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Part I – EFR Inbox  
  
Grant Reports are electronically distributed to the Electronic Financial Reports (EFR) Portal.  The EFR portal 
is accessed through Employee Self-Service (“Administration” tab).    
  

 

  

Part II – Grant Reports tab  
  
When the Grant Reports tab is selected, the list of awards presented will include all awards listed by 
grant/budget reference field (BRF) that you are able to view based on established roles that have been 
assigned to you (PI, Co-I(nvestigator), PI Department Research Administrator, Co-I(nvestigator) Department 
Research Administrator, WhoKey Reviewer, Alternate Department Contact).  
  

• EFR Grant Reports – Grant Inbox - standard version:  

 
  
Awards that have multiple sub-components established will be displayed with an “xx” for the last two  

characters of the UI Grant Number field.  The symbol  can be selected to show each sub-component.    
  
Grant Report selection can be made at 1) the single sub-component to see financial data for a specific   
8-digit grant and BRF, or 2) the summary “xx” of multiple components for a 6-digit grant and BRF (if 
applicable).  
  

The EFR Portal:  
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An example of a multiple sub-component award that has been expanded:  

             
  
The reports can be viewed by selecting one of the report buttons:  
  

    
  

• EFR Grant Reports – Grant Inbox – Free Balance version:  
  

  
    

  

A button allows you to toggle between the standard (default) Grant Inbox and a more detailed version called  
Free Balance.  The Free Balance version includes the WhoKey elements (Fund, Org, Dept/Sdept, BR, Fn),  
status of the award (I-Inactive, A-Active, C-Closing), if the award is an advance MFK (aMfk), if the award is  
a renewal MFK (rMfk), cumulative budget/receipts, cumulative expenditures, current period  
encumbrances, free balance, budget begin and end dates, project begin and end dates, and the Award  
Desc title for each award.  The Report button in the last column will take you to the grant reports for the  
award.  
  

The   button in the right corner allows the Free Balance inbox to be exported to Excel.  
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Part III – Grant Reports  
  

(a) Report Header  
  
The WhoKey in the header indicates an 8-character single component versus a 6-character multiple 
component.    
  
An example of a WhoKey listed for multiple 6-digit component:  

 

  
An example of a WhoKey listed for a single 8-digit component:   

 

  
Clicking on the WhoKey will expand the header to show the WhoKey elements and descriptions:  
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(b) Reports  
  

(b)(i) Financial Summary:    
This summary report replaced the FMS and SGRE paper reports that were discontinued in January 
2013.  It provides a cumulative summary of actual expenditures incurred by budget category.  With 
this electronic version, users have the ability to expand a budget category to view the institutional 
account descriptions, payroll information, Subaward information and amounts included in a summary 
budget line and the ability to view up to twelve months of monthly activity at a time.  One of two types 
of summary report formats will be displayed on the tab, Budget and Expense Summary (FMS) or 
Revenue and Expense Summary (SGRE).  The type of summary report the user views is controlled by 
Grant Accounting.    
   
An example of a Financial Summary tab (report):  
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User options on the Financial Summary tab:  

1) Select the link to Expand All to expand every budget category to view applicable institutional 
account descriptions.   

2) Collapse All to collapse the institutional account descriptions and just see budget categories.  

3) Select the symbol next to a Budget Category: the   to view the applicable institutional account 
descriptions for a single budget category or the     to collapse institutional account descriptions 
of a single category to see just budget category.  

4) Select the symbol next to a Personnel or Trainee Stipend institutional account description: the 
 to view the individual’s name(s) associated with a Personnel or Trainee Stipend institutional 

account or the   to collapse the names to just the institutional account descriptions.  

5) Select a number of months from the Show Previous drop down list to view more than one month 
of expenditures.    

6) Select a different “Current Month” by changing the selection in the Reporting Period drop 
down  

7) Select Excel button to view/work with the current report format as an Excel spreadsheet (this 
will include tabs for Budget Category_Summary, Budget Category_Iact, and Personnel).  

8) Select Full Screen to expand the report to fill the entire screen.  

9) Select another tab (report): IACT Recap, Transaction Detail, Payroll Summary, Subaward 
Summary, Cost Share Summary, Key Personnel Committed Effort or Award Information.  
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(b)(ii) IACT Recap:    
This report replaced the recap section of the TDS paper report that was discontinued in January 
2013.  It provides a revenue and expense recap by institutional account within budget categories 
for all WhoKeys established for a single 8-digit or a 6-digit multiple component grant program 
number and for cost share accounts.  Additionally grant-to-date and fiscal year-to-date revenue and 
expenses are available at the Master File Key (MFK) level.  

