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ERS GUIDE FOR COORDINATORS
How to Build PI Listings
To Build a Report by FAU

1. Go to FAUs Tab

2. In the field “fund Title Contains or Equals” enter PI’s last name and click “Update Filter”
3. On the listing click on “select all”
4. Click “Save As” and name the file how your would like it to be saved (recommend saving as the PI’s Name)
To Build a Report By Project 

1. Identify the fund number associated to your PI

2. Go to the PROJECTS Tab

3. Enter your first fund number in the “LAF” field, then click “update filter”
4. On the listing click on “select all” 

5. If you have additional fund numbers then repeat steps 3 and 4 until all funds numbers have been captured
6. Click “Save As” and name the file how your would like it to be saved (recommend saving as the PI’s Name)
To Build a Report By Orbit Number 

1. Identify the orbit number(s) associated to your PI

2. Go to the Awards Tab

3. Enter your first orbit number in the “Orbit#” field

4. On the listing click on “select all” 

5. If you have additional orbit numbers then repeat steps 3 and 4 until all orbit numbers have been captured
6. Click “Save As” and name the file how your would like it to be saved (recommend saving as the PI’s Name)
To Build a Report By Agency Award Number 

1. Identify the agency award number(s) associated to your PI

2. Go to the Awards Tab

3. Enter your first agency number in the “Agency Award # contains” field

4. On the listing click on “select all” 

5. If you have additional agency award numbers then repeat steps 3 and 4 until all award numbers have been captured
6. Click “Save As” and name the file (recommend saving as the PI’s Name)
To Build a Departmental Report By FAU 

5. Go to FAUs Tab

6. In the field “FAU Contains or Equals” enter the fund number and click “Update Filter” (use only fund numbers which are associated with federal awards)
7. On the listing click on “select all”
8. Click “Save As” and name the file how your would like it to be saved (recommend saving as Master Department Cert Listing)
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