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[bookmark: _GoBack]To view or maintain your My Projects list, select My Projects from the Main Menu.
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*Before delving into My Projects, there are 2 ways to add Projects to your list.
Option from within the project summary page - 
[image: ]
Second option is from within the My Projects list -
[image: ]



My Projects – display of items currently included on your list[image: ]
1. Choose balance type to display
a. Budget Category
b. Budget Category – No Encumbrances
c. Budget Category – Direct Only
d. Unencumbered Cash
e. Cash
2. Filter by available options (Listed Project’s attributes)
3. Line option
a. Move project up in list
b. Move project down in list
c. Remove from list
4. Hyperlink to Project Summary Report
5. Sort by column headers
6. Financials as of date drop down selector
7. Search for Project – takes you to search criteria screen
8. Clear all projects from listing
9. Export options
a. Excel
b. PDF



Selecting Dept Hyperlink from My Projects takes you to listing of all projects within that Department-
[image: ]
[image: ]*some options not explained here, but still available on this screen, were identified on previous screenshot
1. Hyperlink to Award Summary Report
2. Hyperlink to Project Summary Report
3. Return to My Project List
4. Hyperlink to list of selected Investigator’s projects
5. Indicator of items listed that exist in My Projects 
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233 Funds (Gifts - General)
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236 Funds (Delegated Construction Project)

26 [aazez KINESIOLOGY 7EL0 Py 111000 1110172015 11/01/2020 | 1-0pen | 71.210.16] 12500000 12130241 369759
ABATEMENT Capical Projects - Madison

TOTALS 71.210.16 12500000 12130241 366759

TOTALS OVER ALLFUNDS 71.210.16 590785.45 51537975 7540570

Note: some balances/balance types will not show meaningful resuls for non-sponsored projects.
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