  An example of the IACT Recap tab:  

 
  

User options on the IACT Recap tab:  
1) Select the “IACT Recap” button to view a report for a specific WhoKey.  

2) Select  button to expand the grant program and/or cost share account IACT recap report 

3) If there are multiple WhoKeys available, the “xx” WhoKey can be selected to view a report 
with all the WhoKeys summarized together.    

4) Select Full Screen to expand the report to fill the entire screen.  

5) Select another tab (report): Financial Summary, Transaction Detail, Payroll Summary, 
Subaward Summary, Cost Share Summary, Key Personnel Committed Effort or Award 
Information  
 

Note: If the IACT Recap tab is greyed out, there is no current or historic activity posted to the WhoKey  
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An example of the IACT Recap report 

 
  

  
  
User options on the IACT Recap report:  

1) Select Excel button to view/work with the current report format as an Excel spreadsheet (this 
will include one tab for IACT Recap MFK).  

2) Select Full Screen to expand the report to fill the entire screen.  

3) Select Back to WhoKey’s to return to the listing of WhoKeys  

4) Select another tab (report): Financial Summary, Transaction Detail, Payroll Summary, 
Subaward Summary, Cost Share Summary, Key Personnel Committed Effort or Award 
Information  
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(b)(iii) Transaction Detail:   
  

This tab provides a direct link to the Transaction Detail Report (TDR) within the Electronic Financial 
Report (EFR) portal. The TDR provides monthly activity at the transaction level that was previously 
provided by the TDS.  

 

An example of the Transaction Detail tab:  

 
   
User options on the Transaction Detail tab:  

1) Select the “TDR (EFR)” button to view a report for a specific WhoKey 

2) Select  button to expand the grant program and/or cost share account TDR report (s) 

3) Select another tab (report): Financial Summary, IACT Recap, Payroll Summary, Subaward 
Summary, Cost Share Summary, Key Personnel Committed Effort or Award Information  
 

Note: If the TDR (EFR) button is greyed out a TDR report was not created for the selected Reporting Period  
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(b)(iv) Payroll Summary:    
 This report provides a summary of pay and fringe for all individuals paid on the award by pay 
period begin and end date.    

 

  User options on the Payroll Summary tab:  

1) Select the symbol next to a Person ID: the   to view the applicable pay periods for an 
individual or the   to collapse the pay periods.  

2) Select  button to expand the grant program and/or cost share account Payroll Summary 
report 

3) Select Excel button to view/work with the current report format as an Excel spreadsheet (this 
will include one tab for Payroll Summary).  

4) Select Full Screen to expand the report to fill the entire screen.  

5) Select another tab (report): Financial Summary, IACT Recap, Transaction Detail, Subaward 
Summary, Cost Share Summary, Key Personnel Committed Effort or Award Information  
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(b)(v) Subaward Summary: 
This report provides a summary of payment by Purchase Order made to Subrecipient vendor(s) for 
Subaward Subject To F & A & Subaward not Subject To F & A expenses on the award. 

 
User options on the Subaward Summary tab:  

1) Select the  symbol next to WhoKey to view all Purchase order(s) applicable to that WhoKey 
or the   to collapse the Purchase order information*.  

2) When the symbol next to Purchase Order# is selected, all Subaward general Ledger 
transactions pertaining to that Purchase Order will be displayed.  

3) When link on Purchase Order# is clicked, user will be routed to the Purchase Order report 
for that Purchase Order in the AP-PO application. Similarly, if Voucher ID link is clicked, then 
user will be routed to that particular voucher report in the AP-PO application.  

4) Select Excel button to view/work with the current report format as an Excel spreadsheet.  

5) Select Full Screen to expand the report to fill the entire screen. 

6) Select another tab (report): Financial Summary, IACT Recap, Transaction Detail, Payroll 
Summary, Cost Share Summary, Key Personnel Committed Effort or Award Information 

Note:  
1. The Budget periods for the Purchase Order are being pulled from eDSP. Therefore, some older 

Purchase order displays project period of the PO instead of the Budget period. 
2. The link to AP-PO, Purchase Order or Voucher page will work only if the user has security access 

to AP-PO application. 
3. Missing PO section lists all records for which Purchase Order could be found in the General 

Ledger.  
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(b)(vi) Cost Share Summary: 
This report provides a cumulative summary of actual expenditures incurred by budget category on 
a cost share account.  With this electronic version, users have the ability to expand a budget category 
to view the institutional account descriptions, payroll information, and amounts included in a 
summary budget line and the ability to view up to twelve months of monthly activity at a time.   
   
