How Do I Access The Grant Logs Spreadsheets?

First, the grants logs spreadsheets are all Microsoft Excel documents.  They are stored on the NASERVER in Newtown Square.  Office 2000 provides an FTP (file transfer protocol) facility that provides a method for opening files on a remote computer.  Or you can use any file transfer protocol program to down load the files onto your computer.  These spreadsheets are password protected so that you can only open them in "read only" mode.  The original copies of these spreadsheets are stored on the GAAM staff’s own server.

Method 1

To view the Grants Logs, first start Excel on your computer.

Then click on the word FILE in the upper left corner, and then click on OPEN
In the window that pops up is a box in the upper left corner called "look in", click the down arrow at the right end of that box.  You will see an item in the menu named "Internet Locations” aka “FTP Location".  Click on it.

The first time you do this, you will need to click on "Add/Modify FTP location" because you will need to set up access to the NASERVER.  After this has been established, you will only need to click on the location that you created.  In the box called "Name of FTP site", type "naserver.ne.fs.fed.us" (note without the quotes).  Then click on the button labeled "user" and type the user id of  "naftp" (no quotes).  In the password box, type "naserver” then click on OK.  This will return you to the OPEN menu.  Choose the newly created naserver.ne.fs.fed location.   From now on, you only have to choose the location.  

You will see a list of folders.  Choose PUBLIC then choose GRANTS and you will see the list of spreadsheets available to you.  Choose whichever one you are interested in.  It will download to your PC and you will be asked for a PASSWORD.  Click on the "read only" button.  You can now browse through the spreadsheet.  When you are finished, just exit from Excel.  If you are asked if you want to save you changes, choose NO.

For your convenience, below is a step-by-step (Sections A to D) summary of Method 1:

Section A:  Accessing the FTP Location

Software:  Open Microsoft Excel

Click:   File and Open (locate on the upper left corner) or 

Click:  File Open Icon (locate on the upper left corner)

Pop Up Window:  Click on the down arrow
Directory:  Choose“FTP Locations” from the menu 
First time users or accessing, please do the following in section ‘B’or otherwise proceed with the steps in Section 'C'.

Section B:  Setup the FTP Location on your P.C.


Menu:  Click on “Add/Modify FTP location”
Name of FTP Site:  naserver.ne.fs.fed.us
Log on User: click on user and type in naftp

Password Box:  naserver

Click:  OK
Section C:  Locating/Openning the spreadsheet/file

Click:  File and Open (locate on the upper left corner) 

Directory:  Choose naserver.ne.fs.fed.us then click OK or double click on naserver.ne.fs.fed.us

User ID:  naftp

Password:  naserver

Sub-Directory:  Choose Public 

Folder Name:  Choose Grants

File Name:  Choose a Spreadsheet (Name of Spreadsheet)

Action:  Click Open or Double click on the spreadsheet

Download: The file will be downloading to your PC

Password:  Click on the “read only” button

Section D:
Exiting the spreadsheet/file

When exiting the spreadsheet or Microsoft Excel, there will be a pop –up window prompting you to save.   Since you are viewing this as a “read only” document”, please do not save see below.

Exiting:  “NO” to the prompt to save the spreadsheet/file

Method 2

Also, you can view and copy the files from the server onto your computer by going into Internet Explorer.  Go into Internet Explorer by double clicking on the icon.  At the address window, type in ftp:/naftp@naserver.ne.fs.fed.us and then hit Enter.  A window will appear with the choices.  Select Public Directory/Folder by double clicking on it.  Another window appears, this time select Grants Directory/Folder by double clicking on it and this will take you to the window with all the files or spreadsheet.

 Below is a step-by-step protocol to get into the file.

Open:  Internet Explorer

Internet Address:  ftp://naftp@naserver.ne.fs.fed.us
Directory/Folder:  Choose Public
Sub-Directory:  Choose Grants then follow the options below.
A:  To View a file

1. Double Click on the file of your choice

2. FTP Log On Window will pop-up and query for user id and password.

The user id is:   naftp
The password is:   naserver
B:  To Copy File to Your PC

1.  Manually to go open up My Computer

2.  Double Click on the Directory or Disk Drive (A, B, C, D, E) that you wish to save the file at.


3.  Now you will notice that there are two windows open

4.  Shrink the Grants window and the window you just opened so that you can see both on the screen.

5. Copy by dragging the file you want from the Grants window to your Directory or Disk Drive (A, B, C, D, E) or

6. Click on File and select Save As from the menu.
Another Option:

If you are in Newtown Square and would like to view or print the grants log.  You simply access Microsoft Excel at the Grants and Agreements Administration & Management computer or any computer in the office.    Below is a step-by-step summary on how to access the grants log.

Software:  Open Microsoft Excel

Directory/Folder:  Click on the Down Arrow and select one of the two below:

1. D on ‘ppd-pc’ (E:) – From PC other than Grants and Agreements Administration & Management

2. D on (D:) – From PC in Grants and Agreements Administration & Management

Sub-Directory/Folder:  Select Budget & Planning

Sub-Directory/Folder:  Select Grant Log

File Name:  Select the file or spreadsheet you wish to view by double clicking on it.

Or

An Easier Way is to come to the PC in Grants and Agreements Administration & Management and

Double click on whichever file/spreadsheet (95log, 96log, 97log, 98log, 99log and 2000 log) you would like to view.

INSTRUCTIONS FOR USE OF PROGRAM BASED PIVOT TABLE

The pivot table will provide a list of all grants received to date by:

· Program

· State

· Recipient

· Grant Number

· Approval Date

· Federal Funding Amount

To use –

2. Click on the pull down arrow in the program box at the top of the table.

This opens a list of all programs in the Grant Log.

3. Select the program you are interested in (i.e., U&CF, SFA, VFA)

4. Click O.K.

If you wish to see information on all programs – 

4. Select “ALL” from the program list.

The pull down arrows in the State, Grant Number, Recipient, and Date of Approval   fields

are used to hide or display individual items in these categories.

If the item has a check mark, it is displayed.

If the checkmark is clicked off, that item will not display.

A possible use is to open the “Date of Approval” box.

Click off the “Blank” category.

Only the “Approved Awards” will be displayed.
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PRINT WARNING !





The table is formatted to print several pages even if blank.




              Use the “Print Preview” icon to determine how may pages your report


 report will actually use.





Specify those pages before printing to avoid much wasted paper



paper.
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