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Important step

n The most important step is ensuring 
that ALL of your sponsored projects are 
included in the number range used for 
the report’s selection screen

n To accomplish this, run the report 
S_ALR_87012612 to obtain a list of all 
WBS Elements attached to your funds 
center
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S_ALR_87012612 Selection
n On the selection 

screen, fill in your 
funds center number

n Specify WBS 
Elements beginning 
with R*

n Press the “Execute” 
icon
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S_ALR_87012612 Display
n Download this 

report to Excel by 
pressing the “Local 
file” icon
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S_ALR_87012612 Download
n Select Spreadsheet
n Press enter or the 

green check mark 
icon
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S_ALR_87012612 Download
n Specify the file name 

and location
n Specify the file type by 

adding the filename 
extension “.xls” for 
Excel

n In this example, the file 
name & type is 
“Test.xls”

n Press the “Transfer” 
icon
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CNS41
n Go to transaction 

CNS41
n The profile number 

is always 
000000000001

n Press enter or the 
green check mark 
icon
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CNS41 Selection screen
n Press the “Multiple 

Selections” icon 
beside WBS Element

n Once you are in the 
“Multiple Selections” 
screen, press the 
“Import from text 
file” icon
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Excel Spreadsheet
n Go to your Excel 

spreadsheet of WBS 
Elements

n Using the “My 
Computer” icon on 
your desktop, locate 
and double-click on 
your spreadsheet to 
open it
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Excel Spreadsheet
n Clean up the 

spreadsheet if you 
want and get rid of 
unnecessary 
columns

n Highlight the WBS 
Element numbers 
and press Control 
and C to copy
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CNS41
n Press the “Upload 

from clipboard” icon 
which automatically 
pastes your list of 
WBS Elements into 
the selection screen

n Then press enter or 
the “Copy” icon
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Selection screen (continued)

n To limit your 
selection to 
sponsored projects, 
press the “Dynamic 
Selections” icon

n Expand the folder 
called “Master data 
WBS element” and 
select “Proj type”
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Selection screen (continued)

n Press the “Adopt 
selected items” icon

n “Proj type” will move 
to the right side of 
the screen as shown

n Press the “Multiple 
Selections” icon
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Selection screen (continued)

n Select the range 11 
– 15 and 17 - 20 as 
the value

n Press the “Copy” 
icon

n Then press the 
“Save” icon
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Selection screen (continued)

n Press the “Execute” 
icon to generate the 
report
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Initial report
n The initial report 

display shows 
Project Definitions in 
yellow

n WBS Elements and 
PS Text are shown 
in blue
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Change display attributes
n Press the “Choose 

fields” icon
n Move the attributes 

“Finish date (B)” and 
“Status” from the 
right side to the left 
side

n Press enter or the 
green check mark 
icon
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Report display
n This report can now 

be downloaded to 
Excel and sorted by 
end date and status

n The IRIS filter 
function can also be 
used to accomplish 
this
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Filter
n Press the “Set filter” 

icon
n Select “User-

defined”



20

User-Defined Filter
n Move “Finish date 

(B)” from the right 
side to the left side

n Fill in the applicable 
end dates

n Press the “Execute” 
or “Set conditions” 
icon
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Final report
n This report can be 

downloaded to Excel 
by using the 
“Export” icon


