GMO097 “Sponsored Project Actuals Balance Report”

ASRSP Formatting Recommendations

9/24/2019

e Please note related job aids:
0 How to Schedule Cognos Reports for Recurring Delivery
0 GMO097 Guide to Understanding the GM097 Sponsored Project Actuals Balance Report in Cognos
e Based on the above delivery job aid, departments will receive the GM097 based on their own schedule.
e The Cognos email will arrive with an Excel GM097 attached.
o The Excel file has three possible worksheets:
0 Non-clinical Portfolio
= (610, 620, 630, and 650 non-clinical sponsored projects and associated 191, 192, and 193 cost
share accounts)
0 Clinical Portfolio (640 clinical trials)
0 Appendix Page (summary of run parameters)
e Save an unedited version of the Excel file for potential future reference. Then save a “working copy” to be edited
for ease of use and potential further distribution. Further steps are on the “working copy”.
e On both Non-clinical Portfolio and Clinical Portfolio tabs delete the “headers” (rows 1-9).
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Home Insert Page Layout Formulas Data Review View ACROBAT @ Tell me what you want te do...

Al - 3
A B C. D E F G

1 Fiscal Year: | Current Period
7 Accounting Period: |Current Period

Manager/Reviewer: [All

1 | Actug
.| Northwestern = |ica vea =HF
z iod 1 - Seq Contract Status: [ACTIVE, PENDING
6 Fund: [All
7 Department: | 5302000 - Allergy
8 Project Status: | Active Projects Only
9
10 ASRSP GCFA Award ID Fund Department ID Department Description | Project ID | Activit
11 |Colleen Hul sPOD3S121 M9z 75302000 Allergy Tood4esss 1
12 | Colleen Hul sPO03S121 B0 "%302000 Allergy Bonde4ss B
13 | Colleen Hul sPOD3S121 Mgz "%302000 Allergy Bonds4ss B2
14 | Colleen Hul sPOD3S121 Mgz "%302000 Allergy Bonds4ss B3
15 |Colleen Hull SPO035121 192 "5302000 Allergy Boo4ssaz D4
16 |Damon Mui SPO040135 10 "5302000 Allergy Bo045831 1
17 |Jacky Sancen SPO030944 "192 "5302000 Allergy Boo42054 1
18 |Jacky Sancen SPO030944 G20 "5302000 Allergy Boo42054 1
19 |Jacky Sancen SPO036383 'B50 "5302000 Allergy Bo044283 1
20 |Jacky Sancen SPO038161 "192 "5302000 Allergy Bo043703 1
21 |Jacky Sancen SPO038161 'B20 "5302000 Allergy Bo043703 1
22 |Jacky Sancen SPO043414 50 75302000 Allergy Boo47142 1
e ennnanTr Moo, LT 1L Enncicy LY
GMUO97 - Non-clinical Portfolio ‘ GMOS7 - Clinical Portfolio | Appendix Page ‘ ® 4

e Note the final row on each Portfolio worksheet data: “The ‘Total Invoiced for Award’” amount reflects the current
invoiced total regardless of the fiscal year and accounting period selected. All other amounts reflect the selected
period.” ASRSP recommend use “Current Period” run date parameters anyway. Stipulating that: delete that row.

81 |Sara Baciak

282 |* The ‘Total Invoiced for Award’ amount reflects the current invoiced total regardless of the fiscal ye:
a3
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Select and delete the Northwestern lcon covering the data.

View

ACROBAT

Select row 1, which is now the column headers, and on the Excel Home tab select “Wrap Text”.

Actuals Balance

Q Tell me what you want to do...

% "y - e = T
Tahoma -8 A A T == ‘E’"’ = Wrap Text General "
D B - o : ﬁ"
Paste " B I U- - My A- === = a= E Merge & Center ~ g - o4 0 Condltpnal Format as
@ Formatting ~ Table~
Clipboard = Fant P Alignment P Mumber P Styles
Al - f~ || ASRSP GCFA
A | B | C | D | E | F | G
——g;b ASRESP GCFA Award ID Fund Department ID Department Descripion | ProjectID - Activity ID
| Colleen Hul SpO03s121 M9z "8302000 Allergy Boo4s439 D1
3 |Colleen Hull spo03s5121 B0 "5302000 allergy Boode439 D1
Colleen Hull spo035121 M9z "5302000 allergy Boogas4ass B2
e Then select the Data tab and Filter.

