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PPM TASK: SEARCHING FOR AND VIEWING SPONSORED PROJECT BUDGET AND 
EXPENSES 
Use this help guide search the Awards Module and view PPM Sposored projects data in Oracle

NAVIGATION: 
Oracle Home Page > Awards >  

Step Action 

1. From the Home Page, select the Awards Module by clicking on the Awards Icon. 
 

 

Step Action 

2. You will be taken to an Overview page showing the most recent Awards 
accessed. Select the Icon on the right that looks like paper with lines  
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Step Action 

3. Select the Manage Award link in the pop-up menu. 

 

Step Action 

4. You are now in the Manage Awards screen. From this screen you can search 
for your sponsored projects. 

 

 

Step Action 

5. 
Select the Show Filters Link. A panel of filter options will appear on the left-
hand side of the page. Type the First and Last Name of the PI in the Principal 
Investigator box and select the correct name from the list of results.  

 



 
 

Last changed on: 10/11/24  Page 3 

PPM TASK:VIEW AWARD BUDGET, ACTUALS AND COSTS UCANR AGGIE ENTERPRISE HELP GUIDE 

 

Step Action 

5a. If the name does not show up in the text box Select the magnifying glass to 
reveal advanced search options. 

 

Step Action 

6. Once the PI name is in the Selected the filtered results show all of Amira 
Resnick’s sponsored projects. 

 

 
 

Step Action 

7. You can save the search criteria in the Saved Search drop down menu for 
easy access to it in the future. 
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Step Action 

8. Once you have filtered the search results select the award number for more 
details on Budget, Actuals and Balance available. 

 

 
 

Step Action 

9. Once on the Overview Page you will see a summary of the Budget, 
Commitment, Actual Expenses and Available Amount. 
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Step Action 

10. The bottom of the Overview Page shows the Budget, Commitment, Actual 
Expenses and Available Amount by expenditure category. 

 

 
 
 

Step Action 

11. You can view transaction details from the Overview Page by selecting the 
dropdown in the gray box and choosing Manage Project Costs. 
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Step Action 

12. You will be taken to the Costs Module of PPM which will be displaying all cost 
details for the award. 

 

 
 

Step Action 

13. To view transaction detail, select the Transaction Number to drill down on 
more data. 
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Step Action 

14. 

This will take you to the details of the transaction which may have the invoice 
number, payroll employee and other information. Select DONE twice to bring 
you back to the Award Module. 
  

 

 
 

Step Action 

15. Return to the main results window by selecting Done button on the right-hand 
side of the screen. 

 
 

Step Action 

16. From the main results window, you can export the results to Excel by selecting 
the Export button. 
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Step Action 

17. View the report and edit in Excel End of Procedure. 
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