Ledger Type - leave the default value of ‘AA’.
e Under the Reverse Sign tab:

0 Reverse Sign - leave the default value of ‘0’
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©

10.

Click OK. The Printer Selection window appears.

Click CsV(Comma Delimited) on the Document Setup tab of the Printer
Selection window to have the report results available in a comma separated
file format (CSV/Excel) in addition to the standard PDF file format. If this
option is not available for a particular report, this field option is grey.

Click OK to return to the Work with Batch Versions — Available Versions
window.

Click Close.

View the Report via Submit Job or View Job Status. For step-by-step
instructions, please refer to the Working with Submitted Reports work
instructions. Choose the Job Details to view (R5509170 ...) once the
Description is "Done".

As referenced in section one on page two of these instructions, copies of a
report run under each of the versions described are shown here, note the
version number in the upper left hand portion of the report:

RES0O1TD STATE OF NEBRASKA 10/05/02 3:25:32
Page -
NS00 Grant/Project Status
Agency Mumber D20 HHS SYSTEM-REG & LIC As of 08/30/05
Parant Business Posting BU Parsnz Child Period GranFroject-To-Date  Parent Unexpended  Child Unexpended DOpen
Businezs Uniz Unit Edit Code Type Description Authorized Amount Avthorized Amount Activity Expendiurs Balance Commiment
2812120 i E 080CCHT22562
26121205 K GB 0%CCHT22562
Sub Total by BU Type 3.711,685.00 2.711,685.00
28121203 28120104 1 GX OS0CCH722582 835,282 51 835,382.51- B35,382.51-
28121204 25120131 1 GX 080CCHT22562 813,786.67 813,786.67- B13.7 S
28121205 25120064 K GX  09ICCHT225682 55,708.22 318,252.50 219,252.50- 315,252.50-
Sub Total by BU Type 55,709.32 1,785,281.88 1,785,381.68- 1.765,381.68-
Total by Grant Mumber 3.711,605.00 55700.32 1,785,281 88 1048 313.32 1,765,381 85-
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Grant Project Balance Forward Quarterly

Navigation: Grants and Projects > Inquiries and Reports > Grants & Projects
Reports > Grants Reports > Grant Project Balance Forward Quarterly

Start this instruction from the Work with Batch Versions — Available Versions

window.
T
Work With Batch Versions - Available Yersions D@

Select Fpd  Acd  Copy Delete Close Row Form  Tools |

v @& + B O X B B B

Batch Application ‘RSSDEHEB Grant Project Balance Forward

Read Oniy Report (1)

Records 1-1

Version Title

[ mNisoont Grant Project Balance Forward MISMSAMWYER 120222005 0 Mo Security
<] I ! 2]

1. Choose desired Version, NIS0001 for this example.
Click Select.

3. Choose Data Selection, click Submit.

e s

Data Selection
OK  Cancel Delste  Up  Down |

v X il WM

| where |OmectAccoum (F0802) (0B [BT) [s] [1s equarto L]| *436500-961000" [v]
D [nd [+] [ Leder Types (Foa02) (LT) (BC) |v] [is equalto [oe] [ [ne]
il | BU Type (Fooog) B TYL BC) [] |15 equarto [] [oB,60,0F 68 Gx,GvMT,OTUN []
ad | ][ ][ [

Add Row

Advanced

4. Complete the following information on the first blank line (line 4):
e Left Operand — Description 04 (FO006) [BC]
e Comparison — is equal to

¢ Right Operand — your grant number

& When completing the information in the right operand, you must choose
literal from the drop down menu, enter the desired information, and click
OK to return to the Data Selection window.

5. Click OK, the Processing Options window appears.
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oA

Processing Optiens
oK Cancel |

v X

Agency Humber Q
Period Number |12
Century 20

Fiscal Year 4

6. Change as Appropriate.
e Enter Your Agency Number

e Enter appropriate Period Number

& Note: December is 6, June is 12.
e Enter Century — 20 is correct.
e Enter Fiscal Year
& Fiscal Year — 2 is Fiscal Year beginning July 1, 2002.
7. Click OK. The Printer Selection window appears.

8. Click OK to return to the Work with Batch Versions — Available Versions
window.

©

Click Close to return to the menu.

ﬁ View the Report via Submit Job or View Job Status. For step-by-step
instructions, please refer to the Working with Submitted Reports work
instructions. Choose the Job Details to view (R5509169 ...) once the
Description is "Done".
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