Home Insert Page Layout Formulas View ACROBAT Q Tell me what you want to do..
I:h F DShowQueris II; [=] Connections Al Y Clear E’E Flash Fill =]
Zv |A|Z
E:E EFrom Table Properties ; Reapp B-f Remave Duplicates |
Get Bxternal Mew Refresh F i l Sort Filter Text to
Data~ Query ~ D}} Recent Sources All~ Edit Links L i# Advanced  columns Eé Data Validation - @ |
Get & Transfarm Connections Sort & Filter Data Tools
a1 = fe || ASRSPGCFA
| A | B | C | D | E | F | C
1 ASRSP GCFA | AwardIl - Fund - Department ID | | Department Descriptic - | Project | » | Activi
2 |Colleen Hull “=spo03s121 M9z "5302000 allergy Boodag3e 1
3 |Colleen Hull SPO035121 10 "5302000 allergy Boode432 1
4 |Colleen Hull SPO035121 M9z "5302000 allergy Boode4ae D2
5 |Colleen Hull 5PO035121 Moz 302000 Allergy Bon4sass 3
e Widen row 1 vertically: we’re about to reduce column widths and want to give the columns headers space to

wrap and still be visible.
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ASRSP GCFA | AwardIl = Fund - Department ID | +
Colleen Hull |sPoD35121 M9z 5302000
Colleen Hull "spo03s121 %10 "5302000
| Colleen Hull spo03s1z1 M9z "5302000
| Colleen Hull spo03si21 Mgz "5302000
| Colleen Hul SPO035121 M9z "5302000

With Row 1 selected go the View menu and select Freeze Panes and Freeze Top Row.

H ©- GMO9T - Sponsored Project Actuals Balance Report [Read-Only] - Excel

File Home Insert Page Layout Formulas Data Review ACROBAT

= D CL View Side by Side
D ”:lJ Ruler +| Formula Bar q [E) Q TE E Y
o) Synchronous Scra
MNarmal Page Ereak Page Cu_stom V| Gridlines [v| Headings Zoom 100% Znnm_ to New Arrange e W B
Preview Layout Views Selection  Window  All ieset Window Po:
Waorkbook Views Show Zoom Window
Al 7 f= || ASRSP GCFA
A B C 0 E E G
1 ASRSP GCFA v | AwardIi~ Fund |~| DepartmentID |~ | Department Descripti « | Project |+ | Activity I«
2 |Colleen Hull SPO035121 192 302000 Alleray 60045485 01 Stevel
3 |Calleen Hul sP0035121 10 "5302000 allergy Boods4as D1 Stevel
e Select all columns A through AM. If you reduce the width of one column now it will reduce all columns:
A B C D E F G H I J I L M M 0] P Q R 5 T u v
-
r
Depart Refere
ment Activity | Activity Project Project Award = Award Contrac Contrac nee Prirnary
ASRSP | Award Depart  Descrip | Project | Activity | PL Start | End Start | End Start | End | tStart tEnd  Sponso  Award Award | Project | Project | A«
i | GCH~ ID | Fur = ment | tol~ IC ~ IC | Mam»| Dal=| Dal~ Dalw| Dal~ Dat-| Dat»| Dal~| Dal = |rMal ~ # v | FALl=| Tl | Tt~ IC=| S
2 |Colleen| SPO035:M192 "530200¢ Allergy 004641 Stevens 3/1/17 3117 ##£2£ 7/14/19 8/12/15 7/14/15 8/12/15 7/14/19 MNational SKLZTRI KLZTROC Morthwe Sub for 04108 A
3 |Colleen |5PO035:B10  '30200C Allergy 00464801 Stevens 3(1/17  3/1/17 #### 7/14/19 8/12/15 7/14/19 8/12/15 7/14/19 National SKLZTRL KLZTROC Northwe Sub for "B004108 A
4 |Colleen1sPoo3si™e2  '5302000 Allergy Bo04a4D2 Stevens 3(1/17 3/31/17 #### 7/14/19 8/12/15 7/14/19 8/12/15 7/14/19 National SKLZTRL KLZTROC Northwe Sub for "B004108 A
5 |Colleen | SPO035:"192 "630200C Allergy B00454:D3 Stevens 4/1/17 3/31/18 £2££# 7/14/19 8/12/15 7/14/19 8/12/15 7/14/1% National 5KLITRC KLZTROC Northwe Sub for 500410 &
6 |Colleen | SPO035:"192 "630200C Allergy B00454:D4 Stevens 4/1/18  7/14/19 £2£2# 7/14/19 8/12/15 7/14/19 8/12/15 7/14/1% National SKLZTRC KLZTROC Northwe Sub for 500410 A
7 _Damon 1 5PO040:%5 10 "630200C Allergy 500453201 Bochner 4/1/17 3/31/20 £2££# 3/31/21 4/1/17 3/31/21 4/1/17 3/31/21 National SF30AI1F30AI1Z Phenoty Phenoty 5004587 A
8 Jacky 5 5PO030:M192 "630200¢ Allergy 0042051 Schleime 9/3/15  2/25/20 ##£## 2/20/20 9/3/15 2/25/20 9/3/15 2/29/20 Scripps F 5-53557 RO1AIL: Influenz Influenz Bo04208 A
U [ R ——— Bp——" Frmmmmmn sl Fomm amm el s EREE s e dmm e e w e e e e e R N L R N . P ommm—————— w1 .- Pomm ammr s
e Now with all columns A through AM still selected, hover over one of the column separators as though you’re

