How to Run the GM macro:
1. Start Oracle and select the Grants responsibility.

2. In the Navigator window, expand the tree so you can reach Expenditures => Expenditure Inquiry => R – Actuals. Double-click R – Actuals to reach that function.

3. Enter the grant number in the Project Number field. You do not need to enter anything else in any other field. Hit Enter on your keyboard.

4. This may take a while, depending on how many entries this grant has. When the report is complete, the Project Expenditure Items window will appear. Click the Open Folder button ([image: image1.png]


).
5. In the Open Folder window, select Detail Transaction Statement (the Owner will be LS2V). Click OK. 

6. From the Action menu, select Export. If you get a Decision window, click Continue to End.
7. Eventually, you will be asked if you want to Open or Save the file. Click Save. 

8. Open the GM macro file (it is available at https://synergy.as.cmu.edu/~fmp/resources/GMDtlAcctStmt.xls). You may have to click the Enable Macros button. 

9. Click on the large text at the top of this spreadsheet. The spreadsheet will disappear and a new menu item will appear: GM Dtl Acct Stmt.
10. From the GM Dtl Acct Stmt menu, select Process File.

11. In the Open window, select the file that you exported from Oracle. Click the Open button. Your file will now be processed into a PivotTable and ready to modify.
