Project Status Details — by Expenditure Description

You are now able to run this report with either a PDF output or an Excel output. The
default output is PDF. There are also two new parameters: You may now run the report
by PI, and you have the option Print Encumbrances or not Print Encumbrances. The Date
parameter is required and you must choose to use either the Project Number or the Pl
name.
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Next you choose which output you want: PDF or Excel. Click on Options to make your
choice.
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Click in the field under Template Name. DO NOT TRY TO CHANGE THE FORMAT
BY CLICKING IN THE FORMAT FIELD. Chose which Template to use, click OK and
then OK again, (to close both windows) and then click Submit. Do Not set the Excel
format to directly Print upon completion. For this example I am using the Excel
Template
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When the report has finished, click View Output. You may receive the following popup:

. Microsoft Excel

Z

The file you are trying to open, 'FNDWRR xds', is in a different format than specified by the file extension. Verify that the fie is not corrupted and is from a ¢
trusted source before opening the file. Do you want to open the fie now?

Yes | | Mo |
Click Yes. The file opens in an .exe file extension, so you will need to save the file in
Xxlsx format
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You now have an excel spreadsheet that is easy to work with.

If running the report in PDF format, you can set the PDF format to print upon completion

or you can open the report and use the Print icon or save to a file.
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