RF Report Center

Quick Start Guide

RF Activity Interface Reporting (RF AIR) Dashboard

The RF Report Center is accessed through the RF website. (See the Access the Report
Center Quick Start Guide for both InCommon and “Click-Through” instructions).

From the RF Report Center menu, ey aewe e | | rew ~ | B& Open ~ | Signed In As
9 under Dashboards, click RF Activity = I'~r Recent(RF Activity Interface Reporting - Monthly B
Interface Investigator. My Dashboard
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The RF Activity Interface Reporting has =l RF Activity Interface Reportin

pages, known as tabs, each displaying e .
key financial data on awards, receivables,

payables, people, and others.

RF Activity Interface Reporting
1 Alertsw\.ﬂdmmstram Inqurv\]' APTInquwH' AmmmEPa?aHE Inquar',r

[ Employees Terminating on a Grant in the next 45 days

[Hew Person Assigned on a Grant in the last 30 days

[ Mew Awards Created in the last 30 days

e Each tab has sections, called portlets, that you can expand to search for specific data.
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Once expanded, enter the search
6 criteria to filter or restrict your results.
Click OK.

The results can be further

filtered by view; column data
@ sorted in ascending/descending
order; and drilled down to a
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6 At the footer of each report, you have the options to Refresh, Print,
or Export.

REFRESH - PRINT - EXPORT
Refresh: Rerun the report.
Print: Click Print to select either PDF or HTML.
Export: Click Export and either
e download the data as it appears on the page. Click PDF, Excel, PowerPoint, or Web
Archive, or
e download the full data set. Click CSV, XML, or Tab Delimited file format.

For more information, go to the Self Paced Navigation Course located on the Overview tab.
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