An example of a Cost Share Summary tab (report):  

 
 
User options on the Cost Share Summary tab:  

1) Select the link to Expand All to expand every budget category to view applicable institutional 
account descriptions.   

2) Collapse All to collapse the institutional account descriptions and just see budget categories.  

3) Select the symbol next to a Budget Category: the to view the applicable institutional account 
descriptions for a single budget category or the  collapse institutional account descriptions 
of a single category to see just budget category.  

4) Select the symbol next to a Personnel or Trainee Stipend institutional account description: the
 to view the individual’s name(s) associated with a Personnel or Trainee Stipend institutional 

account or the   to collapse the names to just the institutional account descriptions.  

5) Select a number of months from the Show Previous drop down list to view more than one month 
of expenditures.    

6) Select a different Current Month by changing the selection in the Reporting Period drop down  

7) Select Excel button to view/work with the current report format as an Excel spreadsheet (this 
will include tabs for Budget Category_Summary, Budget Category_Iact, and Personnel).  

8) Select Full Screen to expand the report to fill the entire screen.  

9) Select another tab (report): Financial Summary, IACT Recap, Transaction Detail, Payroll 
Summary, Subaward Summary, Key Personnel Committed Effort or Award Information.  
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(b)(vii) Key Personnel Committed Effort  

For awards that require effort monitoring, the Key Personnel Committed Effort report identifies Key 
Personnel, Effort Period and the individual’s Committed/Funded Effort.  The information is entered by 
the Grant Accounting Office during the awarding process and the review of award documents, budget 
and budget justification.  The report does not include voluntary uncommitted effort.   

Information for the G/P Number and BRF is listed by UIRIS Sequence Number and the corresponding 
Budget Period(s).  There may be more than one Sequence Number issued under a G/P Number and 
BRF, and a Budget Period may be broken down into more than one Effort Period.  The dates of an Effort 
Period will always be within of the Budget Period under which it is listed. 

When more than one Sequence Number exists, the more recent Sequence Number will default 
expanded, with all others collapsed.  The User has the ability to expand/collapse any Sequence Number.  

An example of a Key Personnel Committed Effort tab (report): 

 
 

User options on the Key Personnel Committed Effort tab: 
 

1) Select the link to Expand All to expand on any Sequence number  
2) Collapse All to collapse all sequence number Key personnel data  
3) Select the  symbol next to a Sequence number to view the Key personnel data or the   

to collapse Key personnel data. 
4) Select a different Current Month by changing the selection in the Reporting Period 

drop down 
5) Export to Excel to view/work with the current report format as an Excel spreadsheet 
6) Select Full Screen to expand the report to fill the entire screen 
7) Select another tab (report): Financial Summary, IACT Recap, Transaction Detail, Payroll 

Summary, Subaward Summary, Cost Share Summary, Award Information 
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(b)(viii) Award Information:    
  

This report provides additional award attribute information that is tracked in the Grant Accounting  
post-award system.  Most of this information is identified by Grant Accounting staff during the review 
of award documents, budgets and other information received from Sponsored Programs and/or 
directly from campus.  Please contact the GA Contact, as noted under the Contacts section, if you 
have questions.  

  

 
   User options on the Award Information tab:  

1) Select Full Screen to expand the report to fill the entire screen.  

2) Select another tab: Financial Summary, IACT Recap, Transaction Detail, Payroll Summary or 
Subaward Summary, Cost Share Summary or Key Personnel Committed Effort 

*The summary ‘xx’ record for a 6-digit grant and BRF (117129xx) shows award information from the ‘00’ 
(parent) subcomponent.  
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Part IV – Ad Hoc Search  
  
If you are not assigned a role to view any fund 500 or 510 accounts or there is another account that you would 
like to review, the Ad-Hoc Search can be used.  

 
Use the Grant Report Ad-Hoc Search.  Enter a period/fiscal year, 6 or 8-digit grant program number and BR 
(not required).  The user can search for grant reports for a period using the whole WhoKey or a combination 
of Org, Dept & SubDept or combination of Grant & BRF. Subdepartment and BRF fields are optional.  

  
  
The results will include any award that meets the criteria that was used in the search:  
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Grant Report selection can be made at 1) the single sub-component to see financial data for a specific  8-
digit grant and BRF, or 2) the summary “xx” of multiple components for a 6-digit grant and BRF (if 
applicable).  
  
An example of a multiple sub-component award that has been expanded:  
  

      
  
  
The reports can be viewed by selecting one of the report buttons:  
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