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How to Access and Run Department Reports

Where to start?

MyFunding

1. After logging in to MyFunding,
click the MyFunding tab.

v Reports Help Cen

A4

How do | access Reports?

Standard Reports Advanced Reports Custom Reports 2. Select Reports.
3. Select Standard Reports.
Department Reports
 Name 4. Select the name of the report that
Reports: Continuation you would like to run.

Reports: Foreign Sites .
5. Allow the reporting tool to load.

Reports: Subawards

Reports: Total Award Transaction Report

Reports: Total Funding Proposal Transaction Report TlpS

Reports: Total Modification Transaction Report 1. Use the Export fUnCtiOI’l tO move

your data to excel. Once selecting

e ot o

complete before exporting again.

Filter byo Pl (Last Name) ¥ larson n 4 Add Fiter % Clear All 2. Use the % Sign as a wild-card to

and by Direct Sponsor (¥ %foundation 2 Remove Filter assist with filtering.

andby | Project Start Dai| v | = 1/8/2019 X Removs Filier 3. Use >, <, and = to further refine

. i results.
_ s . . Project Project
- PI Pl Submitting Submitting e Direct Prime
ID ?_Irtclzent {Last (First Department Department Responsibility Sponsor Sponsor g:r: E:fe 4. For pl’0p°53|5 add FPasan ID
ame) Name) (Name) —(1D) (Hame) (Nam)(overall) (overal) filter to remove CNVP records.

5. If you have access to more than
one department use the
Submitting Department filter to
narrow your results.
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