going to reduce the width again, but instead double-click it. This auto-fits all colum widths to their data while
also allow the top row (frozen and filtered) to wrap:

A B C D E F G H I 1 K L M N 4]
Department | Department Activity Start = Activity End | Project Start = ProjectEnd | Award Start  Award End  Contract Start

1 ASRSP GCFA « | Award I[ Fund | + ID |~ | Desciptic | ProjectIl « | Activity Il ~ PI Mame - Date |~ Date |~ Date |~ Date |~ Date |~ Date |~ Date |~
2 |Colleen Hull SP0035121 '192 ¥5302000 Allergy %o045439 01 Stevens,Whitney Wyatt 3417 3/1/17 3/1/2017 7/14/19 8/12/15 7/14/19 3/12/15 :
3 |Colleen Hul sPOD35121 10 "5302000 Allergy BO046439 %1 Stevens,Whitney Wyatt 3f1/17 3/1/17 3/1/2017 7/14/19 8/12/15 7/14/19 8/12/15
4 |Colleen Hull SPO035121 "2 5302000 Allergy Go04s43s B2 Stevens,Whitney Wyatt 3117 3/31/17 3(1/2017 7/14/19 8/12/15 7/14/19 3/12/15
5 |Colleen Hul sPoD3s121 g2 %302000 Allergy B0046489 B3 Stevens,Whitney Wyatt 4/1{17 3/31/18 3/1/2017 7/14/19 8/12/15 7/14/19 8/12/15
6 |Colleen Hull SPO035121 "2 5302000 Allergy %Eo045438 D4 Stevens,Whitney Wyatt 4/1j18 7/14/19 3(1/2017 7/14/19 8/12/15 7/14/19 3/12/15
7 |Damaon Mui sP0040135  'B10 %5302000 Allergy %oo4ss3t o1 Bochner Bruce Scott 4117 3/31/20 4{1/2017 3/31/21 4/1/17 3/31/21 4/1/17
8 |Jacky Sancen SPOD30944  "92 "5302000 allergy Bon4z2054 D1 Schleimer, Robert P 9/3f15 2/29/20 9/3/2015 2/29/20 9/3/15 2/29/20 9/3/15
9 |JackySancen  5PO030944 20 5302000 Alleray Too42054 D1 Schleimer,Robert P 9/3/15 2/29/20 9/3/2015 2/29/20 9/3/15 2/28/20 9/3/15



Repeat the above formatting steps on the Clinical Portfolio worksheet.
If the Non-clinical Portfolio worksheet is easier to use with sponsored funds (600s) and cost-share funds (190s)
separated then make two copies of it.

0 Use the filter to show only 600s on one copy, delete all 600s rows, remove the filter exposing all the

remaining 190s and rename the worksheet “Cost Share”.

0 Do the same for the other Non-clinical Portfolio worksheet, but delete all 190s rows.
Finally go through the columns and hide or delete any which aren’t necessary for your review: right click on the
lettered column area and select “Hide” or “Delete”.



